

As a Yale Medicine manager, you stand at the frontlines of the university’s recognition efforts to promote engagement. Efforts made directly by you can deeply impact the morale, productivity, and satisfaction of your team’s staff members. This at-a-glance guide is meant to serve as a high-level introduction of recommended tools and resources to utilize in your efforts to boost employee engagement in your units.

YMA Employee Engagement for Managers Guideline

Employee Engagement Toolkit:
Yale Medicine Administration Managers 



Staff Appreciation & Recognition
Yale-Wide:
· Long-Service Recognition Dinner
· Linda K. Lorimer Award Nominations 
· Staff Spirit Week
· Yale Team Experience Builder
· Yale Greeting Cards + Chat Stickers
· Yale Recognition Wall
· Recognition Preferences Card
· Staff-Recognition PPT Slide Template
YMA/Department Specific: 
· Star Recognition Program (template)
· Peer-to Peer Recognition Program (template)
· YMA We C.A.R.E Award
· YMA Virtual Long-Service Recognition Eve







Manager Resources
· Stay informed by reading the Manager’s Essentials monthly newsletter. 
· Leadership and Management Development
· Yale Manager Toolkit
· Manager Chats
· Meeting Notes for Managers
· Yale Team Experience Builder
· Book Team Outings & Tours
· Online Learning via LinkedIn Learning: 
· Library of Employee Engagement related courses 
· Managing Remote Teams
· Yale Calendar of Upcoming Events




















General Tips
· Make team meetings more engaging:
· Start meetings with a quote from an interesting article or clip of a TED Talk
· Hold a roundtable segment to encourage open discussion & feedback.
· End meetings with a “Mindful Minute”
· Keep a list of your staff members’ anniversaries and years of service for recognition. 
· Review staff recognition Policies (3302, 3303)
· Have consistent, transparent, & timely communications 
· Set clear goals, provide continuous feedback, and be open for feedback. 
· Foster a culture of Trust and Respect
· Empower staff and help build their confidence. 
· Encourage career-development.
· Be available & approachable.







Remote Team Tips
· Have constant communication on both work and personal matters.
· Hold standing one-on-one meetings and check-in regularly.
· Utilize phone-calls, video-meeting & chat (via Zoom or Microsoft Teams) 
· Leverage shared platform tools to have a virtual “community board.” 
· Implement virtual team-building exercises and activities (bingo, trivia, happy hours)
· Encourage staff to sign up for YMA Employee Engagement Committee offerings
· Consider virtual “Open-Door” hours via Zoom or MS Teams, where staff can join in for questions. 
· Ask for employee feedback on how they can be better supported and what is working vs. not. 



















Please refer to the “YMA Employee Engagement Toolkit for Managers” for more details on the above.
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s
Nominated Employee’s Name(s)


Deserves recognition because they exhibit greatness in the following competency: 


☐Customer Service		☐Teamwork and Collaboration	☐Respect
☐Leadership			☐Specific Skills-Knowledge                ☐Managing Change 
☐Drive for Results		☐Compassion			☐Communication
☐Innovation/Creativity 	☐Initiative 				☐Other 

      Reason for Nomination: 









     Nominated By: 



[bookmark: PeerRecognitionProgram]
Peer Award!  
(Team Name) Recognition Program
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Description automatically generated]
Thank you for taking the time to acknowledge the good work of your peers. 
Please complete and submit the form below to their manager to recognize their efforts. 


    Award Recipient’s Name(s): 

    Tell Your Story: Please write a brief description of why you wish to recognize the good work of 
    this colleague / team. Please include why it is important and how it made a difference. 

        














Nominated by:
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This document is applicable to all Managers of Staff reporting to Yale Medicine Administration (YMA)
Contact Information 

maryam.rahmani@yale.edu
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