INCENTIVES MODULE
Exercise #1  -  Instructor’s Guide

Title:  Employee Motivation Q & A Exercise
Set-Up:  Be prepared to write one-word or two-word responses on a pre-prepared chart pack, to the question, “What do you think were the top 3 responses” to a survey asking what motivates employees at work?  Your pre-prepared paper should simply be headed, “WHAT MOTIVATES EMPLOYEES?

Equipment/Supplies:  Chart Paper & Marking Pen, and the questions in your Instructor’s Guide.

Time Requirements:  5 - 10 minutes
Instructions:
1.  In response to the question in your Instructor’s Guide about motivation, be prepared to write participants’ answers on the chart pack as they respond.  You should encourage random responses be “thrown out” by the group, and when you write them on the paper, be creative...write sideways, downwards, etc., with different colored markers for each answer, etc.  DO NOT reject any contribution...everything is valuable to the ones who are contributing...so write it all down.

2.  After the contributions from participants slow down or stop... ask them where they think that money fell in the survey ranking.  You should hear 2, 3, etc.  Presuming someone will say that it falls at 1, 2, 3, you should then ask the rhetorical question... “Would you believe money was NOT in the top three?”  (If no one guesses 1, 2, or 3, you can just say something like:   “You’re a pretty wise group of supervisors.  You’re right!  Money was not in the top three”...and then go on with the exercise.

3.  Afterwards, If the participants gave you the responses listed below, and you’ve already written them on the chart, just circle them and number them as shown below, 1, 2, or 3.  Then proceed with the paraphrase in your Instructor’s Guide on the page 2.

4.  The correct answers are: 



1.  Recognition; appreciation



2.  More authority



3.  Flexibility; autonomy

NOTE:  There is NO separate Answer Sheet for this exercise.
INCENTIVES MODULE
Exercise #1:  Employee Motivation Survey Q & A Exercise

Instructions for Participants:
1.  You will be asked to read these instructions and then respond to the question,

 “What do you think were the top 3 responses in a HR survey, when employees were asked what motivates them at work?”

You will be asked to call out your response while the instructor jots everyone’s ideas down.

2.  When the list is full, the instructor will ask you another question, and then provide you with the top 3 survey answers, which you can fill in below:

TOP 3 EMPLOYEE MOTIVATORS

(Based on a Human Resources Survey)



1.  ________________________________________________



2.  ________________________________________________



3.  ________________________________________________

INCENTIVES MODULE
Exercise # 2  -  Instructor’s Guide

Title:  Incentives Self-Evaluation & Case Study
Set-Up:  Individual evaluation of knowledge of Incentives.
Time Requirements:  15 -20 minutes
Instruction To Group Participants:

1.  Nine (9) of the statements on the test are either True or False.

2.  The last item is a case involving Gail, one of the course employees, whose bio is in Module 6.


a.  The Participants need to read and determine the outcome according to the 

     questions asked after the case scenario.


b.  In accordance with the questions, after the students determine whether or not 
     an award is appropriate, they will respond to “why not” or if so, “what type”.



(1)  If the consensus is NOT to award/recognize officially, discuss with them 

      about incentives, e.g., why should Gail ever do the work again if NO 



      recognition is provided.  



(2)  If the consensus is to award, get them to discuss the type of award/



      recognition Gail should receive.

3.  Should they determine an award is appropriate, ask them if Gail’s NGB Form 904-1 should be updated accordingly.  If they say “Yes” (which they should if given an award), ask them where and select someone to answer.  However, after they all agree it should be posted, and after someone offers “where” on the form, you must know how to and should post the appropriate entry on Chart Paper representing the verbiage needed to reflect “putting in for the award”.  Then allow time for the participant’s to post Gail’s 904.

NOTE:  There is no absolute answer to the #10 Case Scenario, but the participants should probably suggest an award of some type...probably a Time-Off Award, etc.

INCENTIVES MODULE
Exercise #2:  Incentives Self-Evaluation & Case Study
Instructions for Participants:

The first nine (9) statements below are either True or False.  The tenth item is a mini-case study about Gail, one of our bio employees (Module 6) followed by some related questions.  Complete the self-evaluation/case study in about 10 minutes, and prepare to discuss your determinations and take any appropriate actions related to the case.  Please respond without looking up the answers, so you can evaluate what you’ve learned in this module.

	TRUE/FALSE QUESTIONS

   1.  A Special Act or Service Award can be awarded for a scientific achievement.

______________________________________________________________________

   2.  A Quality Step Increase can only be given to GS employees.

______________________________________________________________________

   3.  The Army Idea Program is accomplished through NGB Form 6.

______________________________________________________________________

   4.  Time Off Awards can be for up to 40 hours for a single award.

______________________________________________________________________

   5.  A general rule that applies to giving awards is that an employee should not receive any monetary award two years in a row.

