SUGGESTION SCHEME FOR RELIANCE EMPLOYEES FOR MANUFACTURING SITES


Reliance tradition has always been to encourage its employees to actively participate in continuous improvement of business operations, which includes reduction in Fuel & Hydrocarbon loss.   Following this tradition, Management decided to introduce a "Suggestion Scheme" for taping creative thinking / ideas for improvement in operation efficiency & in achieving optimum productivity. The scheme is as per Attachment-1 and is in operation from 17th September, 2002 on the auspicious occasion of Vishwakarma Puja.  The salient features of the scheme are as under:

This scheme is applicable to the employees in Junior Management Cadre (JMC) & below, Trainees & Apprentices, as also the Consultants who are in JMC cadre or below. 

There are 2 levels of Committees -- Plant Level Committees & Apex Committee -- to evaluate the suggestions.  These Committees decide on acceptability of the suggestions & also the reward. These Committees meet once in a month.       

The system is available On-line through HRSS (Human Resource Support System) and all the employees can log in and send their suggestions "On Line” as per the operating process.
All the suggestions will be evaluated first by the respective Plant Level Committees.  Accepted suggestions will either be cleared for implementation at Plant level or forwarded to Apex committee for further evaluation if the suggestion is considered significantly important for company's operation.

Apex Committee will evaluate the suggestions referred by the Plant Level Committees and will decide on their acceptability or otherwise.  It will also decide the reward amount for accepted suggestions.

In case of suggestions not found to be acceptable by the Plant Level Committees / Apex Committee, intimation will be sent to the suggesters.

The reward & certificate in respect of the suggestions found to be acceptable by the Apex Committee will be given to the suggesters in the functions being organized on 26th Jan. & 15th Aug.  

The names of employees, whose suggestions are accepted by the Plant Level Committees / Apex Committee, will be published in the "RPL News".
Details of this scheme, processing and incentives are as follows.
1.0
Background:
A well-formulated suggestion scheme is one of the means for tapping the latent potential of employees and motivating them for contributing to the well being of the company.

Suggestion Schemes create an atmosphere of mutual trust and empowerment so that personnel at all levels channelise their energies for improvement in the operations &  processes and reduction in Fuel & Hydrocarbon Loss.
Suggestion scheme is the best manifestation of a participative management.  This approach recognises that the persons who can best improve the operations and processes are the ones who are involved in the day to day operations.

2.0
Objectives:
Primary objective of the Suggestion scheme is to channelise creative potential of Reliance’s human resources by creating an environment for employees' involvement and reap the benefits of improvements in terms of operating costs (including Fuel & Loss), safety and Quality.

3.0
Scope:
This suggestion scheme is applicable to all Manufacturing Sites.  The scheme is open to all employees (including Trainees and Apprentices) except senior management cadre and above.

The suggestions in their own area of work are not considered.

4.0
Definition:
The following guidelines need to be considered to establish what does & what does not constitute a “Suggestion”

4.1
What constitutes a suggestion:
4.1.1
Only techno-economically viable ideas that have a potential for improving production, productivity, quality, reliability, safety or reducing cost, quality give-away, Energy conservation etc.

4.1.2
It could be improvement-oriented idea resulting in improvement in personnel efforts, simplifying procedures, reduction of cycle time, wastage and pilferage, up-gradation of by-products, recovery of materials, reduction in customer complaints, increased financial benefit etc. which may or may not have immediate & direct financial benefit

4.1.3
The idea should be beyond the expectation of normal work

4.1.4 The idea should be innovative and original as far as the relevant activity is concerned. 

4.1.5
Suggestion should be in line with current area of business of the company.

4.2
What does not constitute a suggestion:

4.2.1 The suggestion to comply with an existing procedure or established method will not be considered as a suggestion.

4.2.2 Suggestions for rectification of a defect or shortcoming in construction, access to equipment, platform ladders etc. are excluded.  

4.2.3
No suggestions involving changes in Policy matters will be entertained.

4.2.4
Suggestions are likely to be rejected, if 

· They are not specific or definite.

· They are mere criticism or complaint and lack constructiveness.

· Highlight only the problem without offering any solutions.

· They may create safety hazards and/or affect quality of products.

· They are duplication of an earlier accepted suggestion.

· They are personal or private matters.

· They are against the law of the land.

The authority for deciding whether the suggestion is a de-facto suggestion or not, rests with the respective HOD to which the suggestion is concerned, who is in the best position to examine the precise details from all angles.

Final authority in respect of the Suggestion Scheme shall be with the Site President

Management reserves its right to accept or reject any suggestion without assigning any reasons thereof.  Any incomplete form will be rejected.

