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TITLE 147
PROCEDURAL RULE
EMPLOYEE SUGGESTION AWARD BOARD

SERIES 1
RULES AND REGULATIONS GOVERNING THE OPERATION OF
THE WEST VIRGINIA PUBLIC EMPLOYEE SUGGESTION PROGRAM

§147-1-1. General.

1.1. Scope. -- The regulations establish general
rules for the submission, review and processing for a
possible honorary or cash award of suggestions by em-
ployees of the State of West Virginia to the Employee
Suggestion Award Board to cause substantial savings
or improvement in state government operations.

1.2, Authority. -- W. Va. Code §5A-1A
1.3. Filing Date. -- March 9, 1983
1.4, Effective Date. -- Mzarch 9, 1983

§147-1-2. Preamble - The West Virginia Public
Employee Suggestion Program.

2.1. Purpose. -- The primary goal of article one-a,
chapterfive-a ofthe West Virginia Code is to establish
the Employee Suggestion Award Program for em-
ployees of state government. Under this program,
cash or honorary awards will be made to state em-
ployees whose adopted suggestions will result in sub-
stantial 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 & climate in state government
which motivates employees to submit their ideas and
suggestions for improvements.

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

(d) Ensure that meritorious suggestions are ap-
propriately rewarded and ensure that appropriate

recognition is given to the employee.
§147-1-3. Definitions.

3.1. Employee Suggestion Award Board. -- "Em-
ployee Suggestion Award Board"” means a Board con-
sisting of the Commissioner of Finance and Adminis-
tration, Commissioner of the Department of Labor,
Commissioner of the Department of Employment Se-
curity, the President of the State Senate, the Speaker
of the House of Delegates, one (1} member of the Sen-
ate appointed by the President of the State Senate
and one (1) member of the House of Delegates ap-
pointed by the Speaker of the House of Delegates.

3.2. Department head. -- "Department Head"
means the official in charge of a particular state gov-
ernment department or agency. The department
head will appoint the idea counselor and departmen-
tal awards committee for that department or agency.

3.3. Idea counselor. --"Idez Counselor" mears the
person who coordinates and administers the Employ-
e2 Suggestion Program within a state department or
agency.

3.4. Departmental awards committee, -- "Depart-
mental Awards Committee” means a group of employ-
ees appointed by the department head in a particular
department or agency to evaluate and process em-
ployee suggestions for that department or agency.

§147-14. Responsibility of the Employee Sugges-
tion Award Board.

4.1, The establishmenst, the administration, the
execution and enforcement of article one-a, chapter
five-a of the West Virginia Code and policies, Rules
and Regulations of the Emplovee Suggestion Pro-
gram shall be the responsibility of the Employee Sug-
gestion Award Board,
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4.2, The installation and maintaining of any nec-
essary recordlkeeping systems, the establishment and
prometion of an adequate employee and public infor-
mation program, the periodic analyzation of the ef-
fects of the Emplovee Suggestion Program and the
preparation of an annual report {0 the Governor are
the responsibility of the Employee Suggesiion Award
Board.

§147-1-5. Eligible employees.

5.1. Any state employee who is eligible for mem-
bership in a state retirement program is eligible to
participate in the Employee Suggestion Program ex-
cept as described in Section 5.2 and in Section 6 be-
low. Temporary and part-time state employees, even
though not eligible for membership in a state retire-
ment program, are, nevertheless, eligible to partici-
pate in the Employee Suggestion Program,

5.2, Employees whose primary duties concern ad-
ministrative planning and research, or whose normal
duties include the making of suggestions, or who are
expected as part of their job to develop ideas for im-
provement and to act upon them, are eligible for an
award only for those suggestions not related to their
areas of responsibility.

5.3. Any former state employee who has submitted
an employee suggestion prior to the termination of
the employee's employment.

§147-1-6. Ineligible emplovees.

5.1, No award may be made tc any employee for
any suggestion which would be expected from the per-
formance of the employee’s normal dutles and re-
sponsibilities and which the employee has the author-
ity to implement. ’

6.2. Supervisory personnel may not be given an
award for a suggestion if the employee has the au-
thority to implement the employee's own suggestion
unless the suggestion has appiication aiso to units
other than the supervisor's unit.

6.3. Noaward may be made to any employee whose
primary duty is research, planning, investigation or
management analysis and evaluation unless the sug-
gestion concerns a matfer which is ¢learly unrelated
to the employee's current assignment or primary du-

ty.

6.4. Employees serving, as a part of the Employee
Suggestion Program, on any departmental awards

committee, subcommittee or ad hoc committes 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 committee, subcommitfee or ad hoc commit-

_tee while the employee's suggestion is being consid-
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ered by the departmental awards committee.

8.5. An employee whose suggesiion relates to a
special problem specifically assigned to the employee
for solution cannot be given an award unless the sug-
gestion has broad application, surpassing the scope of
the assignment.

