
SPOT AWARDS 
UNIVERSITY COLLEGE PROCEDURES 

 
Utah Valley University has implemented a new program whereby department leaders have the 
opportunity to “recognize exemplary employee contributions on a project or task shortly after completion” through 
a one-time cash award. The Spot Award is “a way to show appreciation for a specific action of achievement 
beyond what is normally expected of an employee. It is not to be used as an incentive for pre-established goals or objectives.” 
University College leadership are very supportive of this program and look forward to recognizing our 
excellent full-time and part-time staff employees. 
 
In an effort to further our culture of transparency, as well as to maintain consistency across our College, 
the Deans’ propose the following guidelines for the selection and distribution of Spot Awards in our 
division:  
 

• Nominations for Spot Awards will be presented to University College Council members. Due 
to the requirement of awarding within one month of the achievement, we will be discussing 
Spot Awards each month in the UC Council meeting.  

• If you have an exceptional employee you would like to award, please come prepared with a 
short presentation (2-3 minutes) detailing your justification for the award, as well as the 
monetary amount. 

• Once nominations are approved, the supervisor will then work with their second level 
supervisor to submit the necessary documentation 

• The Assistant to the Dean for financial operations will submit ALL epafs for Spot Awards. 
 
The calculation of award amount for University College will be decided based upon a ten-point matrix, 
with $100 allotted for each point (range of 1-5 points in each category): 
 

• Scope: size of the project/ amount of work 

• Impact: overall benefit to department, college, students, faculty, and/or staff  
 
When considering employees for a Spot Award, please refer to the guidelines provided by HR that state, 
“The bases for this award shall be an employee contribution (achievement, invention, special act, or 
service) that exceeds usual work requirements.” 
 

• Considerations may include:  
o Exceed requirements in one or more important job elements 
o Devise new or improved methods that increase efficiencies or save cost 
o Contribute measurably to improved service to students and stakeholders 
o Exemplify UVU’s Core Themes 
o Inspire others to improve quantity and quality of work 
o Meet unusual demands of higher-level duties on one’s own initiative 

 
For further information, including parameters regarding budget information and eligibility for awards, 
please see the Spot Awards Proposal document located on the Human Resource website.  

 


