ORANGE COUNTY SOCIAL SERVICES AGENCY
ADMINISTRATIVE POLICIES AND PROCEDURES MANUAL
Subject:

Expenditures for Recognition Events and for Certain Meals

Approved:

Number: D12
Date: 04/06/07

________________________________________
I.

PURPOSE
To establish guidelines for the expenditure of County funds for refreshments, events, awards,
and certificates for deserving County employees, volunteers, clients, and other
organizations/individuals for their contribution to, and support of the Social Service Agency
(SSA) programs. These guidelines include the reimbursement of expenses for meals under
certain circumstances.

II.

POLICY
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It is the policy of SSA to recognize exemplary employee performance, as well as contributions to
the social services programs from volunteers, clients, other individuals, and organizations.
The SSA Director has the authority to expend County funds for refreshments, recognition events,
and meals based on various Board Resolutions and County Counsel Opinions (Attachment A).
Additionally, the reimbursement of meals, and oral board and panel expenses are allowed within
specified guidelines and when authorized by the SSA Director.
________________________________________
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PROCEDURE

Employee Recognition/Incentives Program
The SSA Recognition and Incentives Plan established the Agency guidelines to honor
employees, citizens, and organizations for meritorious services in the social services
programs. It authorizes the SSA Director to develop, purchase, and present
commendations of nominal value. The guidelines specified in this plan include:
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III.

1.

Awards shall not be monetary in nature.

2.

Employee awards of nominal value, such as certificates, shall be evaluated and
approved by each Division Director.

3.

More substantial awards, such as plaques and trophies, are generally inappropriate
for internal awards. Exceptions for their use require Agency Director’s approval.

4.

Funding for divisional programs is identified through the yearly budgeting process.
Divisions will operate programs within budgeted funds. Other awards or incentives,
including refreshments that are inappropriate for procurement through County
funds shall be purchased by other means (e.g. through donations or other Board of
Supervisors approved fundraising efforts).

5.

Criteria for employee awards must place specific emphasis on employees exhibiting
outstanding job performance in one of the following areas:
a.

Cost savings

b.

Revenue development

c.

Program implementation/enhancement or leadership skills.

6.

Employees may also be recognized for other areas of outstanding performance as
deemed appropriate to meet divisional needs.

7.

Eligibility for awards must be extended to all SSA employees, including both
non-Management and Management level employees.

8.

To the extent possible, if an awards selection committee process is used, it shall
include a group consisting of the nominee’s peers from the non-supervisory or
Management series as appropriate. Management level staff shall review the final
selection decision.

9.

Awards shall be scheduled for presentation during prescribed periods, such as on a
quarterly basis. Frequency of awards may be adjusted to meet divisional needs.

Employee Meal Reimbursement
Reimbursement of actual employee’s cost for meals within the County, as well as out of
County, is allowed when the employee is on official duty and attending a meeting where a
meal is required, and such meeting is at the direction and approval of the
Department/Agency Heads. Receipts will be required when meal expense exceeds $75.00
for any one day. For additional information, see Policy and Procedure F 10, “Travel and
Reimbursement of Related Expenses”.

C.

Oral Board and Panel Expenses
Reimbursement of oral board and panel expenses, including “hosting” expenses that may
include snacks, beverages and meals, is allowed when authorized by the
Agency/Department Heads (see Attachment A). Guidelines for these expenses are as
follows:
1.

When no meal is provided, the allowable maximum expense for beverages and
snacks is up to $5.00 per person/per day.

2.

When one meal is provided (amount includes beverages and snacks), the allowable
maximum expense is up to $25.00 per person/per day.

3.

If the panel member is required to stay overnight, the allowable maximum expenses
are up to $10.00 for breakfast and $25.00 for dinner.

Volunteer Recognition Events
Recognition of volunteers is part of SSA’s Business Plan to increase activity and
collaboration in the community. Recipients may include foster parents, student interns,
and volunteers in Operation Santa Claus (OSC), Orangewood Children’s Home (OCH), and
other community-based programs. Employees are authorized to participate in these
events.
Recognition events include:
Receptions for volunteers who work with abused and neglected children at OCH
through Court Appointed Special Advocates (CASA) and the Child Abuse Services
Team (CAST), and for volunteers who support OSC and other Agency programs.
Such receptions will be held at County/community facilities and may include
refreshments.
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2.

Banquets and picnics for foster parents and volunteers supporting OCH, and those
working with needy children, families, and individuals. The banquets and picnics
will be held at community facilities, parks or restaurants.

During recognition events, commemoratives, plaques, certificates, and mementos may be
presented. SSA Director approval is required for recommendations of awards to:

E.

1.

Non-Agency employees, private citizens, or other individuals.

2.

Community and other organizations.

Petty Cash
Petty cash could be utilized for funding events not to exceed $1,000.00 for County
purposes, such as official departmental events designed to maintain and improve
employee morale, and training sessions designed to improve supervisory skills and
productivity. Such official events are to be distinguished from ad hoc social events.
Evidence of the official nature of the event may include: (a) the attendance of the
employee is mandatory or strongly encouraged; (b) the meeting is for training and morale
enhancement; and (c) the event is held during business hours.
________________________________________

IV.

REFERENCE
F 10, Travel and Reimbursement of Related Expenses
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ATTACHMENTS
Expenditure Authority
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