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PLEASE COMPLETE THE FOLLOWING & SEND TO YOUR PROJECT MANAGER AND CULTURE CONSULTANT


Building Your Recognition Co-Creation Team
Starting with Culture by Design is a highly effective and deeply impactful experience at the beginning of your recognition journey.  This document outlines important pre-work we hope you can provide to inform this project and set it up for success. This document is broken into three sections: 
1. Identify the right people: Identifying, Inviting, and Engaging the Team
· Core Team: Identify the core recognition co-creation team to strategize, design, and validate the recognition initiative. This team will be on the front lines of making strategic decisions and creating a foundation for the project going forward. Team members are encouraged to bring a unique perspective to elevate the launch and growth of this project. 
2. Foundational Information: Building Blocks for Success
· The information captured in this section will help inform what we explore in the design session, help shaping the questions, activities, and outputs from the workshop to maximize the design and strategy being created.
3. Change Management Questions and Data
· Understanding key audiences and their readiness for change will shape how we approach shifting both mindset and behavior around recognition.





Identifying, Inviting, and Engaging the Team
· No more than 8 – 12 participants
· Recognition owner(s) / representative(s)
· Key stakeholders representing unique lines of business, locations

· Identify additional stakeholders to be invited to applicable portions of the design session or follow-up discussions
· Executive sponsor(s)
· Creative/Brand SME
· Internal Marketing/Communication SME
· Learning Management SME

· Ensure recognition co-creation team participants have the following attributes:
· Passionate about appreciation influencing employee experience
· Influential (not necessarily by title)
· Strategic thinker 
· History of regularly recognizing others (high use)
· Basic understanding of existing recognition programs or of your internal communication channels

· Clarify basic expectation of when recognition co-creation team will be involved: 
· Discover & Validate – Include them in Culture by Design Sessions and include them in validation sessions once a Strategy Map has been created. Strategy Map is a response to what they helped discover.

· Test – Invite them to follow testing instructions provided by O.C. Tanner to give feedback on selected solution

· Equip – Invite them to champion, coach, role-model, and mentor others (leaders & employees) to share appreciation best practices

· Advise – Include in an abbreviated annual Strategy Review to inform and gain input for solution sustainment and growth plans. Ideally, they would be engaged around the time of the engagement survey results are published.





SAMPLE DESIGN WORKSHOP INVITATION LANGUAGE
It is important that workshop participants are aware of the overall purpose and goals of the workshop. We’ve included a sample invitation email we recommend you use to invite participants to the workshop. Modify the text to reflect your organizations language. Best practice is to send the invitation email at least two weeks in advance of the workshop.
We are excited to invite you to join our cross-functional team who will be co-creating our future recognition strategy. Together, we will imagine a meaningful appreciation experience for all team members. We need your perspective. Your unique ideas. You will not need to prepare anything prior to the meeting as this will be a collaborative workshop informed by work your company has already done and will be facilitated by our partner, O.C. Tanner.
This session will be a facilitated discussion rather than a presentation, so we would ask you to do 2 things prior to the session to help you prepare to participate:
1. Think about the most meaningful recognition moment you’ve experienced personally during your time at your company. Perhaps you were the recipient, the giver, or even just an observer of the moment. What made it significant to you? We will have you share your story as we kick off our session.

2. Think about what can be different or better about recognition at your company from your perspective.
Looking forward to your partnership on this exciting initiative.











Building Blocks for Success
PRoject Questions 
1. What concerns, if any, do you or others have about the project? 

>>

2. Are there any significant obstacles or competing initiatives that may impact the project or timeline? 
>>

3. Does a formal recognition program exist today? Or other similar initiatives? If yes, complete the provided Program Inventory Spreadsheet. 
>>

4. Has a budget been established for this project? If known, what has been allocated to support change management? (e.g., training and education, print materials, communications, etc.) 
>>

5. What decisions, if any, have been made regarding program administration and operations? (e.g., budget management, approvals, award levels, employee participation, tax treatment, award types, etc)?
>>

6. Why is this project important to your organization now? What priorities or strategies will this project enable or support? 
>>

7. What has made project/initiative rollouts in the past successful?
>>

8. Have you used Champion Networks or Employee Resource Groups in the past to support strategic initiatives? If yes, please provide any notes below on how they could be included or considered within this project.
>>

CHANGE MANAGEMENT 
Knowing the various audiences present in your organization helps us customize the Culture by Design workshop for your organization.
Please fill in the table below with the appropriate details for each audience; add additional audiences if needed. 
	Audience
	Sub-groups 
(e.g., SLT, Employee Groups, High Potentials, etc.).
	General view and exposure to recognition / appreciation?

	
	
	

	
	
	

	
	
	

	
	
	







CHANGE MANAGEMENT QUESTIONS
9. What are the most frequently used communication vehicles to reach employees and leaders? 
>>

10. Are there any challenges we should be aware of when trying to engage and motivate leaders and employees to make recognition a way of being?
>>

11. On a scale of 1 to 10 (1 very low and 10 very high), how ready is your organization to change its mindset and behaviors around recognition? Why did you give this rating?
>>

Training Model
Please describe key training or development programming provided to leaders and employees. 
	Training
	Brief Description
	Audience
	Delivery Method

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



Existing Measures
Please provide a list of the measurement tools currently used within your organization (examples: employee engagement, leadership surveys, pulse surveys, customer satisfaction, net promoter, etc.) 
	Measurement
	Last Measured
	Next Date to Measure
	Results Summary (Positive, Negative, Improving, Declining)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	




Thank you! Return this completed form to your Project Manager and Culture Consultant. 
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