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" STATE OF WISCONSIN SERVICE IMPROVEMENT PROGRAM

CREATION

rfbr dsvalopment and establishment of a plan of Merit

ke Employes is provided in section 15,71 of the Statutes,
¥ Chapter 278, Laws of 1953, This plan shall here-

6d the Service Improvement Program.

PURPOSE OF THE SERVICE INPROVEMENT PROGRAM

Iniorovement Program has been developed to encourage State

bmit dew and oxrginal ideas pertinen£‘torths operation of

6 ‘Goverment

i8 to stimulats on-the~job thinking and Lo reward State

OQGANIZATEON

The duties of the Board are

LB term of three yearsa
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members, including the head of the department or his representative

and at least one employe from the rank and file,

One member of the Committes shall be designated Seerctary to act

ag lizison betwesn the Comnittee and the Board,

The Departmental Committees shall be responsible for:

ta)

(&)

(£}

The cenduct and cperabion of the Bervice Improvement Frogram

within their respective departments under the diraction of and

in accordance with rules and regulations promulgated by the

Merit Award Doards

Assisting the Board by thoroughly investigating and evaluating

suggestions and sccomplishments referred 4o them hy the Bbard.
It is expected the Committees will implement this duty by
enlisting, as Sub-Committees, employes who have the cepabili-
ties necessary to judge and evaluate suggestions and acocmp-~
1ighments,

Fellowing invesbhigatien and evaluation, a report recommending

apnroval or disapproval of the suggestion in a form prescribed

by th¢ Board,

Suitable ceremonies for the presentation of awards to employés

of their deparimont, |

Using all available means, as the Toard may propose, Lo prow

mote participation in the Service TImprovement Program hy

employes of their department.

Making reconmendations for any changes which will dmpreve the

Pregran,
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ELIGIBILITY FOR AM AYARD

Any employe or grouv of employes in the competitive and exempb
divisions of the classified service of the State of Wizconsin as
defined in Section 16,08 (3) and 16.09 of the Statutes is eligible
to receive an award for a meritoricus suggestion or accomplishment

accepted and approved by the Merit Award Board,

Recommendations on behalf of a State employe for an award for an
unusual and meritorious accomplishment may be submitted by any
person having knowledge of the circumstances. Accomplishments
brought to the attention of the Poard within six months will be

eligidble for an award,

A suggestion must relate to an improvement which i3z cutside the scope
of the employe's normal joﬁ regponsibilities. An employe is not
gilgible for award when the subject pertains to one assigned to hin
for resesrch, development, or solution, or which he would normally be

expected to offer in line of duty,

HO TO SURIIT A SUGGESTION (R PEPORT OF ACCQUPLISHMENT

1, Any eligible employe of the State may submit as oftén as desired:
a, oSugpestions relative to any activity of the 3tate of isconsin,.
bs  Reports on any unusual and meritorious accomplishments of a
State employe. An individual need not be an employe to submit
in this category. Any person having knowledge of the clrcume-
stances may submit a report,
2. The suggestion and report shall be in writing., No special forms

or blanks are required. The submission shall include:
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FOR_SUGGESTIONS ‘ FOR_ACCOMPLISHMENTS
A briefl statement describing as A statement describing HAT
the present methed and a the employe accomplished,
specific statement of WHAT be A statement explaining the
is suggested, RESHLTS of the sccomplish-
A statement of HOW it menty

should be accomplished,
A sitatement of what the

suggestion WILL accomplish,

In order to save time of investigation and unnecessary delay, all
detail and supporting information should be submitted with a
sugeestion,
For example, if a time-saving procedure is suggested, the amount
of time saved, the number of employes involved, and the reason
why the proposed method is more efficient than the existing
one should be indicateds If a form revision is sugpested,
the suggested form should be submitted with a copy of the

original one,

The suggestion or report shall include the author's name, classe
ification of hiz position, depaftment and division, and mailing
address, | |

The suggestion or report should be mailed to: The Visconsin State
Employe's Merit Award Board, c/o Bureau of Personnel, 3tate Capitol,

Madison, Wisconsin
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TYPES OF SUGGESTIONS AND ACCOMPLISHMINTS DESIRED

- Sugpestions or accomplishments relative to any activity of the State of

Wisconsin =zoy be submitted,
a, Suggestions:
The following ars listed solely to illustirats thse wide range
of improvements possible:
le Improvement in tools, equipment, and machinery.
2o Improvement in office methods and systems.
3. Improvement in the quality of production,
lia Improvemenﬁ in workcing conditions and housskeoping.
5. Elimination of accident, Tire and work hazards,
8, Elimination of wastc of every kinde
7+ Saving of time, materials, susplies, equipment,
8, TFurther extension and use of existing facilities of the
State Government such as sducationsl, health, welfare
and apriculiuwral services,
be Accomplishments:
Thoss work performances which result in an unusual and merite
orious accomplishment, These may relats to:
le Outstanding performance including a special act or service,
2, An adopted idea, method or devica improving public service
or providing more sconomical operation,
In sumary, any originél gugestilon or‘unusuai accompilishment which

