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Employee Suggestion Program
Purpose

The purpose of the Athens State University Employee Suggestion Program is to incentivize and
recognize employees for suggestions that improve the effectiveness and efficiency of the University's
operations, the safety and working conditions of employees, or net revenues.

Eligibility

To be eligible for an Individual Employee Suggestion Award, an employee must:

e Be a permanent faculty or staff member (full or part-time);
e Have been employed in his/her current position for at least one year;
e Meet expectations in all areas of work.

Criteria and Process for Nomination

Generally speaking, suggestions must be specific, unique, and constructive, and most often should be
related to functions of the area or department in which the employee works. To be considered for
adoption, a suggestion should be worth its cost of implementation. It should:

e Increase effectiveness and/or efficiency; OR
e Lead to improved and safer working conditions; OR
e Reduce costs; or increase revenue.

Written suggestion statements should include three elements:

e A statement of the problem or area for improvement;
e The specific proposed solution for the problem or area; and
o The likely costs and benefits

Suggestions and supporting materials will be accepted on an ongoing basis using the standard
suggestion form.
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IV. Selection Process

e Suggestion forms are to be submitted directly to the supervisor or department head, who will
evaluate the suggestion.

o If the suggestion is implemented, the form and documentation that fully describes the
executed change and its measurable benefits are to be forwarded to the Office of Human
Resources.

e Human Resources will evaluate implemented suggestions and will forward them to the
President for final approval.

e Employee Suggestion Award recipients will be officially notified by the President’s Office of
their awards no later than April 30™".

V. Recognition

Upon final approval of the awardees, the Vice President for Financial Affairs, in collaboration with the
President and Cabinet, will make a determination of the type and amount of the award.

The President will publicly recognize each approved suggestion at an appropriate University function.
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