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Citywide/Planning Department Idea Program 

Citywide/Planning Department Idea Program

	Administrative Instructions


1. Background and Purpose:  
The Management Services Department developed a Citywide Idea Program, which was approved by the Management Leadership Team (MLT) on November 17, 2006.  The Citywide Idea Program was initiated in January 2007.

The Planning Department has established a suggestion program and beginning April 2, 2007, Planning Members will have two new Idea programs that can be used to submit Ideas:  a Citywide Idea Program, as described in Appendix A and a Planning Department Idea Program (Appendix B), as described below.  Created with a common thread, both will strive to provide an easy-to-evaluate process.  Management Services will manage the Citywide Idea Program and the members of the Management & Support Division of Planning will manage the Planning Idea Program.

These programs provide the opportunity for employees to submit Ideas on improving our organization’s service delivery.  The following information is intended to provide Planning members with additional avenues to submit their Ideas for consideration.
	The purpose of the City Idea Program and the Planning Department Idea Program is to focus on citywide cost savings and increased efficiencies through the development of service improvements by management and members. 


2. Policy: 
The Planning Department Idea Program supersedes any suggestion/Idea programs the department or a division may have implemented.

Desired Outcome:
a. The department will be engaged in continuous service improvement and will actively encourage members to be involved in that improvement.

b. Reduced costs or improved quality of services provided.

c. Reduced use of energy, water and/or supplies.

d. The department more effective and efficient.

e. The department will actively act on viable Ideas that are aligned with department priorities.

f. Employees receive a timely response to their Ideas.

Eligibility Criteria:
This program is open to all full-time, part-time and contracted Planning Department members.

Criteria for Viable Ideas should:
a. Be department specific.  Ideas that impact multiple departments will be forwarded to Management Services for Citywide review.

b. Improve service outcomes.

c. Be accomplished within current funding and/or identified resources to implement.

d. Eliminate redundancy.

e. Bring in additional revenue.

f. Increase efficiency.

g. Improve staff capability.

h. Provide better customer service.

Ideas not to be considered include those that:
a. Would normally be expected in the performance of the member’s job or which the member can implement without higher-level approval.

b. Constitute a personal grievance or complaint.

c. Request a change in salary or position.

d. Do not include a solution or plan for improvement.

e. Are the results of assigned or contracted audits, studies, surveys, reviews or research.

f. The Management and Support Team can document as already under active consideration.

g. Duplicate another suggestion under consideration or one that has been rejected or approved.

h. Propose using methods or resources already available or changing an existing fee.

i. Are excessively cost prohibitive.

j. Are not within the scope of the department’s mission.1
3.
Procedures:
a. To sponsor a Planning Idea, write down the Idea and solution and send it to Brenda Riggs, Management and Support Division.

b. Please minimally include your name, phone number, division, and a description of your Idea and an implementation plan.  Appendix C, “How About This Idea?” is the ideal format for submittals.

c. The Management and Support Division will meet within one week of receipt of a new Idea to review the Ideas to determine if they meet the criteria established above.

d. If an Idea meets the criteria, Management and Support will identify and convene a panel of subject matter experts to determine if and how the Idea can be implemented.  The Idea’s sponsor will be invited to serve on the panel to lobby for the Idea and to understand the opportunities and constraints posed by the Idea.  Ideas may be revised and resubmitted.

e. Ideas ready for implementation will be presented to the Director and to Division Heads for final approval.

f. When an Idea is implemented, the results will be distributed to all Planning members.  Keep in mind; suggestions that move forward for action may take some time to implement.

g. The implementation of an Idea will be highlighted at full department staff meetings. 

4. Awards:
There will be three (3) classes of awards consisting of the following:

1. Honorable Mention:  An idea that results in minimal monetary savings to the City (up to $2,000).

i. The Department Director sends the suggestor a letter of commendation; with copies sent to his/her department head and a copy to the employee’s personnel file.

ii. Class Act Award

2. Commendable:  Yearly monetary savings from $2,000 to $20,000 (after implementation costs).

i. The Department Director sends the suggestor a letter of commendation; with copies sent to his/her department head and a copy to the employee’s personnel file.

ii. Class Act Award

iii. Four (4) hours of annual leave (to be taken within 4 pay periods of the award)

3. Outstanding:  Yearly monetary savings to the City from $20,000 plus (after implementation costs).

i. The Department Director sends the suggestor a letter of commendation; with copies sent to his/her department head and a copy to the employee’s personnel file.

ii. Class Act Award

iii. A framed “My Idea Worked” award certificate, plaque or magnetic sign presented by a member of the executive staff.

iv. Eight (8) hours of annual leave (to be taken within 4 pay periods of the award).