All suggestions whether accepted or rejected become the sole property of the company.

5.0 Administration of the Scheme:

The Scheme will operate at two levels namely Apex level and Plant level. The overall responsibility for administering the scheme at both the levels will lie with the HRD Department.

5.1
Apex Committee:

The Suggestion Scheme shall be guided by an Apex Committee presently comprising the following members:

1
Chairman 
Sector Chief (Nomination by rotation by Site President)

2
Member
Chief of HR

3
Member
Chief of HSE

4
Member
Chief of CES

5
Member
Chief of CTS

6
Member
Chief of Commercial

7
Secretary
HRD

The Chairman is authorised to involve any other person as necessary.

The chairman of the committee will convene the meetings.

5.2 Plant Suggestion Committee:

At plant level, a committee shall administer the Suggestion Scheme with the following 
Members:
1
Chairman
Plant Manager / HOD

2
Member
Production Manager

3
Member
Plant Maintenance Head

4
Member
Plant CTS Lead Manager

5
Secretary
Plant Safety coordinator

The Chairman is authorised to associate any other person as necessary. 

The chairman of each plant committee will convene the meetings.

6.0 Scheme:
The suggestion scheme will be a part of the Web- based HRSS. Suggestions are to be filled in the prescribed form (Annexure1) after login using the usual HRSS user code and password. Part A,B,C & D of Annexure 1 will be available for the suggestor for him to fill the necessary data and save. Upon saving, the system will generate a unique suggestion number for that particular suggestion.  The suggestion then moves to the Plant coordinator who will then forward it to the Plant committee for review. A suggestion status menu will also be available to the suggestor for him to know the status of his suggestion(s) viz. Whether approved by /not approved by / pending with plant Committee / Apex committee, remarks by Plant or Apex committee, implementation date etc. The suggestor can also view cost analysis and evaluation of his suggestion by the Plant and /or Apex as maybe the case. 

The Plant committee shall meet once in a month to review and evaluate the suggestions received; and make action plan to incorporate the accepted suggestions. The Plant Suggestion Committee will also record the minutes of the meeting and recommend methods for further improvements, if any, in the working of the suggestion.

The Plant Committee will communicate acceptance or non-acceptance through the system to the respective individual within two months of the receipt of the suggestion. Appreciation letters shall be given in Rake-up meeting. Annexure 1 Part E  & Annexure-3 will be available  to the Plant committee through the system  for cost analysis & Evaluation of the suggestion. The plant committee can also forward suggestion to the Apex committee along with its analysis. A suggestion status menu will allow the Plant level committee to keep track of all the suggestions raised by the respective plant (Either as pending status or history module) and also view the remarks and analysis of the Apex Committee on the suggestions forwarded to them. The system also will allow entry in the system for updating of an accepted suggestion for data such as implementation status.
Plant Manager / HOD will implement the suggestion as per the established procedure such as Plant Change Order. The suggestor will also be informed of the implementation of his suggestion by a system generated letter.

Acceptable suggestions of Non Supervisory/Apprentices/Trainees/Officer cadre are eligible for an award of Rs.250. All suggestions of high value are forwarded to the Apex Committee for evaluation and special awards. The Apex committee will meet once a month to evaluate suggestions forwarded by Plant Suggestion committees. The Apex Committee will communicate acceptance or non-acceptance through the system. Annexure 1 Part E  & Annexure-3 will be available to the Apex committee for cost analysis & Evaluation of the suggestion through the system. In addition the evaluation done at the Plant level can also be viewed. A suggestion status menu will facilitate the Apex level committee to keep track of all the suggestions forwarded by the individual plant committees either as pending status or history module.
7.0
Awards:

There will be awards and recognition for the suggestions accepted – implementable or not-implementable-in-one-particular-plant but which can be implementable in other places. Exemplary suggestion may attract special consideration from the Apex committee..A  Suggestion Evaluation form should be filled by the suggestion committee. (Annexure3).  High value suggestions are defined as those that get a minimum of 35 marks as per the evaluation form.

The awards also will be operating at two levels:

7.1
Plant Level:

After assessing the suggestion, an award worth Rs. 250 will be given to each accepted suggestions received from a Non Supervisory /Officer employee. 

The Award and the appreciation letter are handed over by Chairman of the Plant Suggestion Committee to the employee in the plant rake up meetings.

In case of non-acceptable suggestions, still a formal letter to the employee will be sent stating the reasons for not accepting, appreciating his initiatives and inviting him to try again. 

For the suggestions implementable in his plant, HOD will implement the suggestion

For suggestions of higher value in terms of innovations, financial benefits etc. are sent to Apex level for review alongwith the filled up evaluation form with the copy of the Plant Change order. 

