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SUMMARY OF REVISION/REVIEW:

Removed references to Chief of Staff throughout

l.LA. - Adjusted Statewide Recognition Committee members

I.B. - Adjusted language for clarification and updated who will designate liaisons

[ILA.3., and Il.C.3.b. & d. - Added language for clarification

[I.C.2.d. - Adjusted required representatives

I11.B.1. - Added that other Appointing Authorities are encouraged to organize events/activities
to celebrate and honor their employees, contract staff, volunteers, and community partners
IV. - Adjusted processes for local recognition programs

Added V.A. that the Department will cover the cost of recognition awards

V.A.1l. - Adjusted language for clarification

Added V.A.2. that employees who receive a cash or gift card/certificate will be responsible for
associated taxes

VI.A. - Adjusted years of service awards

Removed VI.B. that the Statewide Recognition Committee will process 5 years of service
awards

Added VII.A.2. that Appointing Authorities may request retirement of a badge
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REFERENCES:

DOC 100.100 is hereby incorporated into this policy; RCW 41.60.150; 400.230 Badges and
Identification Apparel

POLICY:

l. The Department will formally recognize employees, contract staff, volunteers, and
community partners for their achievements. A Statewide Recognition Committee will be
established to coordinate the Department’s recognition program.

Il. The Department will recognize employees for their years of service to the state of
Washington. The Appointing Authority/designee will present service awards in a
manner that demonstrates appropriate appreciation for the employee's contribution(s) to
the Department and the state of Washington.

DIRECTIVE:
l. Statewide Recognition Committee
A. The Statewide Recognition Committee will consist of the following:

1. A chair appointed by the Secretary
2. A co-chair appointed by the chair

3. 2 representatives from:
a. Prisons Division
b. Community Corrections Division
4, A representative from each of the following Divisions:
a. Correctional Industries
b. Health Services
C. Reentry
d. Financial Services
e. Offender Change
f. Administrative Operations
5. 3 recipients from the previous year’'s Annual Agency Awards
B. The Statewide Recognition Committee will work with liaisons from each of the

following areas on communications regarding the nomination and recognition
process. Each Appointing Authority will forward the liaison’s name to the
Committee Chair no later than December 15" each year.



http://apps.leg.wa.gov/RCW/default.aspx?cite=41.60.150
http://insidedoc/policies/DOC/word/400230.pdf
http://insidedoc/policies/DOC/word/400230.pdf
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Each Prison

Each Community Corrections section

One from Correctional Industries

One from Headquarters as designated by the Deputy Secretary

el N

Il. Annual Agency Awards

A. The following awards will be presented at the Annual Agency Awards ceremony:
1. The following Statewide Awards:
a. Secretary’s Leadership Award
b. Valor Award - The distinct nature of this award will determine if it

will be presented

Petrine Marciniak Inspirational Award - The distinct nature of this
award will determine if it will be presented
Diversity Award

Community Service Award

Excellence in Safety Award

Team Excellence Award(s)

Innovation Team Award(s)

10 Employee of the Year Awards

10 Supervisor of the Year Awards

K. 10 Support Staff of the Year Awards

S@ oo o
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2. One non-supervisory Correctional Officer of the Year Award from each
Prison

3. One Community Corrections Officer or Correctional Officer of the Year
Award from each Community Corrections section, which includes Work
Releases

4. One Counselor of the Year Award from each Prison Command

5. One Volunteer of the Year Award from each Prison and Community

Corrections Region

B. Nominations will usually be collected from January 1 through February 1 for
accomplishments during the previous year. Anyone may nominate an individual/
team for an award by completing:

1. DOC 03-303 Correctional Officer/Community Corrections Officer/
Counselor of the Year Nomination

2. DOC 03-476 Volunteer of the Year Nomination
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3. DOC 03-486 Statewide Annual Agency Awards Nomination
C. Selection process:

1. Executive staff will select the recipient for the Secretary’s Leadership
Award and the Petrine Marciniak Inspirational Award and forward the
recipient names to the Statewide Recognition Committee Chair.