feasibly enhances the service of any function of State Government 1s

desired,
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ATARDS

The types of awards which will be granted arc:

le Cash, accompanied with a Certificate of Award

2e Certificate of Commendation
The minimum cash award is $5.00. No maximum cash award is specificd,
A cash award is of such amount and is payable at such times as the
Herit Award Beard may fix and deternmine,
Duplicate awards will not be made for the same or eésentially similar

suggestions,

FROCEDURE I'OR PROCISSING SUGGTSTIONS AND REPORTS OF ACCOMFLISIIENTS

Lo Suggestions and reports of accomplisihments should be submitted
directly to the Merit Award Doard, This is to provide a fres
channel of communication between employes and the Board, and %o
provide an equal opportunity for all empleyes to qualify for an
avrard, |

2« Receipt of every sugrestion and report is promptly recorded and
acknorledged,

3¢ An ddentification number is substituted for the author!s nama,
This insures the impartial consideration of the suggesticn o
report on an anonymous basis,

he The proposal is referred to the progér Departmental or Divisional
Committee for investigation and recommendation, If it is
applicable to morelthan one départment, referral mey be made to

saveral Committees,
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The Merit Award Doard then considers the suggestion or report
together with the recormmendation from the Departmental Committee
and decides whether or nob an avard is merited,

The author is notified of the action taken on his suggestion or
reporte Jf an award is granted, it is presented promptlys  If no
award is made, the reasons thercfore are fully explained to the
suggestor,

The Departmental or Divisional Commities shall make arrangements
for suitable ceremonics for rresentation of awards to employves

of their department,
EVALUATION OF STOCKSTIONS AND ACCOIIPT.ISHIENTS

The Merit Award Beard decides whether or not an award shall be
granted, as well as the amount of award when cash is given.

The Departmental Committecs assist the Board by thofoughly
investigating and evaluating suggestions and accomplishments at
the operating level, They are charged with discretion as to

the merits of a supgestion because‘they ara in a position to
obtain expert opinicns on the suggestions They also have
authority to put the suggestion into effect, -

The Departmentel Committzcs make recommendations as to the value
of a suggestion or accomplishment, The Herit Award Board grants
the actual award, which is forvarded ts the D artmental Committes

for presentation,
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STANDARDS FOR EVALUATING SUGGTSTIONS AND ACCGHPLISHMENTS

Any original suggestion or accomplishment which feasibly enhances the
service of any function of State Government forms the ultimate standard
for evaluating the merits of a suggestion or accomplishment, An evalua-
tion of merit in terms of this standard‘may bhe governed essentlially

by consideration of one or more of the factors outlined below, This
outline is very general in order that the Committzes are not bound

by adherence to a striet formulas Frank and unrestricbed opinions

of the Conmittees on the merits of a suggestion or accomplisiment

are requested,

le Iz the suggestion oripginel?
It must not be a mincr revision of an existing practice.
“7e Is ths suggestion feasihle?
V11 the cost or some other factor render it impracticable
Tor immediate application?
3, Wiil the suggestion improve working conditions?
li¢ 1411 the suggestion result in better service to the public
or to werds of the Statas
s Will the suggestion lncrease safety?
¥ill hazards from aceidents, fires, or floods be reduced?
6e V¥ill the suggestion increase efficiency?
Will waste of materials, duplication of work, and delays
be eliminated? Will improvement in procadures and manage-

ment result?
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Te Uill the suggestion further the use of equipnent?
Will new uses for existing equipment result? 7411 improved
maintenance of squipment prolong its ussiulnesa?
8 111 the suggestion help %o conserve natural and physical
resources?
Vill it result in betber flood control, improvements in
agriculture, reduction of stream pollution, ete,?
9o Vi1ll the suggestlon improve human relationships between
employes, officials, and cilizens of the Staba?
Will service bo the citizens of the State be improved?
10, DBvalvation of unusual accomplishments,
as Is the accomplishment above and beyond the usual dubies
and responsibilitics of Lhe position?
be. What is the lasting valus of the accomplishment?
Ce Does the accomplishment lead to some change in method?
de Is the value of the accomplishment generally recognized
by other groups?
¢e Has the accomplishment tend=d to 2 wlder appreciation

of the value of the Stete Government or to a bebtbtor

human relationship in governmoent?