5. Responsibility and Authority:
Director’s responsibility:
a. The Director has the authority and responsibility to reject Ideas that are not in the best interest of the department.

b. All Idea sponsors receive an acknowledgement letter. (Appendix D) within one week of the Idea submittal.

c. Ensure department accountability in reports provided to the City Manager’s Chiefs.

d. Include the following information in status reports for reviewed Ideas:

i. Restatement of the Idea;

ii. Relevant facts, data and context;

iii. Quantifiable discussion and analysis;

iv. Decision statement as to whether the Idea will be implemented or not;

v. Statement outlining what will happen with the Idea and the timeframe for a final disposition;

e. All Idea sponsors receive notification of the decision made regarding implementation (Appendix E).

Department Leadership Team
a. The Department Director and division heads will make final approval of all ideas to be implemented.

b. The Team has the authority to present an award for an implemented Idea.  If an award is to be given, the appropriate Team member will present the award at a staff meeting or other gathering deemed appropriate for such presentation.

Management & Support Team Members
a. These Team members will meet within one (1) week of receipt of a new Idea to review the Idea for viability.

b. If an Idea meets the validity criteria, the Team members will identify and convene subject matter experts with the review and decision making process.

Division Head Responsibility:

a. Encourage Members to Sponsor Ideas

b. Encourage Subject Matter Experts to work toward implementation of viable Ideas

Idea Coordinator’s Responsibility:
a. Prepares the acknowledgement (Appendix D)  and the disposition (Appendix E) letters to be signed by the Director and sent to the Idea sponsor.

b. Communicate with members on a regular basis (minimally 2 times a year) on the status of the Planning Department Idea Program.

c. Upon the completion of the review, send Idea sponsor notification of the decision made regarding the implementation of the Idea.

d. Prepare accountability documents for Director’s report to City Manager.

Member’s Responsibility:

a. Follow the criteria as stated above with the desired outcome and department mission in mind.

b. Identify yourself in your Idea submittal (the Management & Support Team or Citywide Idea Coordinator may need to follow up with questions; therefore, anonymity does not work and is not a culture the City wants to foster.

Approved:



Date


William J. Whitney, Jr.





Interim Planning Director


Appendix A

Citywide Employee Suggestion Program Summary
My Idea Works!

This site contains information about the Citywide Suggestion Awards program. 

http://beachnet.vbgov.com/departments/ms/myideaworks.html
Here’s how it works:

· Write down your idea and send it to IDEA PROGRAM, Management Services, Building 1. That’s all it takes! There are no forms required but please be sure to provide your name and a telephone number or email address so that we can contact you if we need additional information. 

· If you prefer, you can email suggestions to: samccull@vbgov.com or call the Department of Management Services 385-8234 to describe your idea. 

· All suggestions will be acknowledged in writing and forwarded to a Budget Analyst for review and a recommendation. 

· Suggestions that are specific to an individual department will be referred to that department’s employee suggestion program for review. 

· Members whose ideas are implemented will receive a letter of commendation signed by the City Manager, with copies to their departmental supervisor and personnel files. 

· Ideas that result in significant cost savings will qualify for valuable awards (stay tuned for details!)

If you want to use a form to submit your suggestion, click here. Copy this form to your own computer then type your information. DO NOT SAVE INFORMATION DIRECTLY ONTO THIS FORM WITHOUT FIRST SAVING IT TO YOUR COMPUTER. If you need help, call Management Services at ext. 8234.

Appendix B

Planning Department Idea Program Summary

Background and Purpose:  
The Management Services Department developed a Citywide Idea Program, which was approved by the Management Leadership Team (MLT) on November 17, 2006.  The Citywide Idea Program was initiated in January 2007.

The Planning Department has established a suggestion program and beginning April 2, 2007, Planning Members will have two new Idea programs that can be used to submit Ideas:  a Citywide Idea Program (see Appendix A), and a Planning Department Idea Program.  Created with a common thread, both will strive to focus on citywide cost savings and increased efficiencies through the development of service improvements by management and members.

Here is how the Planning Department Idea Program works:

Write down your Idea  (include your name, phone number, division, and a description of your Idea and an implementation plan) and send it to Brenda Riggs, Management and Support Division.

If an Idea meets the criteria, a panel of subject matter experts will be convened to determine if and how the Idea can be implemented.  The Idea’s sponsor will be invited to serve on the panel to lobby for the Idea and to understand the opportunities and constraints posed by the Idea.  Ideas that are declined may be revised and resubmitted.

