NOTICE QF PURLIC HEARING

EMPLOYEE SUGGESTION AWARD BOARD

Pursuant to Chapter 52, Article 1A, of the West Virginia Code
of 1931, as amended, the Employee Suggestion Award Board shall
hold a hearing at 10:00 A.M. on Monday, September 13th, 1982,
in the State Senate Chamber, State Capitol Complex, Charleston, West |
Virginia, £for the purpose of receiving public comment on the proposed]

administrative regulations of the Employee Suggestion Award Board.

Hon,. Warren R. McCGraw
Chairman
Employee Suggestion Award Board

July 23, 1982
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I, Warren R. McGraw , Chalilrman ,
Title or Fosition
Employee SuggestionrAward Board , hereby submit to record in
Department or DJivision -

the State Register on 8§ 1/2 x 11 paper two (2) copies of

x3 proposed rules and regulations concerning topics of material not
covered by existing rules and regulations;

{ } proposed rules and regulations supersedlng rules and regulations
already on file;

. EX notice hearlnc

() findanS and deLermlna+1ons,

{3 rules aﬁd regulations; or

&3 other - specify ( LEGISLATIVE&x) PQOCEDURAL () IHTERBRETIVE () RUI

This filing pertains to

Chapter = 5A
Article . . 12
Series

Section
Page No.

(%) proposed rules and regulations are required to go to Legislative
" Rule haklno Conmlttee-

€3 proposed rules and regulations are excluded from Legislative
Rule aklng Conmlttee'

‘ 7/23/82
. Date Submltte

Slgnauure of Persdn Authorlzlng
this Filing




FISCAL NOTE FOR PROPOSED RULES

Rule No. Series I Subject_Employee Suggestion Program
Type of Rule: Bttt egislative l:[lnfcerpretive [ Procedural
| Agency Employee Suggestion : Address E~132 State Capitol

Award Board

Charleston, WV 25301

Authorized Representative Phone348-2040
. ‘ - ANNUAL ' FISCAL YEAR
1. Effect of Proposed Rule Increase | Decrease | Current] Next |Thereafter
Estimated Total Cost X | $ . $800.00 %D0.0P%O0.00
Personal Services - 0
Current Expense . ‘1 800.00}500.00}f 200.00
. Repairs and Alterations , 0 0 0
Equipment. o | | o | .o 0
Others _ 0 0 0

2. Explanation of above estimates.

.~ Thesé estimates are based on: the cost of printing materials
,_(gu:r_.dellnes,, leaflets and suggestion forms) for the program.

3. Date_ 7-23-82 - Agency, Emplovee Suggestion Award Board
;- ' ‘ . S ‘ '
Signature of Agency Head Signature of Authorized Representative

Ny Y

Hon. Warren R. McGraw
Chairman : ,
Employee Suggestion Award Board




STATEMENT OF ECOMOMIC IMPACT OF PROPOSED RULES OR REGULATIONS

Agency_FEmployee Suggestion Award Board

Rule No. Series I N * Subject Emplovee Sucgestion Award
o - Program
1. Explanation of Overall Economic Impact of Proposed Rule.

A. Economic Impact on State Government.

The proposed rules, if 1mplemented would improve State
.Government operaticns and result in significant savings.
to this’ State.

‘B. .Economlc lmpact on Pohtlcat Subd:vzsxons, Specific Industries;
.. Specific’ groups of citizens.

. - None

C. Economzc: ]mpact on szens/Pubhc at Large.

The economic impact of the proposad rules, if 1mplemented
would result in a more cost effectlve State CGovernment.

‘Déte ’ "7-23—82 ' ] Agencyhﬁmwmwﬁi'

Signature of Agency Head ‘ Signature of Authorized Repressntative

"Hon. Warren R. ‘McGraw T
Chairman
Employee Suggestion Award Board
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. West Virginia State Public Employee Suggestion Procgram Regulations
Employee Suggestion Award Board
Chapter BA-1A

Series I
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West Virginia Administrative Regulations

Employvee Suggestion Award Board
Chapter SA-1A

Serias I
SUBJECT: RULES AND REGULATIONS GOVERNING THE OPERATION
OF. THE WEST VIRGINIA PUBLIC EMPLOYEE SUGGESTION

PROGRAM

Section 1. General.

1.01 Bcope - The regulations establish general rules for the
submnission, review and processing for a possible honorary or cash award
of suc“gestions by employees of the State of West Virginia to the Employee
Suggestion Award Board to cause substantial savings or mprovement in
State Government operations.

1. 02 Authority ~ These rules and regulations are under authorlty of
West Vnrgmia Code, Chapter 5A, Article 1A.

