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Why is recognition important? 

Recognition among teachers at the “W” is somewhat different from typical recognition 

programs in traditional schools. The “W” is akin to a business in which the commodity is 

classes rather than commercial products. At present, teachers are struggling to maintain a 

positive outlook at the “W.” Thus, a recognition program may serve to incentivize 

instructors while addressing their lack of engagement. 

 

For the purposes of this plan, employee recognition is defined as an acknowledgement of 

either individual or team behavior, effort, and achievement that supports an 

organization’s goals and values. In the case of the “W", recognition is intended to 

improve the overall work environment and foster a sense of belonging amongst faculty. 

 

The implementation of a recognition program not only benefits employees; it also 

reinforces and rewards their contributions to the organization as a whole (i.e., the “W”). 

When developing this intervention, I will ensure recognition efforts will benefit teachers 

as well as the school. The following are anticipated benefits of the program: 

• It will create a sense of a community, thereby encouraging a sense of belonging for 

teachers; 

• It will increase teachers’ motivation and engagement; 

• It will deliver unambiguous feedback to teachers to assure them their work is 

valuable and appreciated; 

• It will improve employee morale and loyalty; and 

• It is likely to improve teacher retention. 
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Types of recognition 

• Formal recognition 

Annual formal recognition activities will be planned in advance as specified in the 

school's agenda. Formal recognition will commemorate honors; career milestones (e.g., 

years of service and retirement/farewell celebrations); and structured, merit-based 

programs (e.g., the President’s awards program). 

• Informal recognition 

Informal recognition activities will commemorate individual and team success. These 

include local celebrations, social gatherings, small rewards to reinforce individuals’ 

commitment to school values, and acknowledgement of important life events (e.g., 

marriage). 

• Daily recognition 

Daily recognition is paramount to the establishment of a productive work culture. 

Noticing and appreciating others' daily contributions, whether through verbal praise, 

handwritten cards, e-mails, or other methods, will reinforce teachers' motivation to do 

well. 

 

Building a program team 

Given budgetary constraints, the “W” will not hire new people to carry out this program. 

All participants will be current employees. Teachers who choose to be program 

participants will not be eligible to apply for the following supervisory positions. Instead, 

program staff will comprise current management employees at the “W.” 

 

• Project manager 

Job responsibilities: The project manager is the core of the entire recognition program. 

He/she must have a comprehensive understanding of the program including its purpose, 

participants, schedule, budget, and relevant materials to be used. Meanwhile, he/she is 
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responsible for carrying out the program and encouraging other team members to buy in. 

He/she will also identify project milestones and monitor the completion of each section. 

Job requirements: The ideal candidate will have at least 3 years of experience as a 

project manager. He/she should have managed similar programs in the past and should be 

familiar with effective recognition strategies and principles.  

 

• Coordinator 

Job responsibilities: The program coordinator must orient, train, assign, schedule, and 

communicate with all management staff and participants. He/she is also responsible for 

delivering the principles and rules to all participants without disturbing those who are not 

involved in the program. The coordinator must also support the program manager in 

collaborating with team members and monitoring program progress overall. 

Job requirements: The ideal candidate will have served in a managerial role overseeing 

at least two previous programs with three or more team members. Excellent 

communication skills and knowledge of office software, especially EDM platform, is 

required. 

 

• Graphic designer 

Job responsibilities: The graphic designer is responsible for designing all program-

related graphic materials, including but not limited to posters, certificates, promotional 

pamphlets, and so on. 

Job requirements: The ideal candidate will be familiar with the “W’s” mission and 

culture. He/she will have at least 2 years’ practical working experience as a graphic 

designer and must be knowledgeable about design software (i.e., Photoshop, Illustrator, 

SAI, Painter, etc.). A demonstrated background in illustration is preferred. 
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Milestones 

 

1. Build a program team. 

Starting date: TBD 

Deadline: 3 working days after start date 

Procedure: Outline clear requirements for each staff position. The Human Resource 

(HR) manager will be responsible for selecting appropriate individuals to participate 

in this program. If more than one candidate is suited to a position, each person must 

complete a Selection test that consists of a one-on-one interview (with the director 

and HR manager) and a case simulation (to test his/her ability to address complex 

problems). The stronger candidate, as determined by the outcome of this assessment, 

will be offered the position. 

2. Identify program content. 

Starting date: TBD 

Deadline: 3 working days after start date 

Procedure: The project team will identify the content to be developed in this 

program. The team will be involved in generating content and determining the 

extent of support necessary for program development. All content will be compiled 

in a report to be reviewed by the director. The program will begin following director 

approval. 

