
Award and Recognition Policy 
 

The key things that you need to know 

 
The Department operates a number of different awards schemes: 
 
End of Year Performance Award Policy: For Pay 2015, if you have an 
Exceeded or Achieved performance rating, you will be eligible for an individual 
end of year performance award in recognition of your individual contribution. 
In Year Reward and Recognition Policy You may be awarded a one-off award 
outside of the annual reward exercise to recognise and reward exceptional 
personal or team achievement 
Team Bonus Scheme Policy:  In some areas of the business the Department 
may, at its discretion, operate a Team Bonus Scheme 
Loyalty and Recognition Award Policy:  To demonstrate the importance the 
Department places on loyalty, commitment and a positive contribution to 
public service, the achievement of key milestones of 5, 10, 25, 30, 40 or 50 
years service will be recognised by the presentation of either a certificate or 
an award.   

End of Year Performance Award Policy 
 

Eligibility 

1. In line with the 2015 Pay Award, you are eligible for an individual end of 
year performance award if you attain an ‘Exceeded” or ‘Achieved’ rating under 
People Performance and you are employed by DWP on 31 March and 1 July 
and fulfil the eligibility criteria outlined below. The amount awarded is 
dependent on your performance rating in the 2014 - 2015 performance year, 
and on the Grade your performance was assessed in. 
2. If you do not have a performance level you are not eligible for an end of 
year performance award unless: 

 The reason you are not assessed is due to maternity, adoption, Shared 
Parental or pregnancy related absence or any other relevant exceptional 
reason. See the 2015 pay offer letter. In this event employees’ 
performance markings will be “mapped” across from previous years 
marking – e.g. 2014 exceeded = 2015 exceeded 

 

 You transferred into DWP from an OGD (or returned from loan) and are 
eligible for the DWP pay award but are not eligible for DWP performance 
assessment. You will be paid an end of year performance award 
equivalent to that which you would have received from your previous 
government department.  

 You are classed as surplus and were not assessed due to your surplus 
status. In this event your performance marking will be mapped across from 
the previous years marking. See above.  

DWP_T803009#a2


3. If you transfer out of DWP between 1 January and 1 July and you lose out 
on your end of year performance award due to the importing Department’s 
pay settlement date, the two departments will liaise with each other to ensure 
the relevant award is paid. 

Amounts 

4. The current non-consolidated values for full-time employees who have 
completed 12 months service in the relevant performance year are available n 
the 2015 Pay Offer Letter  
 
5. Payment will normally be made at the same time as any pay review 
changes are implemented and paid in conjunction with your salary for that 
month as a non-consolidated lump sum. The award does not count towards 
your pension or superannuated pension. It will be subject to tax and, if 
applicable, National Insurance contributions. End of year performance awards 
do not erode any mark-time pay currently in payment. 
6. The end of year performance award is pro rated for part-time working 
patterns.  

 If you had a break in employment other than a weekend and/or 
public/privilege holiday – the award will be pro rated to reflect the total 
number of day’s service in the reporting year.  

7. The award is also pro rated if: 

 You were a new employee in the performance year – the end of year 
performance award will reflect the number of day’s service you have 
completed. This must be more than 60 days or no award will be paid. 

8. If you are included in a team bonus scheme, your individual end of year 
performance award will be reduced to fund the team bonus pool. Where this is 
the case your manager will provide details of these arrangements. 
 
Movement into the Senior Civil Service (SCS) 
9. If you are permanently promoted into the SCS before the end of the 
performance year (31 March), your performance will be assessed in the grade 
you have spent longest in and your end of year performance award will relate 
to this grade. 
10. If you are permanently promoted into the SCS after 31 March but before 1 
July you will receive the individual end of year performance award that relates 
to the performance marking earned in the grade in which you have been 
assessed. 
11. If you have been on TDA to the SCS for less than six months of the 
performance year you will be assessed in your substantive grade.  
12. If you have been in the temporary grade for the majority of the year (more 
than six months) you will be assessed in line with SCS performance 
arrangements.  
13. End of year performance awards relate to the level of assessment and 
grade your performance is assessed in. 
 



In Year Reward and Recognition Policy 

Eligibility 

1.All DWP employees in Paybands A to G/Grades AA to Grade 6 are eligible 
to  be nominated for an in year reward and recognition award. Managers can 
use the scheme to recognise valuable or exceptional contributions to business 
performance and to incentivise an employee or a team of employees. Good 
performance should be rewarded where appropriate during the year. This can 
be for a sustained contribution or to meet a one-off shorter term operational 
challenge. 
2. DWP is committed to promoting equality of opportunity in all its activities 
and aims to provide a working environment free from discrimination and unfair 
treatment. 
3. All employees will be treated fairly and equitably and decisions taken will be 
based solely on assessment of achievement irrespective of employment or 
contractual status and personal circumstances (e.g. part-time, fixed term). 
DWP monitors diversity and equality in relation to reward and recognition and 
reviews trends and statistics in order to ensure decisions are taken objectively 
and lawfully in accordance with equal opportunities and discrimination 
legislation.  

