POSITIVE REINFORCEMENT CHECKLIST

Listed below are a variety of events that are reinforcing to most people. They can be used in the work environment as positive consequences for behaviors that you may wish to strengthen. 

Most non-tangible re-enforcers do not require cash awards, cards and two-week vacations in Hawaii. They appeal to those intrinsic motivations that drive the employee for job recognition.  

· A letter of recommendation or thanks from the person’s immediate supervisor to his/her boss

· Ask a person for advice or opinions on a policy or how a task should be done.

· Verbal praise.

· A handshake, smile, nod; offering help

· Visit the person at his or her workstation and engage in a friendly conversation. Break the barriers of your office. Create the perception of "realness" by walking around.

· Allow employees to engage in creative activities.

· Letting the person report his or her results to significant others. Allow them to bypass the chain of command and feel like an active member of the team.

· Give the person increased responsibility.

· Allow the person to make decisions affecting his or her work, organization, strategies and plans.

· Give the person special choice of an assignment; be informed of output and goal achievement.

· Opportunity to attend special meetings and seminars

· Status symbols such as titles, special furniture, parking spots, honors, certificates, better work environment

· Special introductions to guests and other VIPs

· Personal time off - Recognize extra effort by your people; they shouldn’t have to ask. You should be sensitive to their contributions and volunteer this. Sensitivity will go a long way in task achievement.

· Recognition in front of peers

·  Invitations to high level meetings.

· Social attention; i.e., "Let’s go grab a cup of coffee."

· Pass along compliments from customers or significant others

· Send birthday or anniversary cards.

· Ask about the person’s family and personal endeavors.

· Listen to the employee; display empathy and a human approach. Be willing to let your guard down.

· Provide relief from adverse duties; job redesign; rapid follow-through on job-related problems; act upon ideas and recommendations; give more authority to decide; request input more frequently; "shoot the breeze" now and then.

· Exempt the person from time clock requirements; allow flextime if legally okay.

· Instill trust; take the person into your confidence.

Above all, be nice, fair and consistently human in your day-to-day actions. Life is too short. The work place will consume 40% of your waking hours. You spend more time there than with your own family. Make the environment fun, productive and a genuinely good place to work.
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