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EMPLOYEEE SUGGESTION SCHEME  
 

VOICE YOUR SUGGESTION 
 

PURPOSE: 

C J Lang & Son Limited recognises the increased contribution that employees can make 

through provision of their business improvement suggestions. 

SCOPE 

Employees with suggestions on how to improve any aspect of the way of working within the 

company are encouraged tell us about their suggestions; there is no such thing as a bad 

idea! 

These suggestions may improve an existing process; introduce a new procedure to improve 

performance, or increase sales and profit. It may be something entirely new to the company.  

[Directors and Senior Management should note that it is within their ongoing remit to 

provide suggestions to the Company and they will therefore be exempt].  

EVALUATION 

All employee suggestions will be given direct consideration by the Executive Board.  

PROCEDURE 
 
Step One 

Employees can follow a number of communication routes to submit their suggestions: 

1. Email:  employees can e-mail their suggestions to hr@cjlang.co.uk  using the form 

located on the company Intranets at the “HR Section” tab, under “Forms. (In the 

event that the form is inaccessible/unavailable to an employee, they can still e-mail 

their suggestion to hr@cjlang.co.uk) 

 

2. “Suggestion Box”: a box along with a copy of the scheme details and a supply of 

appropriate forms is located at the back of the LDC staff restaurant. Please complete 

the form and pop it in the box. 

 

3. “Blue Bag”: store employees can also send their suggestion in a sealed envelope for 

the attention of HR department through the store “blue bag process”. (the form is 

again accessed through the store Intranet,” HR Section” tab, under “Forms”. The 

store manager can print off a copy for the employee” 

 

4. Post: the form or a written submission can also be posted through royal mail. Please 

send it to: 
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VOICE YOUR SUGGESTION 

HR Department,  

Head Office,  

C J Lang & Son Limited  

78 Longtown Road  

DD4 8JU 

 

Employees need to supply their name, job title, department or store. Provide an outline of 

their suggestion, how they think it would work and what impact it may have. The date the 

suggestion is being submitted to HR should be included. 

Do not worry about handwriting or spelling. If an employee needs help from a friend or 

family to complete the form then that is more than acceptable. No-one is judging; it is all 

about capturing the suggestion being put forward for consideration, not language ability. 

Step Two 

The employee will receive an acknowledgement letter that their suggestion has been 

received and is under consideration. 

Step Three  

The suggestion will be logged in the VOICE register held in HR so that there is traceability. 

If more than one employee submits the same or similar idea independently, any recognition/ 

reward will be given to the person whose suggestion was firstly received. If that cannot be 

determined, or the suggestion was submitted jointly by several people, the recognition/ 

reward will be shared amongst them.  

Step Four 

The suggestions will be given initial consideration by the Executive Board. 

Suggestions will be assessed with the following points in mind:  

• Has the suggestion been implemented before?  

• Does the suggestion lead to increased sales, margin and profit? 

• Does the idea lead to an improved process, better efficiency, gains? 

• What are the cost savings anticipated, if any? 

• What is the cost of implementing the new suggestion? 

• Is it practicable, workable? 

• Are there potential benefits to the company and its employees 
 

Each of the suggestions will be scrutinised and it may be that some cannot be pursued for a 

number of reasons. If so, the employee will receive a brief explanation in writing confirming 

this. 

The employee may also be asked for some further inputs to their idea. Alternatively, the 

suggestion may be delegated to the Division Director/Department Manager to establish a 
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position on the feasibility and possible implementation. They will provide feedback to the 

Board. 

If there seems to be merit in the suggestion it will be regularly reviewed at the Executive 

Board meetings.  

If a suggestion is to be rejected, HR will write to the employee and set out the reasons as to 

why it is not being pursued. If the Board thinks that there is mileage to the suggestion, the 

employee will be advised. Where ideas are being progressed, for example, the suggestion is 

being trialled or it has reached full implementation stage, the employee will be kept 

informed. 

At any stage in the process the employee can contact hr@cjlang.co.uk to find out what is 

happening with their suggestion. 

REWARD & RECOGNITION 
 
Recognition: the company is very keen that fellow employees are kept aware of valued 

inputs to VOICE and, unless an employee has any specific objection, the company will 

regularly publicise proposers of suggestions whose ideas are being taken forward for further 

evaluation. 

Where the employee idea is fully implemented the company will put out a company notice 

which, with the employee’s consent, will include a photograph and description of the 

suggestion and the positive output it has delivered. 

Reward: the Company values all suggestions made by employees. As such, it offers reward, 

for a suggestion that the Board decides has merit in being taken forward and that result in 

savings or gains. 

Reward will not automatically be financial since the suggestion’s savings or gains will need 

to be established. Where potential savings/gains seem probable, an appropriate stage 

reward may be given. This may take the shape of an initial reward, an interim reward and a 

final reward dependent upon the savings/gain being proven. The timescale to full and 

successful implementation will dictate the timing of such rewards being given. 

 

 

 
 

 

 


