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Introduction
Chapter 1

The Quality Acknowledgment Award System (QAAS) is designed to recognize individuals and teams for their quality contributions.  The QAAS supplements and is independent of current awards and incentives programs.   The QAAS:

· Is applicable to all ACB-800 organizations

· Is compatible with and supportive of the principles of Process Improvement

· Reinforces the “Team” concept while still providing for individual awards

· Enables every employee to acknowledge the quality of work performed by individuals and teams

· Encourages continuous improvement throughout the organization

· Provides timely recognition

· Recognizes FAA employees located at the Technical Center 

· Is supportive of strategic goals

· Recognizes quality accomplishments, which result in meeting and/or exceeding customer requirements.

· Recognizes quality accomplishments that achieve long-term schedule and cost integrity objectives

· Recognizes accomplishments toward ARA/ACT goals

· Is simple and easy to administer

· Will not replace or substitute for any monetary awards

· Will be non-monetary

The above characteristics and objectives were used as critical design elements in the development of the QAAS.

The QAAS is designed to support and foster a focus on teamwork, and emphasize high-quality work.

This manual presents a description of the QAAS.  Chapter 2 describes the purpose, procedures, and guidelines for implementation of these awards.

QUALITY AWARD

CHAPTER 2.

The Quality Award is designed to provide a simple, rapid form of recognition to individuals and teams for quality contributions to specific projects and programs.  This award is intended to encourage individual and team improvement.  It is also intended to empower employees by providing an opportunity for peer, as well as, supervisory recognition.

It is expected that the Quality Award will be given frequently, and to a significant extent, peers will make the nominations for the award.  A key premise behind the award is that individuals and teams should be recognized in a timely manner for their accomplishments.  Individuals and teams can receive multiple awards without time limitations between awards (kept to a maximum of four per fiscal year).

2.1 Award Guidelines

Individuals and teams will be nominated for awards based on one or more of the following areas:

· Significant Effort:  A specific instance of extra effort on a project or program, or toward a Division, Technical Center, or ARA goal.

· Creating an Environment of Quality Sensitivity: Inspiring others to do quality work, and demonstrating a genuine concern for the quality of the product or meeting the needs of our internal or external customers.

· Preventing Future Problems:  Providing the methods or ideas to solve problems that may cause later delays or unnecessary costs in projects or programs.

· Improving Performance:  Developing better methods, job simplification, cycle time improvement, schedule attainment, hassle elimination, or improving the quality of the product or service.

These categories will be used by nominators (either peers or supervisors) to determine the eligibility of nominees for the Quality Award.

2.2 Award Eligibility

Both individuals and teams are eligible for the Quality Award.  All ACB-800 employees, and other FAA employees, at the Technical Center, can receive this award.   Teams are defined as two or more persons working on specific tasks.  This award program is open to Federal Employees only.

All nominees who meet the eligibility criteria, with supervisory concurrence, receive the award.  The Quality Award is designed to be non-competitive.  Individuals may not receive more than four awards in a current fiscal year.

2.3 Nomination/Approval Process

The nomination process for the Quality Award is intended to be simple.  Nominations may be made by either a supervisor or peer.  Nominations are made by completing the Quality Award Nomination Form, which highlights the achievement or activity that is deserving of the award.  Nominations submitted by peers are routed to the appropriate immediate supervisor for approval.  In such cases, approval requires only a check off by the immediate supervisor.   A second-level supervisor upon request may review a denial by the immediate supervisor of the nominee.  Nominations by immediate supervisors are automatically approved.  All nominations (approved or disapproved) are to be forwarded to the Division for information only.  Approved awards are to be forwarded to the Division before given to employees.  Nominations are then submitted to the Awards Coordinator who checks the record and determines which award should be presented to the recipient.

The following rules apply to peer nominations:

· Non-supervisory employees may nominate any other non-supervisory employee(s)

· Employees may not nominate supervisory personnel unless the nominee is at the same or higher-grade level.  

· Employees may not nominate any supervisor within their chain of command.

· Supervisory employees may nominate any other supervisory employee that is not within their chain of command.

· Supervisory employees may nominate non-supervisory employees

· Nominations should remain confidential until time of award presentation

2.4 Award Frequency

The Quality Award is to be administered on an on-going basis.  Nominations for the award will be accepted and processed at any time.  It is anticipated that an award can be ready for distribution within 10 working days of submission of the nomination form to the Awards Coordinator.  In this way, employees can receive timely recognition and feedback on their performance.  Individuals may NOT receive more than four awards within the current fiscal year.

2.5 Award Presentation Process

Awards should be presented with an appropriate ceremony, making it clear to the recipient and others present the reason for the award and the significance of the achievement.  The nominator(s) should prepare a brief summary of the accomplishment being awarded and be responsible for presenting the award to the recipient.  The award ceremony can take place in a manner to be determined by the supervisor of the individual or team recipient and should occur at a branch-level or higher meeting or other significant group event.

2.6 Form of the Award

Quality Award recipients will receive a small award for their accomplishments.  The award will vary each time the individual or team receives an award.  The awards to be given are subject to change yearly and may include:

· First-Time Recipients – 
Lapel Pin/Tie Tack


· Second-Time Recipients –Key Ring/Motivational note pads

· Third-Time Recipients –
coffee mug

· Fourth-Time Recipients –
desktop clock

Sufficient notice should be given to the Awards Coordinator to ensure availability of appropriate awards.
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