1.03 Filing Date - These regulations are promuigateci on: the
day of , 1984, and filed on the day of . , 1982, In
the Secretary of State's Office. - '

.04 Effective Date - These rules and regulations were promulgated
on Lhe day of -, 1982, and became effective on the
day of ~, 1983. :

1.05 State Register - These rules and regulations were published m
the State Reoqscer in the Office of the Secretary of State on the
day of 1983 i

Section 2. Preamble - The West Virginia Pub]ic Employee Suggestion
Program. - - '

2.01 Purpose - The primary goal of Article 1A, Chapter 5A of the
West Virginia Code is to establish the Employee Suggestion Award Program

for employees of State Government. Under this program, cash or honorarv

awards will' be made to state employees whose adopted suggestions will
result in substantial savings or improvement in State Government
operations. :

The specific objectives of the program are to:

{a) Stimulate creative and innovative thinking by State Government
employees

(b) Develop a climate in State Government which motivates employees
to submit their ideas and suggestions for improvement.




Employee Suggestion Award Board Sec. 2.01
Adm. Reg. 5A-1A
Series 1

(¢) Provide an Iimpartial review and evaluation of employee
suggestions by persons qualified to judge their merits.

(@) Ensure that meritorious suggestions are appropriately rewarded
and ensure that appropriate recognition is given to the employee.

Section 3. Definitions.

3.01 Employee Buggestion Award Board - "Employee  Suggestion
Award Board” means a board consisting of the Commissioner of Finance and
Administration, Commissioner of the Department of Labor, Commissioner of
the Department of Employment Security, the President of the State Senate,
the Speaker of the House of Delegates, one member of the Senate
appointed by the President of the State Senate and one member of the
House of Delegates appointed by the Speaker of the House of Delegates.

3.02 Department Head - "Department Head"” means the official in
charge of a particular State Government department or agency. The
Department Head will appoint the Idea Counselor and Deparimental Awards
Commitiee for that department or agency.

3.03 Idea Counselor - "Idea Counselor® means the person who
coordinates and administers the Employee Suggestion Program within a
state department or agency.

3.04 Departinental Awards Commitiee -  '"Departmental Awards
Committee” means a group of employees appointed by the Department Head
in a particular depariment or agency to evaluate and process employee
‘suggestions for that department or agency.

Section 4. Responsibility of the Employee Suggestion Award Board.

4.01 The establishment, the administration, the execution and
enforcement of Article 1A, Chapter 5A of the West Virginia Code and
policies, rules and regulations of the Employee Suggestion Program shall be
the respoénsibility of the Employee Suggestion Award Board.

4.02 The installation and maintaining of any necessary recordkeeping
systems, the establishment and promotion of an adequate employee and
public information program, the periodic analyzation of the effects of the
Employee Suggestion Program and the preparation of an annual report to
]tshe Governor are the responsibility of the Employee Suggestion Award

oard. ' '

Page 2
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Employee Suggestion Award Board Sec. 5
Adm. Reg. SA-1A
Series 1

Section 5. Eligible Employees.

5.01 Any state employee whe is eligible for membership in a state
retirement program is eligible to participate in the Employee Suggestion
Program except as described in §5.02 and in Section & below. Temporary
and part-time state employees, even though not eligible for membershlp in -
a State retirement program, are, nevertheless, ehgible to participate in the
Employee Suc’gestmn Program

5.02 Employees whose primary duties concern administrative planning
and resea¥ch, or whose normal duties include the making of suggestmns
or who are expected as part of their job to develop ideas for improvement
and to act upon them, zre eligible for an award only for those suggestions
not related to their areas of responsibility.

5.03 Any former state employee who has submitted an employee
suggestion prior to the termination of the emp]oyee s employment.

Section 8. Ineligible Employees.

€.01 No awird may be. made to any employvee for any suggestion
. which would be expected from the performance of the employee's normal
duties and responsibilities and which the employee has the authority to
Jmplement

6.02 Supervisory personnel may not be given an award for a
suggestion if the employee has the authority to implement the employee's
own suggestion unless the suggestion has application also to units other
than the supervisor's unit.

6.03 No award may be made to any employee whose primary duty is
. research, planning, investigation or management analysis and evaluation
unless the suggestion concerns a matter which is clearly unrelated fo the
employee's current assignment or primary duty.

6.04 Employees serving, as a part of the Employee Suggestion
Program, on any Departmental Awzards Committee, subcommitiee or ad hoe
committee are not eligible for awards for suggestions falling within the
scope of the agency's functions and responsibilities, unless the employee
steps down from the employee's responsibilities as a member of the
Departmental Awards Commlttee, subcommittee or ad hoc committee while
the employee's suggestion is bemg considered by the Departmental Awards
Committee.




Employee Suggestion Award Board Sec. 6.05
Adm. Reg. S5A-1A
Series I

6.05 An employee whose suggestion relates to a specizl problem
specifically assigned to the employee for sclution cannot be given an award
unless the suggestion has broad application, surpassing the scope of the
assignment.

6.08 WNormally, cash awards may not be made to any employee
associated with the Employee Suggestion Program. Under special
circumstances, the Board may authorize exceptions, and in all such cases,
the employee must disqualify himself from making any evaluations or
recommendations regarding the employee's suggestion.

6.07 Former State Govermment employees are not eligible to submit
suggestions for award after their employment has terminated.

6.08 Any state employee convicted of a felony comnected with State
Government employvment is not eligible.

Section 7. Eligible Suggestions.