2. The Statewide Recognition Committee Chair will establish a selection
process and will convene and chair a committee for the remaining
Statewide Awards. The committee will include:

a. A Department retiree or employee who left the Department in good
standing
b. A representative from a local college who is involved in a criminal

justice program
C. A member of the criminal justice community
d. A representative from:

1) Prisons

2) Community Corrections
3) Health Services

4) Administrative Operations
5) Correctional Industries

6) Offender Change

7) Reentry

8) Financial Services

e. Three recipients from the previous year’'s Annual Agency Awards
f. A representative at large
g. The Statewide Recognition Committee Chair, who will advise, but
not vote
3. The following Appointing Authorities will establish a selection process for

the designated awards and forward the recipient names to the Statewide
Recognition Committee Chair:

a. Each Superintendent - A non-supervisory Correctional Officer of the
Year Award and Volunteer of the Year Award
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b. Each Field Administrator (FA), in collaboration with the Work
Release Administrator - A Community Corrections Officer or
Correctional Officer of the Year Award

C. Each Deputy Director - A Counselor of the Year Award

d. Each Community Corrections Senior Administrator, in collaboration
with the Work Release Administrator - Volunteer of the Year Award

No one may be selected to receive more than one individual Annual Agency
Award per year.

Annual Agency Award recipients will be notified locally with a subsequent
statewide announcement from the Secretary.

. Corrections Pride Month

A.

B.

The month of May will be recognized as Corrections Pride Month.

During Corrections Pride Month, each Prison, Community Corrections section,
and Headquarters with Correctional Industries will organize events and activities
to celebrate and honor all employees, contract staff, volunteers, and community
partners.

1. Other Appointing Authorities are encouraged to organize events/activities
to celebrate and honor their employees, contract staff, volunteers, and
community partners.

V. Local Recognition Program

A.

In addition to participating in Corrections Pride Month and Annual Agency Award
activities, ongoing local recognition activities (e.g., individual/team awards, years
of service awards) will be held at least biannually and established for:

1. Headquarters,
2. Each Prison, and
3. Each Community Corrections section.

Appointing Authorities are encouraged to establish a nomination process and
may use DOC 03-305 Local Recognition Award Nomination or locally generated
form. The nomination process should include the following:

1. Reviewing applications,
2. Selecting the recipient(s),
3. Coordinating local award ceremonies, and
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4. Preparing congratulatory letters.
C. Other Appointing Authorities are encouraged to establish ongoing local

recognition events/activities for individuals within their area(s) of responsibility.

Costs
A. The Department will cover the cost of recognition awards.
1. The total amount may not exceed $200 in value for each award presented
per RCW 41.60.150.
2. Employees who receive a cash or gift card/certificate will be responsible
for associated taxes.
B. Funds for recognition activities may come from:

1. Agency budgets.

2. Department authorized fundraisers which make occasional and limited use
of state resources.

a. Funds raised cannot be used for the award itself.
Years of Service

A. Years of service awards will be given to Department employees who have been
employed by the state of Washington for a total number of years as follows, as
determined by their anniversary date:

1. 5 years - Pin

2. 10, 15, 20, and 25 years - Pin and Certificate

3. 30 years - Plaque, Pin, and Certificate

4, 35, 40, and 45 years - Clock or Vase, Pin, and Certificate

B. The Human Resources Administration unit at Headquarters will process years of
service awards on a quarterly basis and forward to the applicable local Human
Resources Office, which will distribute to the appropriate Appointing
Authority/designee for presentation.

Retirement Recognition

A. Employees who are retiring from service with the state of Washington will receive
recognition for their contributions as determined by the Appointing Authority/
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designee. Upon request, Human Resources will obtain a letter from the
Secretary for the retiree.

1. If a retiree has 25 years or more of total state service as determined by
the anniversary date, s/he will also receive a plaque.

2. The Appointing Authority may request retirement of a badge per DOC
400.230 Badges and Identification Apparel.

B. The local Human Resources Office must be notified at least 4 weeks prior to the
retirement effective date or presentation function in order to allow sufficient
processing and delivery time.

1. The local Human Resources Office will notify the Human Resources
Administration unit at Headquarters upon receipt of the retirement
notification. Retirement notification information should include:

a. Name of retiree,
b. Date retirement notice was received,
C. Last day of service/work,
d. Anniversary date,
e. Total years of service,
f. Employee work location, with address, and
g. Local Human Resources Office, with address.
2. The Human Resources Administration unit at Headquarters will process

requests and return recognition awards to the applicable local Human
Resources Office, which will distribute to the appropriate Appointing
Authority/designee for presentation.

DEFINITIONS:

Words/terms appearing in this policy may be defined in the glossary section of the Policy
Manual.

ATTACHMENTS:
None
DOC FORMS:

DOC 03-303 Correctional Officer/Community Corrections Officer/Counselor of the Year
Nomination

DOC 03-305 Local Recognition Award Nomination

DOC 03-476 Volunteer of the Year Nomination



http://insidedoc/Forms/standard/03-303.docx
http://insidedoc/Forms/standard/03-303.docx
http://insidedoc/Forms/standard/03-305.docx
http://insidedoc/Forms/standard/03-476.docx
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http://insidedoc/Forms/standard/03-486.docx