5.6, Normally,cash awards may notbe made toan-
v employee asscelated with the Employee Suggestion
Program. Under special circumstances, the Board
may authorize exceptions and in zil such cases, the
empiovee must disqualify himself from making any
evaluations or recommendations regarding the em-
ployee’s suggestion,

_6.7. Former state government employees are not
eligible to submit suggestions for award after their
employment has ferminated.

8.8. Any state employee convicted of a felony con-
nected with staie government employvment is not eli-
gible.

§147-1-7. Eligible suggestions.

7.1, Any suggestion which is useful, practical and
constructive and is of benefit to the state is eligible for
an award.

7.2. A suggestion may involve an entirely new ide-

_a, improvement of an existing process or activity or

an application of ar old idea which can be adopted to
the state's benefit.

7.8, Ifa suggestion is medified by the Board or any
implementing agency, the employee will remain eligi-
ble for an award.

7.4, 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.

§147-1-8. Ineligible suggestions.

8.1, Personal grievances.
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8.2. Suggestions concerning classification and pay
of positions. - : o

8.3. Those which do not propose z specific method
or procedure for implementing the suggestion.

2.4. Those which correct conditions that existonly
because established policy and procedures are not be-
ing followed.

8.5. Those which duplicate another suggestion
previously submitted and eligible for considerationor
for which anaward hasbeen previously granted or de-
nied.

8.8. Those which simply suggest eliminating, in-
stituting, lowering or raising fees or taxes levied by
the state.

8.7. Those concerning matters which are the re-
sult ofassigned 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.

8.8, Those calling attention to the need for routine
maintenance operations involving buildings,
grounds, equipment, etc., which should normally be
reported through established channels:
however, That suggestions concerning improvements
in maintenance methods, materials or equipment
may be considered for anaward.

8.9. Matters 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: Supporting documentation should be available
from management when a suggestion is ruled ineligi-
ble under this provision.)

§147-1-9.
tion.

Submission and processing of sugges-

9.1. The completed suggestion should be submit-
ted by the employee as soon as possible after it is
documented, preferably before any attempt is made o
implement it. All suggestions should be submitted to
the idea counselor in the 2gency where the employee
is employed.

9.2. If an employee wishes to submit a suggestion
invelving another agency, the emplovee would still
submit the employee suggestion form to the idea

Provided,

counselor in the employee's agency. The idea coun-
selor will send the employee suggestion to the depart-
ment head who will promptly forward the employee
suggestion to the department head in the other agen-
¢y for processing by that agency.

9.3. The idea counselor will forward all employee
suggestionstothe departmental awards commitiee. It
iz here that the evaluation process begins.

9.4. 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 recommenda-
tions to the idez counselor. The departmental awards
commitiee will have a maximum of thirty (30) days
from the date of receipt of the suggestion to evaluate
each suggestion.

8.5, The idez counselor will examine the employes
suggestion and review the recommendations of the
departmental awards committee. After thorough ex-
amination of the employee suggestion, the idea coun-
selor will submit a recommendation and the employee
suggestion form to the department head.

9.6. The department head will examine the em-
plovee suggestion and review the recommendations of
the departmental awards committee and the idea
counselor. Next, the department head will estimate
the zavings that reasonably ¢an be expected to result
from implementing the employee suggestion for a fis-
cal year or twelve (12) consecuiive months. The de-
partment head will submit a recommendation and the
employee suggestion form to the Employee Sugges-
tion Award Board.

9.7. The Employee Suggestion Award Board will
examine the emplovee suggestion and review the rec-
ommendations of the departmental awards commit-
tee, idea counselor and the department head. The
Board shall approve or disapprove 21l empleyee sug-
gestions. The Board will notify in writing the sug-
gester and the department head of the final disposi-
tion of the suggestion. For all disapproved sugges-
tions, the notification will include 2 full explanation
of the reason or reasons for rejection. All evaluations
and processing required by the Board will be complet-
ed within sixty (80) calendar days frem the date of
receipt by the Board of the suggestion.

9.8. Whenthe Board hasacted on a suggestionand
has either approved or rejected it, the Board will com-
municate with the department head and the empioyes
who made the suggestion, advising of the Board's ac-
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tionn. If the Board adopts the suggestion, it will re-
quest the department head to, and the department
head will, implement the suggestion for one (1) fiscal
vear or for twelve (12) consecutive months. Thereaf-
ter the department head will report as soon as possi-
ble to the Board on the results of the implementation,
whether there was a substantial savings or improve-
ment in state government operations and the estimat-
ed savings, ifany, resulting from the implementation.
The Board will.review results of the Implementation
and decide whether or ot 2an award will be made and
if the award is to be cash or honorary, Ifa cash award

is made, the Board will make the award as provided
by statute.

8.9. The department head or agency head, if a
small agency, may perform duties of idea counseler
and departmental awards committee if approved by
the Board.

§147-1-10. Annual report.

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