3. Identify the criteria and process of each program section. 

Starting date: TBD 

Deadline: 10 working days after start date 

Build a 
program 

team

Identify 
program 
content

Identify the 
criteria and 

process

Design the 
materials

Run the 
pre-launch

Track 
program 
feedback
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Procedure: Upon completion of the previous milestone, the project team will design 

a series of clear criteria pertaining to each element of the recognition program. For 

instance, if the team plans to develop a thank-you letter activity, members will 

establish criteria regarding when, how, by whom, and with whom the activity will be 

used. 

4. Design the materials. 

Starting date: TBD 

Deadline: 10 to 15 working days after start date 

Procedure: This step is intended primarily for the graphic designer. He/she will be 

responsible for designing all necessary program materials, including but not limited 

to posters, brochures, gift card templates, recognition certificates, and so on. This 

deadline is flexible given the varying complexity of each task. 

5. Run the pre-launch. 

Starting date: TBD 

Deadline: 15 working days prior to the end of the Human Improvement campaign. 

Procedure: Pre-launch the entire schedule with participating teachers and collect data 

to summarize their reactions and feedback. 

6. Track program feedback. 

Starting date: Date of school-wide program implementation. 

Deadline: 2 years after start date, to include continued program monitoring. 

Procedure: This program requires a long-term tracking to ensure the recognition 

activities have brought positive impact among teachers. The record system would be 

built just after launching this program. The record system would record data of : 

teacher work performance1; teacher retention rate; students academic performance 

measured by score; formative evaluation and summative evaluation data individually 

                                                
1 Teacher work performance is difficult to measure since it is a kind of knowledge work. There are suggested principle 
to measure their performance: the time they devoted on their daily work; the productivity level; the engagement level; 
the times of making complaint; the degree of their innovative activities. 
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(for comparing with the old data). Every teacher would have their own profile with 

details regarding their work performance, as well as improvement by comparing the 

data with the old record. 

 

Materials 

• Thank-you letter 

There will be two thank-you letters: formal (from the HR office, to be distributed via 

the school-wide network) and informal (from individual to individual). 

Type Criteria Format Suggested 
samples 

Formal • Active participation in a group 
project. 

• Attendance at selected 
knowledge-sharing conferences. 

• Participation in the novice 
teacher rehearsal class. 

• Innovative school contributions. 
• Required distribution at birthdays 

and festivals. 

Printed cards; 
e-mails. 

Thank-you 

letter sample 1  

(see Appendix). 

Informal • Assisting teachers, students, or 
staff with personal or 
professional endeavors. 

• Intended as a friendly token of 
appreciation. 

Printed cards; 
e-mails. 

Thank-you 

letter sample 2 

(see Appendix). 

 

 

• Awards 

Outstanding teacher performance will be recognized through seven different awards. One 

award focuses on teamwork; the others are individual. Monetary and non-monetary prizes 

are included and detailed below. 
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1. Award for Teaching Excellence 

Goal: To recognize individuals with outstanding performance in designing and delivering 

teaching activities. 

Criteria: Successful candidates will meet all of the following criteria: 

• Be a formal employee with a signed contract at the “W” training school. 

• Conducted at least an 80-hour class every semester. 

• Worked at the “W” for 12 months or longer. 

• Candidate's class received the standard Formative evaluation and the standard 

Summative evaluation. 

• Participated in the weekly knowledge-sharing conference with fewer than 3 

absences. 

• Contributed to knowledge-sharing conferences at least once per week (i.e., making a 

proposal, giving feedback, or critiquing other teachers’ presentations). 

• Joined selected knowledge-sharing conferences at least once per semester. 

Number of recipients: One teacher per year. 

Awards:  

• ¥15000 bonus compensation; and 

• A customized printed certificate. 

Recognition: The recipient will receive ¥15000 as a cash award along with a printed 

certificate to be signed by the director, including a brief description of the recipient’s 

accomplishment. A copy will be included in his/her personal record profile. This is the 

highest honor at the “W” training school and is accompanied by priority for professional 

references throughout the recipient’s career. 

Nomination: Teachers with the best teaching performance per semester, as measured by 

evaluations and fulfillment of the aforementioned criteria, may be nominated by any of 

the following staff: the director; HR manager; peer-reviewed jury committee; and/or 
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Formative evaluation groups. The final recipient will be selected from the top three 

candidates per semester. 

Evaluation and selection: A rating system will be applied alongside the results of the 

nominee's Formative evaluation and peer-reviewed jury committee assessment. Teachers 

with the highest score in these two evaluation groups will be nominated automatically. 