Ideas ready for implementation will be presented to the Director and to Division Heads for final approval.

When an Idea is implemented, the results will be distributed to all Planning members and highlighted at a full department staff meeting. 

Awards:
There will be three (3) classes of awards consisting of the following:

Honorable Mention:  (results in monetary savings to the City of up to $2,000).

· Letter of commendation from the Director

· Class Act Award

Commendable:  (Yearly monetary savings from $2,000 to $20,000).

· Letter of commendation from the Director 

· Class Act Award

· Four (4) hours of annual leave (to be taken within 4 pay periods of the award)

Outstanding:  (Yearly monetary savings to the City of more than $20,000) 

· Letter of commendation from the Director 

· Class Act Award A framed “My Idea Worked” award certificate, plaque or magnetic sign presented by a member of the executive staff 

Eight (8) hours of annual leave (to be taken within 4 pay periods of the award).

Appendix C


DATE:


TO:

Brenda Riggs, Planning Department Idea Program Coordinator

SUBJECT:
How About this Idea?


Idea Sponsor’s Name: 

Division:  

Phone #:  

Description of Idea:

Your solution or plan for improvement:

How will the Planning Department benefit from your Idea?

	To be completed by Management Team:

Date Submitted: 





Reviewed By:  


Suggestion Implemented:          Yes            No 

Class of Award Received:
          Honorable Mention

          Commendable 
         Outstanding


Date Award Received: 




Appendix D


INTER-OFFICE MEMORANDUM

DATE:


TO:



FROM:
Planning Department Idea Program Team

SUBJECT:
Idea Program – Idea #


Thank you for submitting your Idea to the Planning Department Idea Coordinator.  The Management & Support Team will review your Idea for possible implementation.  If it is determined that an extension in the review process is warranted, the Idea Coordinator will notify you in writing.

If your Idea is warranted for review, you will be contacted to serve as a member of the review team for your Idea, otherwise, you will be notified of the decision as why your Idea will not be reviewed further.

Again, thank you for your commitment to help cut costs, improve the quality of services we provide and for helping make our department more effective and efficient.

Good luck!

Sincerely,

W. Jack Whitney, Jr.

Interim Director

WJW:bcr

C:
Brenda Riggs, Planning Idea Coordinator


Management & Support Team

Appendix E


Date

Name:

Division

Subject:
Department Idea Program – Disposition Letter
Dear :

Thank you for submitting your Idea to help cut costs, improve the quality of services we provide and for helping make our department more effective and efficient.

The Management & Support Team has come to the following conclusion regarding your Idea:

          
Idea will be implemented in the following manner, which includes an approximate date of:  

Again, thank you for your participation.  Your Idea will be highlighted at the next departmental staff meeting and you will be awarded:

Sincerely,

W. Jack Whitney, Jr.

Interim Director

WJW:bcr

c:
Idea Coordinator


Management & Support Team

OR

          
Idea will not be implemented for the following reasons:

· It was not department specific and will be forwarded to Management Services for Citywide review.

· It does not improve service outcomes.

· It cannot be accomplished within current funding and/or it did not identify resources to implement.

· It does not eliminate redundancy.

· It does not bring in additional revenue.

· It does not increase efficiency.

· It does not improve staff capability.

· It would normally be expected in the performance of an employee’s job.

· It can be implemented without higher-level approval.  Contact your supervisor and/or Division Head for guidance.

· It constitutes a personal grievance or complaint.

· It requests a change in salary or position.

· It does not include a solution or plan for improvement.

· It contains the results of assigned or contracted audit, study, survey, review or research in progress.

· The Management & Support Team can document that a similar Idea is already under active consideration.

· It is a duplicate of another Idea under consideration or one that has been previous rejected or approved.

· It is excessively cost prohibitive.

· It is not within the scope of the department’s mission.

· Your Idea will be highlighted at the next departmental staff meeting and you will be awarded.

Again, thank you for your participation.  Please feel free to reevaluate and reformulate your Idea using the criteria set forth and resubmit at a later date.

Sincerely,

W. Jack Whitney, Jr.

Interim Director

WJW:bcr

c:
Idea Coordinator


Management & Support Team

MUNICIPAL 


























MUNICIPAL CENTER


BUILDING 2, Room 115


2405 Courthouse drive


VIRGINIA BEACH, VA 23456-9040

















Planning Department


PHONE (757) 385-4621


FAX (757) 385-5667


TDD (757) 385-4305



















































f:/data/pln/admin/PlanningIdeaProgram/Planning Idea Program Policy.doc
 April 2, 2007 



Page 1 of 11






