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Policy on Faculty/Staff Celebrations for Penn State Berks

Explanation of Policy: The ad hoc Committee on Celebrations met during the Fall 2006 semester to address perceptions of inequity in the going away events for employees. Employees at all levels generally leave for two reasons—retirement or relocation to a new position. In the past there has not been equity in going away events and that inequity has hurt morale across the College. In addition, sometimes outgoing employees choose not to be recognized and their choice has been misperceived by other employees who believe that a going away event was not offered to that person. To remedy this situation, the ad hoc Committee on Celebrations has created a policy that fosters equity in the planning process and also helps ensure that supervisors follow University budget policy. After completing our final draft, the committee met with Chancellor Speece to fine tune the policy.
A few notes of additional context that guided this policy:

● Going away or retirement events must be charged to the Miscellaneous Funds budget. This is PSU policy and we must operate under that policy. There are two things that are important to understand about this budget. First, the budget does not grow quickly, as most donors prefer to place their donations in specific types of gift categories rather in a category with no designated purpose. In addition, growth of this fund is limited by the way that call centers at University Park make calls with regard to this fund. They do not specify that funds will go to Berks, which might be a more persuasive strategy when dealing with former students from Berks. Second, this is the fund from which we generally fund many of the projects that better the lives of our students, such as textbook grants, Women in Science and Engineering, etc. These two factors mean that it is problematic for us to annually spend even a few thousand dollars from this fund for the types of events that this policy is addressing.

● You will notice that the policy only addresses those who have been with the College for 10 or more years. In other words, individual going away parties may only be paid for using Miscellaneous Funds when an employee has been here 10 or more years. 

Employees who leave with 1-9 years of service will be recognized at fall and spring recognition events. Employees that leave during the spring semester may be recognized at the spring recognition luncheon. To accommodate when employees leave in the summer or fall months, the annual holiday party in December will now double as an employee recognition event. 
We understand that in many cases employees who leave may not be able/want to return at the end of a semester for their recognition, but because of the University’s financial policy with regard to these situations and the relative low level of funds in the budget we must use in these cases, we could see no alternative. In cases where employees do not wish to return, fellow employees are free to have a “potluck” event or to travel to a venue off-campus, however, no College funds can be used for these events.
Policy for the College:

• This policy applies to all supervisors at the College.
• According to University policy, money for going away events, other than the annual service awards and recognition program, must come from a College’s Miscellaneous Funds Budget and may not come from any general operating budget, including division budgets. In addition, if University funds are used, the event must be open to the entire College community.

• This policy extends to all full-time and part-time employees of the College and is governed by years of service to Penn State Berks, not by rank or position. 

• Process: Complete the events form for anyone leaving the College. If the person leaving does not desire an event, please indicate such on the events form and forward the form to the Chancellor’s office. If an event is desired, forward the form to the Chancellor’s office for approval. If approved, the Chancellor will sign the form and send it to the Financial Officer (FO) for approval. Once approved by the FO, the form will be returned to you. At that point you may plan your event. Based on previous experience, the assumed attendance of the events was set at 50 people by the committee. If an organizer believes that more than 50 people will attend an event, please request special permission from the Chancellor to raise the budget maximum. The committee encourages event planners to request an RSVP for any event so that food/money is not wasted by ordering more food/drinks than are necessary. We also ask that employees honor that RSVP request so that enough food is ordered/food is not wasted. When you’re making your final plans with catering, please abide by the final RSVP number you get from employees so that we spend our money prudently. 
• Do not exceed the maximum amount of money allotted in each category. If groups wish to do more than is allowed by the policy, events held off campus or “potlucks” on campus can be planned but must be at the expense of employees.
• Events for part-time employees may be held at the supervisor’s discretion and also must follow this policy.
• Maximum budget for events: 
10-14 years:
No more than $500.00

15-19 years:
No more than $600.00

20-24 years:
No more than $750.00

25+ years:
No more than $900.00

Celebrations Committee Catering Menu Samples: Assuming catering for 50
10-14 years: No more than $500.00
Cake






$149.50

Cheese and cracker board



$104.50

Fruit Platter





$99.50
Bulk tea/lemonade/fruit punch


$44.50 







$398.00

15-19 years: No more than $600.00


Cake






$149.50

Cheese and cracker board



$104.50

Fruit platter





$99.50

Vegetable platter




$94.50
Bulk tea/lemonade/fruit punch


$44.50 
$492.50

20-24 years: No more than $750.00

Cake 






$149.50

Cheese and cracker board



$104.50

Fruit platter





$99.50

Vegetable platter




$94.50
4 dozen cocktail sandwiches



$47.96

Wrap platter





$39.99

Buffalo chicken dip




$49.99
Coconut Shrimp w/Pina Colada sauce  

$66.99

Cocktail Franks/puff pastry w/ spicy mustard  
$28.99
Bulk tea/lemonade/fruit punch


$44.50 

$726.42

25 years and over: No more than $900.00
Cake 






$149.50

Cheese and cracker board



$104.50

Fruit platter





$99.50

Vegetable platter




$94.50
4 dozen cocktail sandwiches



$47.96

Wrap platter





$39.99

Buffalo chicken dip




$49.99
Coconut Shrimp w/Pina Colada sauce  

$66.99

Cocktail Franks/puff pastry w/ spicy mustard  
$28.99
Sesame Chicken Medallions w/ Oriental Sauce  
$52.99

Brownies





$69.50

Bulk tea/lemonade/fruit punch


$44.50







$848.91

Celebrations Form
Anticipated date of event: 

Event honoree:

Title:

Year of service to Penn State Berks:

Submitted by:

Amount requested:

Person does not desire an event:  ____________________
Signature of supervisor/date: ____________________________________________________
Chancellor’s signature/date: _____________________________________________________
Financial Officer’s signature/date: ________________________________________________