Evaluative criteria include  

• Excellent design and delivery of teaching activities;  

• Over 90% positive evaluation results from students;  

• Over 90% positive evaluation results from Formative evaluation practices; and 

• Over 80% improvement across students’ academic performance. 

 

2. Most Popular Teacher Award 

Goal: To recognize teachers who build positive rapport with students. 

Criteria: Successful candidates will meet all of the following criteria: 

• Be a formal employee with a signed contract at the “W” training school. 

• Conducted at least an 80-hour class every semester. 

• Worked at the “W” for 6 months or longer. 

• Candidate's class received the standard Formative evaluation and the standard 

Summative evaluation. 

• Participated in the weekly knowledge-sharing conference with fewer than 3 

absences. 

Number of recipients: One teacher per monthly award; three teachers per annual award. 

Awards:  

• ¥1000 bonus compensation (monthly award) or ¥2500 bonus compensation (annual 

award); and 

• A customized printed certificate. 
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• The monthly Popular Teacher's official photo will appear on a poster in the “W” 

training school's reception area. The annual Popular Teachers' photos will appear in 

the same location as well as on the "W" advertising materials. 

• Each teacher may be interviewed by public social media to promote his/her class as 

a model class at the “W” 2. 

• Each teacher will receive a custom designed medal imprinted with “Star Teacher.” 

Recognition: Recipients will receive cash and non-cash awards along with a printed 

certificate to be signed by the director, including a brief description of the recipient’s 

accomplishment. A copy will be included in the his/her personal record profile.  

Nomination: Teachers with the highest Summative evaluation scores will be either 

nominated or selected outright as the monthly Most Popular teacher. For annual awards, 

evaluation scores from the Summative evaluation system will account for 70% of the 

total score. The remaining 30% will be based on feedback from the director, peer-

reviewed committee, and academic manager.  

Evaluation and selection: A rating system will be applied alongside the results of the 

nominee's Formative evaluation and peer-reviewed jury committee assessment. Teachers 

with the highest score in these two evaluation groups will be nominated automatically. 

Evaluative criteria include 

• Excellent design and delivery of teaching activities;  

• Over 90% positive evaluation results from students;  

• Over 90% positive evaluation results from Formative evaluation practices; and 

• Over 80% improvement across students’ academic performance. 

 

 

 

 

                                                
2 Teachers need more opportunities to advertise their classes because their base salary is directly related to the number 
of class hours they conduct per semester: more class hours attract more students, which earns teachers additional pay. 
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3. Best New Teacher Award 

Goal: To recognize novice teacher performance and improvement while promoting 

teacher engagement and retention. This honor is designed for the novice teacher who 

demonstrates highly effective pedagogical methods but limited practical experience. 

Criteria: Successful candidates will meet all of the following criteria: 

• Be a formal employee with a signed contract at the “W” training school. 

• Conducted at least an 80-hour class every semester. 

• Worked at the “W” for 12 months or fewer. 

• Candidate's class received the standard Formative evaluation and the standard 

Summative evaluation. 

• Participated in class rehearsals every semester with at least a 60-hour class. 

• Participated in the weekly knowledge-sharing conference with fewer than 3 

absences. 

• Contributed to knowledge-sharing conferences at least once per week (i.e., making a 

proposal, giving feedback, or critiquing other teachers’ presentations). 

• Joined selected knowledge-sharing conferences at least once per semester. 

Number of recipients: One teacher per semester. 

Awards:  

• ¥2000 bonus compensation; and 

• A customized printed certificate. 

Recognition: The recipients will receive ¥2000 as a cash award along with a printed 

certificate to be signed by the director, including a brief description of the recipient’s 

accomplishment. A copy will be included in his/her personal record profile. 

Nomination: Teachers with the best teaching performance per semester may be 

nominated by any of the following: the director; HR manager; peer-reviewed jury 

committee; and/or Formative evaluation groups. Student feedback will also be 

considered. 
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Evaluation and selection: A rating system will be applied alongside the results of the 

nominee's Formative evaluation and peer-reviewed jury committee assessment. Teachers 

with the highest score in these two evaluation groups will be nominated automatically. 

Evaluative criteria include 

• Excellent design and delivery of teaching activities;  

• Over 90% positive evaluation results from students;  

• Over 90% positive evaluation results from Formative evaluation practices; 

• Over 80% improvement across students’ academic performance; and 

• Over 80% positive assessment during class rehearsal activities. 

 

4. Most Significant Improvement Award 

Goal: To recognize noteworthy teacher improvement within one year's time (i.e., four 

semesters) and to encourage candidates to strive for continued self-improvement, 

commitment to teaching, and achievement across the board. 

