
 

 

 

 

 

 

 

Staff Rewards Policy and Guidance 

1. Purpose 

1.1. The ULSU Group wishes to ensure that high performing employees are able to be 

rewarded in different ways, this not only allows flexibility for Line Managers when 

recognising individual employees but also demonstrates the organisation’s ethos of 

valuing employee’s performance.  

 

Staff Rewards is a system that allows Line Managers to give up to £30 worth of vouchers 

through the University of Lincoln Rewards and Benefits portal to an employee who are 

either high performing in their role, goes above and beyond in their actions or 

demonstrates behaviour that reflects the core values of the organisation (list not 

exhaustive).  

 

The aim of this policy is to detail the process of applying for this reward.  

 

2. Scope 

2.1. This policy will apply to all ULSU Group employees Grade 4 and below, including student 

staff, when their manager deems this method of reward befitting to recognise the 

employee.   

 

2.2. For rewarding employee’s Grade 5 and above, refer to the ULSU Group Performance 

Related Pay Policy,  

 

2.3. Line Managers should consider all methods of reward and recognition available at the 

ULSU Group which include but not exclusive to;  

 Thank you card/email, 

 Mention in Leadership meeting/Win of the Week 

 Employee of the Month nomination 

 

2.4. This policy should be reviewed annually, or when required, to ensure that it is fit for 

purpose at the ULSU Group.  

 

3. Rewards Process 



3.1. Once a Line Manager has considered all methods of reward and recognition offered by 

the ULSU Group as per point 2.3, the Line Manager should complete a Staff Rewards 

Form outlining the following;  

 

 Name of recipient 

 Name of Line Manager 

 The value of the vouchers being awarded 

 The reason for the award (no more than 150 words) 

 Stipulate if the recipient has been awarded previously through the Staff Rewards 

system.  

 

3.2. To ensure the system remains fair and consistent, the HR Manager will review all forms 

prior to approving the award.  

 

3.3. If the form submitted meets the requirements stipulated within this policy, the vouchers 

will be awarded to the employee within 7 days of receiving the form. The Line Manager 

will notify the employee of the award stipulating the reasons why along with notification 

of when the vouchers will be received on their account.  

 

3.4. If the form submitted fails to meet the requirements stipulated within this policy, or the 

maximum of vouchers awarded has been reached, the HR Manager shall discuss with the 

Deputy CEO prior to approving any vouchers.  

 

3.5. The HR Manager will then meet with the Line Manager to discuss why the form has not 

been successful and offer support to the Line Manager with subsequent applications.  

 

4. Criteria for a Staff Rewards Nomination 

 

4.1. A Line Manager can only make one request per month per employee, with the only 

exception being point 3.5.  

 

4.2. There will be an allocated budget for Staff Rewards as approved by the Board of Trustees, 

should this allocated budget be reached, no further Staff Rewards will be able to be 

given. Line Managers will be kept updated should this occur. The HR Manager will be the 

Budget Holder responsible for monitoring the expenditure of the Staff Rewards detailed 

within this policy.   

 

4.3. Only Line Managers of the individual can submit a request for the Staff Reward.  
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