All suggestions will be circulated to other plants to avoid duplication. 

7.2
Apex Level:

The Plant committees forward suggestions of high value to the Apex Committee, which may be scrutinised by the committee. After evaluation, the awards will be given as per the following table.

RATING
AWARD

Score 35-50
Certificate plus Rs.1000/- + (Rs.50/- per extra point over 35).

Score 51-70 
Certificate and award of Rs.2000/- + (Rs.75/- per extra point over 50).

Score 71-100
Excellent certificate and award of Rs.4000/- + (Rs.100/- per extra point 


over 70).
After the Apex committee’s endorsement, the President will give a certificate with appropriate award.                    

Awards will be distributed twice in a year, on Republic Day and Independence day.

8.0

Responsibilities:

Sector Chief (nominated by Site President)
Chairing the Apex Committee Meetings

All HODs
Chairing the Plant Suggestion 


Committee Meetings

HRD
Records of Apex Committee Meetings,


        Plant Coordinator
 Minutes of Plant suggestion committee meetings. 
9. 0
Meeting Frequency :

Apex Suggestion Committee Meetings
Monthly

Plant Suggestion Committee Meetings
Monthly

10. 0
   MIS :

MIS reports will be system generated and will be available for viewing as per view rights.

	Annexure 1




EMPLOYEE SUGGESTION SCHEME




Pl. fill up only Part A, B, C & D

You can fill the form in English

 Suggestion No. :    Plant / Year / Sr. No.
	Part :  A 

	1.   Name                                               :

2.   Plant/Department                             :     

3.   Employee Code number                  :

4.   Date of suggestion submitted          :

Part  : B

· Present system and its narration (Sketches and figures can be used if required.  Additional sheets can be used if required.  Drawback / deficiency to be mentioned).

…………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………. 

Part  : C

· Improvement Proposed  (Sketches and figures can be used if required.  Additional sheets to be used if required).

……………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
Part : D

· Benefits of Proposed Scheme : (Please give separate calculation sheet for estimation of costs & benefits in terms of money)
…………………………………………………………………………………………………………………………………………………………………………………………………………
Part  :  E       To be evaluated by Plant Committee Chairman     ( Please give separate sheet for estimation of costs & benefits in terms of money)

· Approximate cost of implementation : ____________________________

· Recurring cost per year : (Rs)_______________________________________________

· Savings per year : (Rs.)__________________________________________________

· Pay back period : (Month)___________________________________________________

· Changes regularised through Plant Change Order : ____________________________

· Date of implementation : _____________________________________________



	

	Interview / meeting held on  date : ________________________

ii) The aboved suggestion is accepted.

ii) The above suggestion is not accepted.

ii) The above suggestion is forwarded to Apex Committee – 

· Put tick mark as applicable

· Reason for non-acceptance / forwarding to Apex Committee

……………………………………………………………………………………………………

……………………………………………………………………………………………………

……………………………………………………………………………………………………

……………………………………………………………………………………………………

………………………………………                     .………………………………

Signature of Plant Committee chairman        Signature of any Member Plant committee 

Name : ……………………………..                    Name : …………………….

Date :                                                                 Date : 



	

	


	Use following guidelines for suggestion.

· The suggestions should be techno-economically viable ideas that have a potential for improving production, productivity, quality, reliability, safety or reduces cost, quality give-away etc.

· It could be improvement-oriented idea resulting in improvement in personnel efforts, methods, simplifying procedures, cycle time, reduction of wastage and pilferage, up-gradation of by-products, recovery of materials, reduction customer complaints, financial benefit etc. which may or may not have immediate & direct financial benefit.

· The ideas should be beyond the expectation of normal work
· The ideas should be innovative and original as far as relevant activity is concerned.
· Suggestions should be in line with current area business of the company.

Suggestion can be rejected if …

· It is an idea  to comply with an existing procedure or established method 

· It suggests rectification in to a defect or shortcoming in construction, access to equipment, platform ladders etc. 
· It involves changes in Policy matters.
· It is not specific or definite.

· It is a mere criticism or complaint and lacks constructiveness.

· It highlights only the problem without offering any solutions.

· It may bring on safety hazards and/or affect quality of products.

· It is a duplication of an earlier accepted suggestion.

· It is a personal or private matter.

· It is against the law of the land.

Note

· All suggestion whether accepted or rejected becomes the sole property of the company.

· Management reserves its rights to accept or reject the idea without assigning any reason thereof.

· Final authority in respect of the Suggestion Scheme shall be President.



