Facility Management Process

MVP Award

Revised, 1/22/2020
I. Purpose: Employee performance and attendance have a significant impact on the Facilities Management department’s ability to successfully fulfill its mission on a daily basis.  In order to better serve the department’s customers and encourage high levels of employee performance, the department is initiating the MVP Award to recognize those employees whose performance rises above the ordinary.

This procedure is written for a twelve-month period that will run November 1 through October 31 with an anticipated award pool of $10,000.  

II. Definition: An “MVP” employee will be defined as one who has: 1) a Contributor or higher overall rating on most recent evaluation, 2) no active formal disciplinary actions issued within the preceding 12 months and 3) perfect attendance as defined below.

1) Performance Appraisal - On their most recent annual or probationary appraisal employee must have attained an overall rating of contributor or extraordinary contributor or be certified as such for hourly and probationary employees.

2) Disciplinary Actions – Employees who have received a Group I, II or III Written Notice within the preceding 12 months may not be considered for the MVP award during that 12 month period of time.  For example, if an individual receives a group disciplinary action on February 1, that individual will not be eligible to participate in the MVP program until February 1 of the following year – which means they could earn a 6 month award, but not a 9 or 12 month award in the year following the disciplinary action.  

3) Perfect attendance is defined as missing no time over a defined period of time (November 1 – October 30) - no unscheduled absences, no tardiness, no unscheduled early departures.  The only exceptions are:

a. Any type of leave that is scheduled at least three days in advance.  In the case of jury duty, an employee must notify their supervisor at least three days in advance that they may be called for jury duty and must call their supervisor the morning of jury duty, if called.  Leave requests must be in the form of an e-mail or a Leave Request form and received by an employee’s supervisor three business days in advance of the requested time off date.

b. Since all Facilities Management & Construction employees are designated as essential, in the event of a University closing, it is expected that all employees may be required to come to work and report on time.  At the discretion of the Associate Vice President of Facilities Management & Construction he/she MAY grant an across the board exemption for tardiness and/or absence.  Individual exemptions from designation as essential personnel will not be granted.

III. Facilities’ MVP Awards: Facilities Management employees who have not received any Written Notices within the preceding 12 months, who had a contributor or higher rating on the most recent evaluation and who have achieved perfect attendance as defined above for a given period will be awarded in the following manner:

· Six Months – Perfect attendance for six consecutive months over the course of the designated 12-month period, individuals will be eligible for the Six Month portion of the MVP bonus pool.

· Nine Months – Perfect attendance for nine consecutive months over the course of the designated 12-month period, individuals will be eligible for the Nine month portion of the MVP bonus pool. 

· Twelve Months – Perfect attendance for twelve consecutive months over the course of the designated 12-month period individuals will receive eligibility for the Twelve Month portion of the MVP bonus pool.
Note: effective 12/8/17, the interim $25 awards are eliminated. Pool size remains the same.
IV. Disputes
· Individuals who are disputing a lack of eligibility in any given month have 60 days to address any concerns with their supervisor
· MVP results will be posted monthly.

· Individuals are responsible for 1) reviewing each month the posted results and 2) notifying their supervisor or manager of any discrepancies – in a timely manner.  This will ensure overall accuracy of the program.
Notes:

A bonus pool will be established.  This amount may vary from year to year.  The pool will be allocated as follows:

Qualifying employees with 12 months of perfect attendance – 3 bonus shares.
Qualifying employees with 9 months of perfect attendance – 2 bonus shares.
Qualifying employees with 6 months of perfect attendance – 1 bonus share.
Final awards will be based on the pool balance, the number of employees eligible, and the resulting bonus shares for the various categories.
Examples:
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12 Month 3                    12                  36                  125 $            375 $            4,500 $       

9 Month 2                    14                  28                  125 $            250 $            3,500 $       

6 Month 1                    16                  16                  125 $            125 $            2,000 $       

80                  10,000 $     

Pool 10,000 $     


NOTE 1: Total annual bonuses for the MVP award will not exceed the following amounts:

· 12 month award – not to exceed $1,000

· 9 month award – not to exceed $750

· 6 month award – not to exceed $500

There is a University cap on the total amount of bonuses employees are eligible for over the course of a fiscal year.  Bonuses awarded for Facilities’ MVP award could be limited due to previous bonuses earned and/or a bonus earned for being the Facilities MVP award could limit future bonus opportunities within a fiscal year.

NOTE 2: In order to get an award, an employee must be employed, in Old Dominion University’s Facilities Management Department, at the time the award is to be distributed.  Only perfect attendance earned while in Old Dominion University’s Facilities Management & Construction department will count towards the MVP award.