Criteria: Successful candidates will meet all of the following criteria: 

• Be a formal employee with a signed contract at the “W” training school. 

• Conducted at least an 80-hour class every semester. 

• Candidate's class received the standard Formative evaluation and the standard 

Summative evaluation. 

• Participated in class rehearsals every semester with at least a 60-hour class. 

• Participated in the weekly knowledge-sharing conference with fewer than 3 

absences. 

• Contributed to knowledge-sharing conferences at least once per week (i.e., making a 

proposal, giving feedback, or critiquing other teachers’ presentations). 

• Joined selected knowledge-sharing conferences at least once per semester. 

Number of recipients: Three teachers per semester (to be awarded first-, second-, and 

third-place prizes). 
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Awards:  

• Bonus compensation (¥3000 for 1st prize, ¥2000 for 2nd prize, ¥1500 for 3rd prize); 

and 

• A customized printed certificate. 

Recognition: The recipients will receive a cash award (determined by their prize level) 

along with a printed certificate to be signed by the director, including a brief description 

of the recipient’s accomplishment. A copy will be included in his/her personal record 

profile. 

Nomination: Teachers with the best teaching performance per semester may be 

nominated by any of the following: the director; HR manager; peer-reviewed jury 

committee; and/or Formative evaluation groups. Student feedback will also be 

considered. 

Evaluation and selection: A rating system will be applied alongside the results of the 

nominee's Formative evaluation and peer-reviewed jury committee assessment. Teachers 

with the highest score in these two evaluation groups will be nominated automatically. 

Evaluative criteria include 

• Excellent design and delivery of teaching activities;  

• Over 90% positive evaluation results from students;  

• Over 90% positive evaluation results from Formative evaluation practices; 

• Over 80% improvement across students’ academic performance; and 

• Over 80% positive assessment during class rehearsal activities. 

 

5. Team Contribution Award  

Goal: To recognize significant academic or commercial contributions as part of a team. 

This award is intended exclusively for a project team in an effort to promote cohesion, 

dedication, and continued collaboration. Teachers will be encouraged to work together on 
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projects with similar topics and to devote time to assisting one another in order to 

facilitate group engagement. 

Criteria: Successful candidates will meet all of the following criteria: 

• A formal project team of at least four formal employees3, established for at least 12 

months. 

• Produced at least one product for the jury committee to evaluate. 

Number of recipients: One team per year. 

Awards:  

• ¥4000 bonus compensation per team member; and 

• A customized printed certificate. 

Recognition: Recipients will receive individual cash awards, but the honor is intended 

for the team as a whole. The printed certificate will emphasize teamwork and be signed 

by the director, including a brief description of the team’s accomplishment and all 

members' names. 

Nomination: All project teams may apply for this award contingent upon submission of 

product materials in one of the following formats: written documents, oral lectures, 

videos, or a similar medium. The jury committee will include the director, the academic 

manager, and three members of the Formative evaluation group. They will review the 

submitted project in line with the evaluation and selection standards (see below), after 

which point they will vote for the group who has made the most significant contribution 

to the “W.”  

Evaluation and selection: The determination of the most significant team contribution is 

based on the following criteria:  

• How engaged the team members were when working on the project. 

• The overall effects of their product on the teaching team, training school, or ESL 

training industry at large. 

                                                
3 In this case, a formal employee is defined as a person working at the “W” with a signed contract. 
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• The degree of innovation associated with the project and its development. 

• Team members’ respective and collective contributions. 

• The cultivation of relationships between team members. 

• Whole team cohesion and unity. 

• The extent to which team members grew as individuals throughout their project. 

 

Formative evaluation 

The formative evaluation would include three aspects which are: usability survey; 

technical/ production review; instrument editor review. Materials for the Formative 

evaluation are provided in the appendix session. 

1. Usability survey 

This instrument’s purpose is to identify and assess the degree of usability among all the 

target participants. To measure to what degree they would be involved into this 

program and check if all the session and schedule would meet their expectation of their 

work environment. 

2. Technical/ production Review 

This instrument’s purpose is to identify and assess technical issues to check if this 

intervention has accomplished its objectives. Meanwhile, to assess to what degree it 

could be delivered in the school wide with the constrain of current budget and 

technology support. 

3. Instrument Editorial Review 

   This instrument’s purpose is to identify and assess editorial issues with learning   

   programs/materials. It should be used to find and explain the issues, not to edit all  

   errors. 