	











Annexure -3

SUGGESTION EVALUATION FORM

	To

 
	Suggestion. NO.

 Shri 

	Department : 
	LAST DATE : 

	Please evaluate the enclosed suggestion and return before Last Date.

	In case of acceptance, indicate plan of implementation separately, Indicate date

	Confirm your estimate of : (Details separately)

              Capital Cost             :

              Annual Recurring cost    :                                                   Savings / year   :

	EVALUATION  PLAN

	FACTOR
	GRADE I
	GRADE II
	GRADE III
	GRADE IV
	SCORE

	COST  SAVINGS (NET)

                                             
	Below Rs.12 

lacs /year
	Over Rs.50 lacs (one time) or Rs. 12 lacs/year
	Rs.1 crore (one time) or Rs.20 lacs/year
	Over Rs.5 crores (one time) or Rs.1 crore/year
	

	
	15
	
	3
	
	6
	
	9
	
	15
	

	INVESTMENT
	More than Rs.2

Crores
	Upto Rs.2 crores
	Upto Rs.50 lacs
	Less than Rs.50 lacs
	

	
	15
	
	3
	
	6
	
	9
	
	15
	

	PRACTICALITY
	Theoretical &
	Needs to 
	O.K.
	Highly 
	

	
	10
	Airy
	2
	modify 
	5
	
	8
	Practical 
	10
	

	ORIGINALITY
	Routine
	Adapted
	New
	Unthinkable  &
	

	
	15
	
	3
	
	6
	
	9
	Brilliant 
	15
	

	EFFECT ON PROCESS IMPROVEMENTS, SAFETY, ENVIRONMENT, 
	Little effect
	O.K.
	Very good
	Excellent
	

	PROJECT, R&D 
	15
	
	3
	
	6
	
	9
	
	15
	

	RELEVANCE TO 
	Out of context
	Relevant
	Problem 
	Typical
	

	SITUATION 
	15
	
	3
	
	6
	Solving 
	9
	
	15
	

	CADRE OF INDIVIDUAL
	
	JMC
	     OFFICERS & SUP.TR.
	DOERS & TR.
	

	
	15
	
	
	
	6
	
	9
	Trainees 
	15
	

	 OVERALL SCORE: (You may interpolate but don't moderate) (by Plant Committee)



	SPECIAL COMMENTS: (PLEASE WRITE IN CAPITAL LETTERS ONLY)  (By Plant Committee)

	Date & Signature

	Moderated by Apex committee :  (PLEASE WRITE IN CAPTIAL LETTERS ONLY)

	Date & Signature.
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Typically    an Encon   idea is   captured by suggestion   scheme from    operators / technicians or junior engineers and taken through    various stages of    review till implementation as detailed above. Reliance Suggestion Scheme (details are already mentioned) award them for the best energy saving proposals which have attractive payback and feasibility. 

The ideas are generated in plant reviews at daily meetings and monthly performance meetings. An idea generated from a plant location (either from workmen, supervisor or engineer) is first discussed at plant manager level (Middle and Top management) and the idea, if found attractive, is taken up for evaluation. Evaluation criteria are mainly guided by economics. Typically the payback expected is around one year.

Similarly    any Encon idea generated either from   technical   services department  or through a consultant is first discussed with the operating personnel. 
Subsequently the idea is converted into a proposal for implementation (PFI) by working out cost / benefit analysis, ease of implementation and known barriers for successful implementation. This PFI is reviewed in great detail in a “challenge session”. After acceptance of the PFI, an approval note is made, in the form of Plant Change Order (PCO), incorporating accurate available cost benefit figures. Then PCO is put up for approval of management.

Each PCO will have an owner and project manager for ensuring speedy and successful implementation. After implementation, the project is closed out after carrying out a post implementation review.
Every year we also plan & conduct various programmed activities as a part of National Campaign on Energy conservation. The following is the list of activities on Energy Conservation (Seminar / Workshop / Training program, Awareness campaign for Township / Schools etc.) planned for the Year 2006.
	S. No.
	Month
	Name of the activity

	1
	Jan 06
	Half day lecture on “Pinch Technology” at  BHU (IIT)

	
	
	

	2
	Apr 06
	Quiz on “Energy conservation” for Employees & Contractors

	
	
	

	3
	July 06
	One day training on “Principles of Energy Conservation” for Employees

	
	
	

	4
	Sep 06
	Slogan competition on “Energy conservation” for Refinery High School students

	
	
	

	5
	Nov 06
	Painting competition on “Energy conservation” for house wives in Refinery Township


Two of them are already implemented as per schedule. A brief write up on the recent activity carried out in April’06 is also enclosed.
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