NOTE 3: Qualifying employees will only participate in the highest portion of the pool for which they qualify.  For example, an individual who achieved 12 months of perfect attendance would only participate in the 12 months of perfect attendance portion of the pool and not the 9, or 6,  month portion of the pool. 

NOTE 4: By law, FMLA absences will be counted as excused absences.

NOTE 5: Due to economic conditions impacting the University or Department, the bonus pool may be reduced or eliminated at any time.  If this occurs, FM employees will be immediately notified of the change.
V. Eligibility

Facilities Management classified, probationary, and hourly employees who are Band 1 or 2 and Band 3 employees who are not supervisors are eligible for the MVP award program. Band 3 supervisors and anyone at or above pay band 4 are not eligible for this program.  

VI. Process

Associate Directors, Managers, and Supervisors

· Throughout the month department Associate Directors, managers, and supervisors are required to track their employees’ adherence to the perfect attendance requirements of the award as well as any changes in their performance.

· Department Associate Directors, managers, and supervisors should discuss with non-qualifying employees why they did not qualify that month.  This is NOT intended as a disciplinary proceeding but an opportunity to avoid confusion at the end of the 12 month cycle of this program.  

· Monthly, department Associate Directors, managers, and supervisors will submit a list of qualifying employees, to Fiscal Tech, Personnel, certifying that the listed employees did indeed meet ALL the requirements of the MVP award.  See form below.

Fiscal Tech, Personnel
· Remind managers of monthly requirement for submitting MVP certification sheets.

· Prepare file to track Six-month, Nine-month and 12-month MVP award winners.  

· Maintain file of managers monthly certification sheets

· Distribute monthly listings of individuals who earned the previous month’s perfect attendance (perfect attendance as defined by this process)  Prepare bonus award paperwork, obtain necessary signatures and process within two weeks of the end of the award period (November - October). (Fiscal Tech)

· Track bonus awards (Fiscal Tech)

AVP/Senior Director, Facilities Management

· Identify funding for bonuses

· Sign and distribute certificates

Monthly Facilities MVP Award Certification

Non-Probationary and Non-Hourly Employee

Department: 
___________________________

Month/Year:
___________________________

Employees achieving perfect attendance for this month (Please print neatly):

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


I certify that the employees listed above have achieved perfect attendance, as defined by this process, this month; that they were on time every day (start of day and returning from breaks and lunches), they were present every day and did not leave early (except for leave requested at least three days in advance) and otherwise met all conditions set out in the department’s MVP Award procedure.

Supervisor Name (print):
____________________________________

Supervisor Signature:

____________________________________

Date:



____________________________________

Manager Name (print):
____________________________________

Manager Signature:

____________________________________

Date:



____________________________________

Monthly Facilities MVP Award Certification

Probationary and Hourly Employees

Department: 
___________________________

Month/Year:
___________________________

Employees achieving perfect attendance, as defined by this process, for this month (Please print neatly):

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


I certify that the employees listed above have achieved perfect attendance, as defined by this process, this month; that they were on time every day (start of day and returning from breaks and lunches), they were present every day and did not leave early (except for leave requested at least three days in advance) and otherwise met all conditions set out in the department’s MVP Award procedure.

Further, I certify that the employees listed above are working at least at a contributor level.

Supervisor Name (print):
____________________________________

Supervisor Signature:

____________________________________

Date:



____________________________________

Manager Name (print):
____________________________________

Manager Signature:

____________________________________

Date:
____________________________________

Monthly Facilities MVP Award Exclusion Notification

Department: 
Facilities Management & Construction
This is to inform ___________________ that for the Month of ________, 20__ you will not be eligible for the MVP award because of absences/tardiness/early departures, noted below, that were not scheduled at least three days in advance.  In order to be eligible for the MVP award you must inform your supervisor at least three days in advance.  
	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


This is not a disciplinary action.  This document is notification of absences / tardiness / early departures outside the MVP requirements and to catch any errors as quickly as possible.  If you disagree with any items shown above, please notify your supervisor within 30 day.  We encourage you to adhere as closely as possible to the MVP requirements in order to be eligible for cash awards.  Thank you.
Employee Name (print):
____________________________________

Employee Signature:

____________________________________

Date:



____________________________________

Supervisor Name (print):
____________________________________

Supervisor Signature:

____________________________________

Date:



____________________________________

Manager Name (print):
____________________________________

Manager Signature:

____________________________________

Date:



____________________________________