SUGGESTED PATTERN FOR PROCESSING SUSGESTION

i . N s T ! o .
SUGRESTER i SECRETARY OF MERYT AWARD BOARD : DEPARTMENT COMMITTEE ; MERIT AWARD BDARD

o TurNs tw Suesestron _ [ e ! :
: : i ;
: N ;
i 2 TIME STAMP AND RECORDS SuGGESTION g :
i 34 CHECKS SUBSECT FILE FOR DUPLI= : ;
i cATION (IF DUPLICATE, AuTHOR - ; :
s Y H - H

i HOTEFLED) ! :
e USS S | i :

3.{A) AUTHOR OTIFIED 1f SUGSESTION ! 4s CrassiFiee puro FiLe(s) i :
IS & DUPLICATE AND URGED TO | : ;
TAY AGAIN i 54 AckuOWLEDGES RECEIPT OF SUSSESTION | ;
i WITEESE 2 avs : ;

; ] i i

,\;/, i - ot 3 ]

8+ Receives ACKNOWLEDGEMENT I 7o Reviews SUGGESTION CONTENT FOA i f
; COMPLETENESS; OBTALNS FURTHER H !

; IMFORMATION WHERE. NECESSARY i t

| :

| Bs SucsEsTion Tyreo Fop REPADDUCTION | i

i BY MINMEQGRAFE, OMITTING EmpLovE's H i

: NAME, ADDRESS, AND OYHIR JOEuT{- i :

; FYIHG BATA. - ; :

| 5 é

| Se IDENTIFICATION RuMBER ASSIGHED i f

i 10. Azrers anonymous sucsestion i :

. : To Derve SommtrrEs {oE copy i ;

: FOR EiCH MEMBLR ] {

; : f {

! : e — i

i i v {

H i 1o TavesTicsrtes suesesTion i

] ! SELATIVE TG TS ORIGHNALITY, f

| ; PRACTICABILITY, COST oF ;

| i ADGPTION, ANG ESTIMATED :

; § VALUE.  (MaY ENLPST sus- |

i : COMMITYEES TO HELP Jupse ;

: ‘ & EVALUATE), :

; ; . i

: N A {

R : i 12e Makes mecommenoATions To Sonsp i

: ! i

i 13, Necesgsry RECORDS woTED ! ]



BUGGESTER

SECRETARY OF MERIT AWARD BGARD

DEPARTIMENT COMMITITEE

MERIT AWARD BOARD

i

[4s SUcCESTION PLACED 0¥ CALZHGAR

18 Recetves mesecTion LetTER
KD URSED TO

24, RECEIVES APPROVAL LETTER
KD FENFORMED ARKRANGEMERTS
FOA PRESENTATION OF AWARD
AKE BEING MADE

URGED To TRY AGAEN

FOR DFFIGIAL AGTION ;
i 15.  BOARD REVIEWS SUSGESTION TOGETHER
f : WITH DEPARTMEATAL COMMITIEE
{ : REFOAT AKD RECOMMENDATION AND
; ! EITHER #PPROVES OR BISAPPROVES
: : FOR AWARS :
i :
2 . IF_DiSAPPROVED
! ; Alnjent it
: i .
H
: { 154 LETTER GRAFTED WITH SPECIAL CARE
i i i GIVE® YO EXFLAIHING WHY SUGSESTION
: i HOT FAVORABLY CONSIDERED
! H i
N e R e
{7 CoPtEs OF LETTER TYPED anD :
SERT TO SUGGESTER AND : i
! GommMlTTEE : !
- ; e A ; |
H H - e =
| ; < :
; . 8e FECEIVES COPY OF REJECTIOR i
TRY AGAN : LETTER {coMMITTEE WOT prm i
i i FORMED OF SUSGESTER'S NAME) _ IF_APPROVED
i : ' '
% ! i 19, SUGGESTIGN APPEAISED FOR VALYE
! ! ; 2%. SETS AMART LN AUTHORIZES PAY-
i ; : MENT EN CASE OF .CASH AWARD
1 §
i i ]
: i { 2le APPROVAL LETTER ORAFTED
i i : i
3 s e e e e - - A e m e ——— i — § ——— SOV §
! ‘ :
i 224 COPIES OF LETTER TYPED AD : ; STE COMMITTLIE TO MAKE
i SENT To SUGHESTER AND ‘ ; SHEY ARRANGEMENT FOR
: CORIITTEE ‘ ; ! HTATION OF AWARD
— NN | d 3 i
i 1 o % i
| 2Je HECESSARY REGORDS KOTED ANB I 24, Rrceives copy of arprovat :
: SUGEESTION CLGSED OUT : LeTren  {rogxtiTy oF : i
! : : SUGGESTER MAGE XH0WH) ; :
: : ; |
? ! O R : S 1
§ % 25¢ MAKES KRRANGEMENTS FOR AwARD
; i PRESENTATION {USUALLY HE&D :
i | OF DEPARTHMENT PRESENTS AWARD) |




SUBGESTER ? SEGRETARY OF MERIT AWARD BOARD BEPARYMERT COMMITTEE HMERTT AWARD BOGRD
i
:
1
i 28, MAKES RRRANGEMENTS FoR PUSLICETY
i
i 27a  Auwans PRESENTED i
E ......... - —— e S et et e :
28, RECEIVES AWARD : i §
| 2% FoLLows uP oW ¥SE oF i
: SUGGESTIOH |

Preepzaen sy Bureay oF Persoawgr
Seevinse, 1953