   The procedure of the editorial review involves two section: 

• Identify types of errors 

• For each type of error, give a few examples and their correction. 
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Appendix 

1. Suggest template for Thank-you letter 

1)  Thank-you letter sample 1 

 

To [Full name of the teacher who will be appreciated] 

Address 

Date 

Subject: Thank you for your contribution! 

 

Dear [First name of the teacher who will be appreciated], 

  

I, [HR manager’s name], on behalf of the Human Resource office of the “W” 

ESL training school to thank you for your excellent performance in [the name 

of the project the teacher has contributed to].  

 

I wanted you to know that because of your hard work, the school has improved 

its reputation across the whole ESL training industry and attracted more than 

20% students to choose us this semester. Your enthusiasm and talent to work 

and teaching in the school, in spite of difficulties, have made a huge impact to 

our success.  

 

You are one of our best teachers, as well as a most valuable employee to our 

school. All the best! 

Sincerely, 

[HR manager’s name] 
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2) Thank-you letter sample 2 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

To [First name of the teacher you are going to appreciate], 

 

Thank you so much for sharing your teaching strategy and your valuable practical 

experience on the regular meeting today. I learned a lot from your constructive 

suggestion. You are a talent teacher and a good team member as well. I am so glad to 

work with you! 

Thank you so much for your sharing! 

 

Sincerely, 

[Your full name] 
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2. Materials for the Formative evaluation 

1) Materials for the Usability survey 

Thank you for participating in this survey. This survey can be completed in 10 to 
15 minutes. We would like to discover your opinion about the design of this 
recognition program and the level of engagement you have experienced in this 
program.  

The scale where the answers for statement range from 1 to 5 with 1 being 
Completely agree, 2 Slightly agree, 3 indifferent, 4 Slightly disagree, 5 
Completely disagree. 

Statement 1 2 3 4 5 

I feel this recognition program help me build a rapport 
with my colleagues. 

     

I have never thought about to write a thank-you letter to 
my colleagues. 

     

I feel I will be more excited to challenge myself instead 
of repeating my current job. 

     

I feel this program is so complex to understand its 
schedule, rules and process. 

     

I have been encouraged to participate into group work.      

I feel the whole program is arranged logically and 
effectively. 

     

I feel there are too many sections of this program.      

I feel a sense of belonging if I could participate into this 
program. 

     

 
Any suggestions for our improvement? 
 
 
 
Thank you again for your participation! 
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2) Materials for technical / production review 

 

 

 

Thank you for participating in this survey. This survey can be completed in 10 to 
15 minutes. We would like to discover your opinion about the design of this 
recognition program and the level of accomplishment with current financially and 
technically support. 

1. From a perspective of Technical / production specialists, to what degree this 

recognition program would deliver successfully in the “W” training school? 

(only one answer could be selected) 

o Extremely high possibility to succeed. 

o High possibility to succeed with slightly adjustment. 

o Medium possibility to succeed with adjustment. 

o Little possibility to succeed even with adjustment. 

o No possibility to succeed with any kinds of adjustment. 

If you have any suggestion of adjustment, please briefly list them here: 

                                                                  

 

2. From a perspective of Technical / production specialists, how many difficulties 

would you estimate this recognition program would meet when it delivers in 

the school wide? (only one answer could be selected) 

o More than 10 challenges in total; 

o 5 to 9 challenges in total; 

o Less than 5 challenges in total; 

o No idea with currently information.  
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3) Checklist for Editorial review 

o Grammar (including punctuation) 

o Spelling 

o Syntax 

o Technical words (conform to the content; defined when needed.) 

o Font size (appropriate for the context/material; 12pt for document; 24pt for 

presentation) 

o Typeface (serif for document, sans serif for presentation; no more than 2 typefaces) 

3. From a perspective of Technical / production specialists, to what degree you feel 

all these sessions of this intervention have been designed logically and 

effectively? 

o All of them are designed logically and effectively; 

o All of them are designed logically but only some of them would be effectively; 

o All of them are designed effectively but only some of them are logically; 

o Some of them are designed logically and effectively; 

o None of them are designed logically but would be effectively; 

o None of them are designed effectively but looks logically; 

o None of them are designed effectively or logically.  
 
4. Do you have any suggestion for improvement? 

                                                               
                                                               
                                                               
 

Thank you again for your participation! 
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o Readability for all types of readers (in case some learners may have a visual 

condition for a document/website, or taking into account the reader’s distance from 

the screen for a presentation) 

o Illustrations/images (clarity, table content, identification and legend, size) 

o Hyperlinks (are they working)? 

o Run-ons (paragraph/sentence length) 

o Conformity with the organization’s communications standards 

o Slides/webpage/textbook page: the use of space; the number of words (for slides) 

 


