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It is the policy of the City of Pacific Grove that employees receive proper
recognition for exemplary job performance. The following guidelines are
established in furtherance of that policy: '

1. All letters of employee commendation should be acknowledged
with a letter to the employee from the employee's department head.
A copy of the letter of commendation and the department head's
acknowledgement should be transmitted through the City Manager to
the employee's personnel file.

2. VWhen a letter of commendation points out meritorious service
beyond the scope of the employee's normal duties, the commendation
should be recognized with an appropriate letter from the City Man-
ager to the employee. Copies of the letter of commendation and
appropriate acknowledgments should be transmitted to the Council
for information and placed in the employee's personnel file.

3. In those cases where it is determined that the employee has
performed an act of heroism or other extraordinary service, the
City Manager may ask the Council to formally recognize the

employee through the adoption of a resolution or other appropriate
means.,
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