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CONGRATULATIONS! 

Congratulations! By downloading this eBook you’re one step closer to creating  memorable 

experiences for your employees. Whether you’re recognizing a work birthday, celebrating a 

team accomplishment, or sending off a coworker on their retirement, this reference guide will 

help you appreciate your employees in a meaningful and engaging way any time they deserve 

special recognition. 

DID  YOU KNOW?
Employee Appreciation Day initially 

started in 1995 and occurs annually on 

the first Friday in March.
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THE FUTURE OF EMPLOYEE 
APPRECIATION

Employee Appreciation Day falls on the following 

dates through 2020 (so no excuses!):
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BE THOUGHTFUL

PLAN AHEAD

Employee celebrations shouldn’t add stress to the workplace, and 

potential scheduling confl icts can be avoided with good planning. 

If you are treating your team to lunch, make sure they know they 

don’t have to bring food. If you’re taking them out of the offi ce, poll 

the workplace ahead of time to choose a location that works for 

everyone. In general, be thoughtful. 
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INVOLVE EVERYONE

Some employees may not be as visible as others due to their job 

functions and/or working locations, so plan celebrations around job 

duties to ensure everyone gets to participate, and send multiple 

invites ahead of time to get everyone excited for a good time.
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GET PERSONAL

Take the time to recognize employees in the moment. Call out 

the individual accomplishments, touch upon personal interests  

and hobbies, and take interest in successes outside 

of the workplace. A manager’s ability to build strong 

relationships in this manner is a key employee 

engagement driver.1

RECOGNIZING 
EMPLOYEES:
A SIMPLE 5-STEP METHOD

STEP
1

STEP
2

STEP
3

STEP
4

STEP
5

Thank the employee by name.

Thank the employee again.

State the specific reason the 
employee is being recognized.

Explain how the employee’s 
actions made you feel.

Describe the value that the 
employee added to the
team/organization.
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SENIOR LEADER INVOLVEMENT
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Employees love to see upper management connect to their level. 

Arranging for senior leaders to be involved in celebrations is a great 

way to strengthen bonds between them and the organization. When 

they join employees for luncheons, or other celebratory events, it’s 

great for morale.



QUICK TIP

BE MULTICULTURAL 
In parts of the Middle East and 

Europe, the “thumbs up” gesture is 

considered an insult. Faux pas like 

these can be avoided with proper 

planning!

CULTURAL FIT

Workplace celebrations should align with the company culture, 

so take note of your workplace demographics and plan 

accordingly. Choose events and/or gifts that take into account 

today’s multigenerational workforce and your employees’ unique 

backgrounds. Connect events to your company’s core values 

where you can. 
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LET’S
PARTY!
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FOOD IS GOOD

Food is the idea equalizer, but you don’t have to limit yourself to 

ordering lunch. You can:

• Organize a potluck lunch

• Arrange for an ice cream truck or pretzel cart to 

show up at work.

• Have a company picnic

• Host a waffl e-making contest

• Take them out to a local restaurant

QUICK TIP

CULTIVATE YOUR CULTURE 
Always be on the lookout for opportunities to tie 

the celebration theme to company values. For 

instance, a waffl e-making contest could be tied to 

creative thinking, and a potluck could represent 

the spirit of teamwork.
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GET OUT OF THE OFFICE

An afternoon getaway can help emphasize team-building and 

camaraderie. You can:

•	 Go bowling

•	 Buy some services at a local spa

•	 Take in a sporting event after work

•	 Hit the beach or try ice skating

•	 Go to a local amusement park

QUICK TIP

CREATE AN OFFICE TRADITION 
Whether it’s dressing up for Halloween, having a family style 

meal on Thanksgiving, or an annual Super Bowl mixer, 

traditions become touchstones for employees and 

strengthens their connection to the organization.
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GAME ON

Incorporate additional fun with games and prizes. You can:

• Set up a friendly Guitar Hero or Rock Band tournament

• Host a lunchtime Bingo game with multiple prizes

• Go to the park for no-holds-barred wiffl e ball action

• Organize teams and hold a company-themed trivia contest

• Have a “decorate your area” contest

QUICK TIP

MAKE UP YOUR OWN GAMES 
One organization asked everyone to bring in baby 

pictures and held a guessing game with staff. 

Events like these are fun and highly engaging!
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QUICK TIP

WHEEL OF
BIRTHDAY GIFTS

Create a “Wheel of Fortune” that has several 

different gifts up for grabs (free dinner, movie 

tickets, etc.) and use it to celebrate birthdays 

on a monthly basis. Give out cake and ice 

cream and let them spin the wheel in front of 

their peers – it’s high drama and great fun!

BE THOUGHTFUL

Gifts and cards are always a welcome addition to any celebration, but 

they should be personal and unique to be impactful. In other words, it’s 

the thought that counts. You can:

•	 Write a personal handwritten note

•	 Organize a “Secret Santa” gift exchange

•	 Provide gift cards for music downloads, electronics, or other fun items

•	 Present something the whole office will appreciate in their down time, 

like a ping-pong table or a new coffee maker for the break area.

•	 Take photos of the celebration and use an online printing service to 

create scrapbooks for everyone.
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CHARITABLE PROJECTS

Charitable projects bring everyone together in the spirit 

of giving. Team up with a local charity that resonates with 

everyone and participate in fundraising or awareness events. 

You can:

• Run or walk in a charity race

• Organize a coat drive

• Collect toys during the holidays, with department winners 

bringing in a prize

• Pay to guess the number of candies in a jar

• Hold a bake sale/food drive

QUICK TIP

DONATE ON BEHALF

OF EMPLOYEES

Give employees something fun to do that’s 

related to your chosen charity, and ask the 

company to donate on behalf of everyone 

who participates, i.e., donate $5 for everyone 

who wears pink for a day.
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HAVE FUN
Above all, employee appreciation events are a more 

relaxed time to reconnect and have fun with your staff, 

so after the planning is done, don’t forget to cut loose 

and enjoy yourself. By following the tips found in this 

guide, anyone can...



Find other great resources on halorecognition.com @halorecognition 