Reward and Recognition Awards 

4. The scheme is funded with up to 0.23% of the overall staff budget. 
Managers can choose whether to award an employee or team of employees. 
Managers have discretion over the amounts awarded and the mechanism but 
must check with the budget holder before nominating an employee or team of 
employees for an award. 
5. There are two types of awards available: 

 Cash awards – these are paid with salary and can be for any amount of 
£50 and above. All cash payments are made with salary through payroll 
and are subject to tax and National Insurance contributions. Awards do not 
count towards  pension or superannuated pension. 

 Voucher awards – these are awarded as a retailer gift card and must be 
for an amount between £25 and £50 in £5 increments per employee. 
Employees must choose the the brand gift card from an agreed list of 
retailers. 

6. The Department will pay tax and National Insurance contributions for any 
voucher awards. Payments do not count towards pension or superannuated 
pension. 
7. Managers have the flexibility to make individual awards to an employee or 
to a team of employees for their individual contribution to a task. 

Reward and Recognition Awards – Keeping Records 

8. All awards must be recorded on RM. For voucher awards these are 
recorded as non-cash payments. 
9. Managers must ensure that there is an audit trail of awards and records are 
kept locally to ensure that awards are clear, consistent, transparent and do 
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not discriminate against any group of employees, in line with the Department’s 
Diversity Policy.  
10. Businesses will need to make their own arrangements to publish 
information about the number and value of awards made. While it is important 
that employees are not identified, there must be sufficient information 
published to show consistency. 
 

Team Bonus Scheme Policy 

Eligibility 

 
1.  Businesses have the flexibility in any given year to allocate some of their 
total bonus funding to team bonus schemes. You are eligible to receive a 
team bonus if all of the below apply to you: 

 There is a team bonus scheme operating in your business unit for that 
given year  

 You meet the eligibility criteria for that scheme 

 You are in a recognised team where the pre-agreed team targets are 
achieved  

 You are rated satisfactory or above during the performance period 

 You are in Home Civil Service employment on the last day of the 
performance period  

 
2.  You will still be entitled to a bonus payment if you meet the above eligibility 
criteria and leave after the end of the performance period, but before 
payments are made. 
 

Amounts 

 
3.  Businesses may design their own schemes, including the structure, 
targets, team boundaries and amounts payable (subject to the limits imposed 
by the bonus funding available to that business and subject to agreement with 
the Employee Policy Centre of Expertise). 
 
4.  Team bonuses are paid in accordance with the details of each particular 
scheme.  The bonus is pro rated for part-time and Part Year working patterns. 
It is also pro rated for the following elements: 
 

 the level of performance achieved against the team bonus targets 

 the number of days of reckonable service completed in each eligible team 
and in each eligible temporary or permanent grade 

 the last period of employment only, where an employee has left and 
rejoined DWP 



 the period of employment in DWP only where an employee goes to an 
Other Government Department on loan or transfer 

 the period of employment in DWP only when employees go on 
secondment 

 
5.  Paid absences count as reckonable service with the exception of sick pay 
at pension rate or nil pay irrespective of whether statutory sick pay is paid. If 
you have a period of unpaid absence due to maternity, paternity, Shared 
Parental, parental, adoption, carers, public and community, or study leave, or 
leave for reserve forces duties these will not affect the amount of your bonus.   
If you take unpaid absence for any other reason, your bonus will adjusted to 
reflect these absences.  
 
6.  The team bonus is paid as a non-consolidated lump sum, is taxable and 
subject to National Insurance. Team bonuses do not count towards your 
pension or superannuated pension. 
 

Loyalty and Recognition Award Policy 

Eligibility 

1.  You will be eligible for a certificate or an award when you have completed 
5, 10, 25, 30, 40 or 50 years’ qualifying service with the Department. All 
periods of previous government service will be aggregated towards the 
calculation of the loyalty and recognition awards. 
2.  Periods of temporary service, secondments and loans to DWP all count as 
qualifying service regardless of whether reinstatement or re-employment 
terms have been applied. 
3.  All absences count towards the qualifying service except breaks in Civil 
Service Employment of more than 2 years which do not count.  
4.  You are not entitled to receive an award if you are under investigation for a 
disciplinary offence, if you have an unspent disciplinary penalty or if you are 
subject to formal warnings for unsatisfactory performance or attendance. In 
such instances, you will receive the award when formal action has been 
completed or the penalty is spent.  

Amounts / Award 

5. There are 6 Loyalty and Recognition awards. 

Years Service Award 

5 £25 gift card 

10 A certificate  

 

25 A choice of either: 

 A gift or gifts to the value of £250 or 

 An additional 37 hours (36 in London Pay Zones) special 
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leave with pay regardless of the hours you work 

30 £50 gift card 

40  £100 gift card and 

 A certificate personally signed by the Permanent 
Secretary 

50  £150 gift card and 

 A certificate personally signed by the Permanent 
Secretary 

 

Keeping Records 

15 Managers must ensure that there is an audit trail of awards and records 
are kept locally. 
 
 