7.01 Any suggestion which is useful, practical and constructive and
is of benefit to the State is eligible for an award. '

7.02 A suggestion may involve an entirely new idea, improvement of
an existing process or activity or an application of an old idea which can
be adopted to the State's benefit.

7.08 If a suggestion is modified by the Board or any implementing
_agency, the employee will remain eligible for an award. .

7.0& If a suggestion is responsible for stimulating activity on the
part of supervisors or management and results in improvements, the
suggestion may be eligible for an award even though it may not have been
implemented as specified in the suggestion.

Section 8. Ifeligible Suggestions.

8.01 Perscnzl grievances.’
8.02 Suggestions concerning classification _and pay of positions.

8.03 Those which do not propose z specific method or procedure for
implementing the suggestion. _ :

Page 4




Employee Suggestion Award Board Sec. 8.04
. Adm. Reg. HA-1A
Series 1

8.04 Those which correct conditions that exist only because
established policy and procedures are not being followed.

8.05 Those which duplicaté another suggestion previously submitted
and eligible for consideration or for which an award has been previously
granted or denied.

8.06 Those which simply suggest eliminating, instituting, lowering or
raising fees or taxes levied by the State.

8.07 Those concerning matters which are the result of assigned or
contracted audits, studies, surveys, reviews or research, unless the
suggestion idea is not directly included in the follow-up, recommendations
or activity generated by these efforts.

8.08 Those calling attention to the need for routine maintenance
operations involving buildings, grounds, equipment, ete., which should
normally be reported through established channels; however, suggestions
concerning improvements in maintenance methods, materials or equipment
may be considered for an award.

‘8.09: Maiters recommended outside the Employee Suggestion Program
for study or review.

8.10 Those concerning matters which are actively being considered
by supervision or management. (Note: Suppommc-‘ documentation should
be available from manao'ement when a suggestmn is ruled ineligible under
this provision. )}

Section 9. Submission and Processing of Suggestion.

8.01 The completed suggestion should be submitted by the employee
as soon as possible after it is documented, preferably before any attempt
is made fo implement it. Al suggestions should be submitted to the Idea
Counselor in the agency where the employee is employed.

9.02 If an employee wishes to submit a suggestion involving another
agency, the employee would still submit the employee suggestion form to
the Idea Counselor in the employee's agency. The Idea Counselor will
send the employee suggestion to the Department Head who will promptly
forward the employee suggestion to the Department Head in the other
agency for processing by that agency.

8.03 The Idea Counselor will forward all employee suggestions to the
Departmental Awards Comm1ttee It is here that the evaluation process

begins.

Page 5




Employee Suggestion Award Board _ Sec. 9.02
Adm. Reg. BA-1A
Series 1

9.04 Each Departmental Awards Committee, upon receiving the
suggestion, will conduct a thorough and objective analysis of the
suggestion and will prepare and forward an evaluation report with
recommendations to the Idea Counselor. The Departmental Awards
Committee will have a maximum of thirty (30) days from the date of receipt
of the suggestion to evaluate each suggestion. '

9.05 The Idea Counselor will examine the employee suggestion and
" review the recommendations of the Departmental Awards Commititee. After
thorough examination of the employee suggestion, the Idez Counselor will
submit a recommendation and the employee suggestion form to the
Department Head.

9.06 The Department Head will examine the employee suggestion and
review the recommendations of the Departmental Awards Committee and the
Idea Counselor. INext, the Department Head will estimate the savings that
reasonably can be expected to result from implementing the employee
suggestion for a fiscal year or twelve consecutive months. The
Department Head will submit a recommendation and the employee sugg:estmn
form to the Employee Sua‘gestlon Award Board.

'9.07 "The Employee Suggestion Award Board will examine the
employee suggestion and review the recommendations of the Departmental
Awards Committee, Idea Counselor and the Department Head. The Boarad
shall approve or disapprove all employee suggestions. The Board will
notify in writing the suggester and the Department Head of the final
dispostion” of the suggestion. For &l disapproved suggestions, the
notification will include a full explanation of the reason or reasons for
rejection. All evaluations and processing required by the Board will be
completed within sixty (60) calendar days from the date of receipt by the
Board of the suggestion.

9.08 When the Board has acted on a2 suggestion and has either
approved or rejected it, the Board will communicate with the Department
Head and the employee who made the suggestion, advising of the Board's
action. If the Board adopts the suggestion, it will request the Department
Head to, and the Department Head will, implement the suggestion for one
fiscal year or for twelve consecutive months. Thereafter the Department
Head will report as soon as possible to the Board on the resulis of the
implementation, whether there was a substantial savings or improvement in
state government operations and the estimated savings, if any, resulting
from the implementation. The Board will review results of the
implementation and decide whether or not an award will be made and if the
award is to be cash or honorary. If a cash award is made, the Board will
make the award as provided by statute.

9.08 The Department Héad or Agency Head, if a small agency, may

perform duties of Idea Counselor and Departmental Awards Committee if
approved by the Board.

Page 6
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Employee Suggestion Award Board } Sec. 10
Adm. Reg. BA-IA '
Series 1 : :

Section 10. Annual Report.

10.01 The Employee Suggestion Award Board will prepare an annual
report to the Governor.

Page 7