______________________________________________________________________

   6. The value of Special Act or Service Awards depends on the individual’s yearly salary.

______________________________________________________________________

   7.  A letter of commendation is a form of recognition and award.

______________________________________________________________________

   8.  A monetary award for an invention can be given in addition to any award presented under the Suggestion or Special Achievement categories.

______________________________________________________________________

   9.  “Money” ranked second in responses to a Human Resources survey about what motivates employees at work.

______________________________________________________________________

 10.  CASE SCENARIO:  At 1500 last Friday, you received a call from your boss saying the Chief of Staff (CS) needed a project completed and on his desk at 0730 Monday morning.  You asked Gail, the unit Admin Clerk, if she would stay to help you with the project, and she agreed.  So, you both came in on Saturday and Sunday  -  finishing the project just in time to meet the CS deadline.  Your boss appreciated your efforts greatly and thanked you early Monday.

  What do you do for Gail?    Does she deserve some type of recognition?    If not, why?    If so, what type, and do you post her NGB Form 904-1?  (Group Discussion)
	 ANSWERS
___________

___________

___________

___________

___________

___________

___________

___________

___________

    NOTES


PERFORMANCE / MOTIVATION / INCENTIVES
CONCEPTS FOR SUPERVISORS
    1.  Recognize that supervisors have a greater impact on people than they realize.

    2.  Everyone wants to be a winner.  Give people the opportunity to be winners instead of 
losers.

    3.  Recognize people for performance.  Be sure the performance occurs first, rather than 
trying to get people to like you.

    4.  Give people the score.  Whatever measures you use, let people know where they stand 
without criticism or judgment.

    5.  Use visuals (score boards; charts) to reinforce performance.

    6.  Give more observations than just appraisals or evaluations.  Get out and tell people 
what you see that is right.
    7.  Focus on positive observations.  Remember it takes about four positives to offset one 
negative.

    8.  Look for one thing people are doing right.  (If you aren’t looking for it, you won’t see 
it, will you?)

    9.  Plan your rewards, vary them, and make them unexpected when you can.

  10.  Money spent does not equal value received.  A sincere thank you can get an employee 
to feel better and work smarter.

INCENTIVES MODULE
Exercise #2:  Incentives Self-Evaluation/Case Study ANSWER SHEET
Instructions for Participants:

The first nine (9) statements below are either True or False.  The tenth item is a mini-case study about Gail, one of our bio employees (Module 6) followed by some related questions.  Complete the self-evaluation/case study in about 10 minutes, and prepare to discuss your determinations and take any appropriate actions related to the case.  Please respond without looking up the answers, so you can evaluate what you’ve learned in this module.
	TRUE/FALSE QUESTIONS

   1.  A Special Act or Service Award can be awarded for a scientific achievement.

______________________________________________________________________

   2.  A Quality Step Increase can only be given to GS employees.

______________________________________________________________________

   3. The Army Idea Program is accomplished through NGB Form 6.

______________________________________________________________________

   4.  Time Off Awards can be for up to 40 hours for a single award.

______________________________________________________________________

   5.  A general rule that applies to giving awards is that an employee should not receive any monetary award two years in a row.

______________________________________________________________________

   6. The value of Special Act or Service Awards depends on the individual’s yearly salary.

______________________________________________________________________

   7.  A letter of commendation is a form of recognition and award.

______________________________________________________________________

   8.  A monetary award for an invention can be given in addition to any award presented under the Suggestion or Special Achievement categories.

______________________________________________________________________

   9.  “Money” ranked second in responses to a Human Resources survey about what motivates employees at work.

______________________________________________________________________

 10.  CASE SCENARIO:  At 1500 last Friday, you received a call from your boss saying the Chief of Staff (CS) needed a project completed and on his desk at 0730 Monday morning.  You asked Gail, the unit Admin Clerk, if she would stay to help you with the project, and she agreed.  So, you both came in on Saturday and Sunday  -  finishing the project just in time to meet the CS deadline.  Your boss appreciated your efforts greatly and thanked you early Monday.

  What do you do for Gail?    Does she deserve some type of recognition?  If not, why?    If so, what type, and do you post her NGB Form 904-1?  (Group Discussion)
	 ANSWERS
T   (Slide 5/

Notes)

___________

T   (Slide 3)

___________

F   (Slides 7)

 ___________

T   (Slide 9)

___________

F   (No rule)

(SSP can be)

___________

F   (Slide 5/ Notes)

___________

T   (Slide 11)

___________

T   (Slide 8)

___________

F (Exercise # 1)

___________

    NOTES

No standard answer; participants must discuss & decide what they would do- (Don’t forget Gail’s 904.)
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