'Human Resources

Employee Suggestion Award Program
Processing Steps

Step 1: Submission & Intake
e Employees submit suggestions using the official ESAP form through the Power App
platform.

Agency Coordinator Responsibilities:
e Review for eligibility (located in the operating procedures — section 3)
¢ Notify the employee of receipt and eligibility status
e Assign an Agency Evaluator for the suggestion

Note:
If a suggestion does not apply to the employee’s agency, the Agency Coordinator will reassign the
suggestion to the appropriate agency.

Step 2. Agency Evaluation
e The Agency Evaluator reviews the suggestion and prepares a recommendation for
implementation or non-implementation.
e Evaluations should be completed within 30 calendar days.

Step 3. Agency Review Team
e The Agency Coordinator schedules and provides materials for the Agency Review Team
meeting.
e The Agency Review Team reviews the suggestion and determines whether to implement it.

Outcomes:
Not Approved:
e Agency Coordinator notifies the employee and finalizes the decision.

Approved & Implemented:
e Suggestion is implemented by the agency
e Savings are tracked by Agency Fiscal Officer for (1) year
e If savings are realized, it is forwarded to the ESAP Board Administrator with required
documentation. (i.e. Suggestion Form, Authorization Signature Form, other supporting
documents for the suggestion)




Determining Savings or Benefits

Measurable Savings (Cash Awards)
e Suggestions that result in cost savings may qualify for a cash award:
o 15% of annual savings, up to $100,000
Based on savings from the first fiscal year after implementation
Paid within 90 days after the fiscal year ends
Awards over $50,000 are paid over 3 years in equal amounts

o O O O

Employees who leave State service forfeit remaining payments

Non-Measurable Benefits (Honorary Awards)
e Suggestions that improve:
o Safety
o Health
o Services to citizens
o Operational efficiency

These may receive honorary recognition when benefits cannot be measured financially.

Elements of a Good Evaluation

e Uses clear, factual data, especially regarding cost savings
e |swritten in plain language (no acronyms or technical jargon)
e Fully addresses the employee’s suggestion

Key Questions to Consider:
e Isthe suggestion valid, even if not perfectly stated?
e Does the evaluation address all points raised?

e Could implementation create unintended negative impacts?

Important Notes
e Monetary awards are only granted for implemented suggestions with verified savings
e Employees in certain roles may be ineligible for monetary awards, but may receive honorary
recognition

4. ESAP Board Review & Awards
e The ESAP Board reviews eligible submissions and makes final decisions on awards.

If Approved:
e Awards are processed by:
o Coordinating a supplemental payroll request
o Issuing a letter of appreciation from the Commissioner of Human Resources
o Preparing a Certificate of Recognition (if applicable) for awards ceremonies




