Company ltd Employee Suggestion Scheme

Introduction

What is the purpose of a suggestion scheme?

The suggestion scheme is open to all employees of Company Ltd. The scheme aims to give employees the opportunity to contribute ideas for continually improving the quality and efficiency of our practice.

What types of ideas will win an award?
To qualify for an award your idea should fulfil one of the following criteria. 
· Lead to improvements in either the quality or efficiency of our services which may lead to cost savings

· Lead to improvements in work procedures and methods

· Improve the efficiency and use of resources

· Contribute to better customer relations

Unfortunately we cannot accept suggestions that

· Concern salaries

· Seek to vary terms and conditions of employment

· Are not original, i.e. have been suggested before, or

· Would be expected of you as part of your normal duties and responsibilities.

What should I do if I have a good idea?
To submit your idea simply send details of your idea to Mr Smith (Suggestion Scheme Coordinator) Company Ltd. Include the following:  
· What is your idea?

· How will it be implemented? 

· How much money will it save? 

· Are there other benefits that are not financial? 

What happens next?

When your idea is received it will be recorded and numbered and you will receive a letter of acknowledgement.

It will then be forwarded the Evaluator for investigation. The Evaluator will discuss your idea with you and will make a recommendation about whether it should be accepted or rejected. This will then be considered by the Suggestion Scheme Coordinator who will approve the recommendation and determine an appropriate award.

You will be kept informed of the progress of your idea.

What will I win if my idea is implemented?
If your idea is accepted then an award of up to £5000 could be made. If your idea is rejected you could still try again and win an award - so don't despair!

Is there anything else I need to know?
Ideas can also be submitted jointly and in such cases any award will be divided equally among the suggestors. 

There is no limit to the number of ideas that you can put forward

Rules
1. Introduction
The Suggestion scheme is intended to compliment existing company initiatives associated with continuous improvement, quality management and team working. It is based upon the fact that employees at the sharp end of an organisation are best placed to identify problems and develop solutions.

The objectives are to encourage everybody to start thinking about better ways of doing things, thus enhancing our operational efficiency and effectiveness. By doing this it is hoped that the scheme will promote good staff relations and will sustain maximum employee participation so that everyone feels a sense of involvement and commitment to Company Ltd’s success.  

2. Eligibility of Employees
Apart from the Suggestion Scheme Coordinator, all employees are entitled to submit ideas. If the normal Evaluator wishes to suggest an idea a different Evaluator would be chosen. Certain ideas will however not be considered if they are considered to be part of an employee's duties and responsibilities to make such suggestions.

3. Eligibility of Ideas
The following are examples of the types of suggestions that would and would not be allowed.

Eligible - ideas which will

· Lead to improvements in either the quality or efficiency of our services
· Lead to improvements in work procedures and methods
· Improve the efficiency and use of resources
· Contribute to better customer relations/press relations
· Contribute to the improved health and safety of staff 

· Improve customer care
Ineligible - ideas which

· Concern salaries
· Seek to vary terms and conditions of employment
· Are not original
· Would be expected of an employee as part of their normal duties and responsibilities. 
4. Procedure for Submitting Ideas
1. The employee writes (or emails) full details of their suggestion to Mr Smith (the Scheme Co-ordinator), including 
· What is your idea?

· How will it be implemented? 

· How much money will it save? 

· Are there other benefits that are not financial? 

2. The idea is recorded, numbered and an acknowledgement letter is sent to the employee.

3. The idea is forwarded to an Evaluator, selected by Mr Smith who will have one month (maximum) to investigate the idea and make a recommendation as to whether it should be accepted or rejected. 

4. Mr Smith will then consider the recommendation and determine whether an award is appropriate. 
5. If is decided that an idea should be rejected the employee will receive a written explanation of the reason for this decision.

6. Awards will not normally be taxable.

7. The target time for reaching a decision from the point of submission of an idea will be 60 days.

8. If an idea is rejected because of some shortfall or barrier to implementation having been identified, it will be possible for an employee to resubmit that idea with additional proposals for how these difficulties may be overcome. The idea would then be reassessed.                                                                                                    

9. All rejected ideas will remain on file for a period of 12 months during which time they will be re-assessed in order to check whether circumstances have changed thus allowing implementation. If this is not possible that Ideas file will be closed.
5. Awards
The Scheme coordinator has the option to make the following awards 

Recognition Awards
Where an idea has tangible benefits which will realise cost savings an award will be made of 10% of the first full financial years savings minus the estimated costs of putting the idea into practice (up to a maximum of £5000).

For ideas that bring intangible benefits an award up to a maximum of £200 will be made. 

Encouragement Awards
Where an idea is deemed to have particular merit but is unsuitable for implementation an encouragement award of £25 will be made.

Where it is not possible to assess the level of benefit to be obtained from an idea prior to implementation the Coordinator has the discretion to pay an interim award and to then review the idea again after implementation to determine whether a further award is needed.

Successful submissions will be celebrated and awards presented at the Annual Christmas Party.  

6. Appeals
If an employee feels that their idea has not been evaluated fairly they should raise their concerns with the Scheme Co-ordinator. A decision can be reconsidered if the idea has been misunderstood or the decision to reject it is not supported by facts and a reasonable argument.
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