






 
Employee Suggestion Program


 

Suggestion Form (Part A)





	Suggester Information

	Name:


	Job Title:

	Campus:          □  Main Campus

                        □  Anderson Campus


	Division/Department:



	Work Address:
	City, State, Zip Code:



	Work Phone:


	Name of Supervisor:

	Suggestion Information  (if more space is needed, attach a separate sheet)

	Thoroughly describe the present method or situation.  



	Thoroughly explain in detail how the proposed method or situation could be improved and reduce costs for the College. Please fully explain the impacts on all areas both positive and negative.  



	Provide the estimated first year’s tangible savings and ongoing savings and how that was determined/calculated.



	By my signature, I agree that once the suggestion above has been adopted by the College, the suggestion becomes the property of the College.

Signature:
	Date: 



	Submit form to:  Vice President for Business Affairs

                             Room 111, Ruby Hicks Hall
(College coordinator name and address)


	Contact Information:  Harold Roesch, 646-1796

(College coordinator name and phone number)


Employee Suggestion

Program Guidelines

Effective January 2, 2006

Overview
The Employee Suggestion Program provides a cash incentive for College employees to submit suggestions for tangible cost reductions through increased efficiencies or other economics or savings in the operations of their department/division or the College as a whole.

Eligibility

All permanent and probationary employees in a full-time equivalent position are eligible to receive a bonus under these provisions.  Administrators who report within two levels of the President are not eligible for a bonus under this program.

Process

The following steps outline the Employee Suggestion Program process:

Step 1

An employee submits a suggestion using the Employee Suggestion Program Form (Part A).

Step 2

Using the Employee Suggestion Program Evaluation Form (Part B), the College makes a determination whether or not the suggestion should be implemented and the estimated cost reduction association with the suggestion.  The Director of Personnel and Vice President of Business Affairs will evaluate the suggestion and will refer to the respective Vice President/Dean for evaluation if the suggestion pertains to their area(s) of responsibility.  After the Area VP/Dean evaluates the suggestion, s/he will return the entire suggestion form, with Part B completed, to the Vice President of Business Affairs.  The Vice President of Business Affairs will then finalize the evaluation and process accordingly.

Step 3

If either the Area Vice President or Vice President of Business Affairs disapproves the suggestion, the Area Vice President will notify the employee of the disapproval and the rationale for the disapproval.  It is the responsibility of the Vice President of Business Affairs to insure that such notification takes place in a timely manner.

Step 4

The President will review and provide final approval of all recommended suggestions.  If the suggestion is approved by the President, he will notify the employee, in writing, of the approval.  Notification of acceptance should include the approximate date of the monetary award.

Step 5

After evaluation, the President will return the form to the Vice President of Business Affairs.  If the suggestion was disapproved by the President, the Area Vice President will notify the employee of the disapproval (see step 3).  If the suggestion was approved, the Vice President of Business Affairs will retain a copy of the form for actual cost savings audit and send the original form (Part A and Part B) to the Personnel Office for processing of payment.

Award

A cash award shall be paid to employees who make a suggestion that is adopted under the College’s employee suggestion program. An employee may receive more than one bonus per fiscal year, provided the total of all bonuses paid does not exceed $2,000 for any one fiscal year.  The maximum amount of any one bonus payment, under this program, is $500.00.  

Pay Procedures

An employee who makes a suggestion for cost savings that is adopted by the College will receive a monetary award at the time of adoption, provided that the cost savings is immediately known.  If the suggested cost savings is an estimate, the monetary award will be awarded after the first 12 months of implementation of the suggestion to allow for the tracking of the actual cost savings.

Suggestion awards are paid through the payroll system and are included in taxable gross income, and are subject to all applicable taxes and employer contributions.  These include federal and state withholding taxes, Medicare, FICA, Unemployment Compensation Insurance and Workers Compensation Insurance.  Suggestion awards are not subject to deductions under the SC Retirement Systems.

Contact Information

For questions related to the program guidelines, contact Sharon Colcolough, 646-1790 or Harold Roesch, 646-1796.

To be completed by the Vice President of Business Affairs’ Office


Date Received: 
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