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Recognise specific contributions, make quieter work visible and use appreciation as thoughtful
performance context. This practical guide to employee recognition brings together a
step-by-step approach, illustrative examples, a reusable worksheet and answers to common
questions. Start with the section closest to your current challenge, then use the working
session to turn the guidance into a clear next action.

Recognise the action and its impact
Recognition is more useful when people understand what was appreciated and why. Describe
the contribution and connect it to its effect on colleagues, customers or the work.

“Thank you for preparing the decision log before the handover. The next team could start
without repeating the discovery work” gives more information than “great job”.

Look beyond the most visible work
Some contributions happen away from senior attention. Mentoring, documenting a process
and helping a colleague can matter without producing a prominent deliverable.

• Ask teams where someone made their work easier.

• Notice support across functional boundaries.

• Recognise useful learning after a setback.

• Explain the behaviour rather than praising long hours.

• Respect how the recipient prefers to be recognised.

Keep recognition fair and useful
Recognition should not become a popularity contest. A high volume of appreciation may reflect
a visible role or a social network, not greater contribution.

When using recognition as review context, read the examples and check their relevance. Do
not simply count messages. Ask whether quieter roles had equal opportunities for their work to
be seen.

Connect appreciation to development
Use a specific contribution as the start of a development conversation. What strength did the
person use? Where would they like to apply it next?

Explore employee recognition in a connected performance system, and use the performance
review guide to place achievements alongside goals, challenges and learning.

mailto:contact@new-dynamics.com
https://www.new-dynamics.com/features/recognition/
https://www.new-dynamics.com/guides/performance-review-guide/
https://www.new-dynamics.com/guides/performance-review-guide/
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Put the guide into practice
Set aside a working session with the people who own this process and one or two people who
experience it. Use a fictional or appropriately authorised case, so the discussion can be specific
without sharing unnecessary personal information. The purpose is to leave with a usable
decision or document, not just agreement that the topic matters.

Prepare the case

Choose a fictional contribution that helped another person succeed, such as documenting a
difficult process or supporting a careful handover. Describe the action and its effect. Ask
whether the recognition explains something worth repeating or simply praises the employee in
broad terms that nobody can learn from.

Write the starting assumptions down before discussing solutions. If the group disagrees on
what happened, identify the information needed to resolve that difference rather than building
a plan on an untested story.

Work through the decision

Draft a short recognition message and check the recipient’s likely preference for public or
private appreciation. Include collaborators where appropriate. Review whether the message
accidentally praises unsustainable overwork, ignores a team contribution or reveals
confidential information. The recognition should fit the person and the work rather than the
manager’s preferred style.

Ask each participant to explain the proposed decision in their own words. Differences in
interpretation often reveal an unclear criterion, a missing responsibility or an instruction that
will be difficult to follow.

Test an exception

Consider a colleague in a less visible role who performs reliable maintenance or prevents
recurring problems. Identify how their contribution becomes visible without asking them to
compete for attention. Also test recognition for a failed experiment that produced useful
learning, distinguishing thoughtful work from celebrating an outcome that harmed others.

Record what changes in this situation and what remains the same. An exception should lead to
a clear next step, with an owner, rather than an informal workaround that nobody can explain
later.

Agree the handoff

Agree how managers will notice contributions across the team and follow up fairly. If
recognition becomes review context, preserve the specific examples and their relevance. Do
not hand over only a count of messages, which may reflect visibility or social connections more
than the value of the work.

mailto:contact@new-dynamics.com
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Finish by confirming the owner, the next action and the date when the result will be reviewed.
Give the person receiving the work enough context to continue without repeating the whole
discussion.

Frequently asked questions
What is the difference between recognition and reward?

Recognition expresses appreciation for a contribution and explains why it mattered. A reward
may involve money, benefits or another tangible outcome governed by organisational policy.
They can complement each other, but a thank-you does not replace fair compensation or
appropriate workload. Keep promises about rewards within the approved process and avoid
implying that public appreciation settles a broader employment concern.

Should recognition always be public?

No. Preferences and circumstances differ. Some people value a public acknowledgement, while
others prefer a private conversation or message. Ask rather than assume, and consider
whether the contribution involves confidential work or other people. Public recognition should
describe the action respectfully without creating pressure to disclose personal circumstances
or perform gratitude in front of colleagues.

Can recognition data be used in performance reviews?

Specific examples can help a reviewer understand contributions, provided the use and access
are appropriate. Counts alone are a poor substitute for context. Visible roles, larger networks
and different communication habits can affect how much recognition someone receives.
Review the substance, seek missing perspectives and avoid treating popularity or message
volume as a direct measure of performance.

Review the first cycle
Look at whose work is being recognised and whose contributions remain hard to see. Ask
whether messages are specific, timely and welcome. If the programme rewards visibility or
excessive hours, change the prompts and manager habits. Recognition should help people
understand valuable work while respecting individual preferences and fair access to
opportunities.

Keep a brief record of what was tried, what participants found useful and what needs to
change. Compare the result with the original problem rather than judging success only by
completion. If the process created extra work without improving clarity, quality or support,
simplify it and test again. Share the agreed change with the people who will use it, and name
the person responsible for keeping the guidance current.

mailto:contact@new-dynamics.com
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Worked examples for different contributions
For a visible result, an illustrative message might say: “Your explanation of the trade-offs
helped the project group make a decision without reopening the same questions. Thank you
for making the options clear.” The message identifies the contribution and its effect rather
than relying on “great presentation.”

For less visible work: “The updated handover notes meant the weekend team could resolve the
issue without calling someone back. The clear recovery steps made their work easier.” This
recognises preparation and reliability, which can otherwise disappear behind the final result.

For support to a colleague: “You made time to review the first draft and explained why the
changes mattered. That helped the new starter complete the next version independently.”
Check that the recipient is comfortable with the context being shared and that the new starter
is not embarrassed by the acknowledgement.

For useful learning, explain the quality of the work rather than celebrating failure itself: “You
documented the assumptions that did not hold and shared the findings early. The team could
adjust the next experiment before investing more time.” The outcome and the contribution
remain distinct.

Use these examples as patterns, not scripts to paste repeatedly. Recognition loses meaning
when every message has the same wording. Notice what actually happened, explain why it
mattered and choose a setting that respects the recipient. Where several people contributed,
acknowledge that shared work rather than assigning the whole result to the most visible
person.

About New Dynamics
New Dynamics connects goals, feedback, recognition and reviews around the way
organisations work. This guide is published by the New Dynamics Editorial Team as part of our
practical library for HR leaders, managers and People teams.

Use the examples and worksheets to structure your own discussions and adapt them to your
organisation. Illustrative scenarios are not customer case studies. Policy and employment
guidance needs appropriate local review before adoption.

For questions about this guide, corrections or a conversation about your performance
management process, email contact@new-dynamics.com. Explore the complete guide library
for related resources.

mailto:contact@new-dynamics.com
https://www.new-dynamics.com/
mailto:contact@new-dynamics.com
https://www.new-dynamics.com/guides/
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Your working worksheet
Use the prompts from this guide to prepare one real conversation or decision. Keep personal or
sensitive information in your organisation’s approved records. This page is for your own
working notes.

Purpose: What needs to improve and for whom?

Evidence: What facts and context do you need?

Decision: What will you do and why?

Support: Who needs to be involved?

Next action: Who will do what and by when?

Review: What will show that the action helped?

Discuss your next step with New Dynamics: contact@new-dynamics.com

mailto:contact@new-dynamics.com
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