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User Comments

The GEMS Scheme Manager would welcome any comments (in writing or e-mail) about the content and clarity of these instructions.  The address for comments is:

The GEMS Scheme Manager

Level 3 Zone D

Main Building

Whitehall

LONDON SW1A 2HB

Civilian Telephone Number:  020 7218 4952

Military Telephone Number:  9621 84952

Internal e-Mail:  DBI-GEMS1
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Introduction and Overview

1. The GEMS Scheme was introduced in April 1996 as the single Defence-wide suggestion scheme and replaced all other technical and non-technical suggestion schemes.  The GEMS Scheme remains the only Defence suggestion scheme that is authorised to make payments in recognition of suggestions, ideas or innovations that are implemented or a firm decision has been made to implement, and which bring identifiable benefit to the Department.

2. This document is issued with the authority of the Director General Strategy and details the policy and process instructions pertaining to the operation of the scheme.  It is to be followed by all those who are authorised to process and assess suggestions, request and make awards under the scheme.

3. These instructions are shaped by constraints and rules imposed by both internal and external authorities (including; HMRC – Employment Income Manual
, HM Treasury – Managing Public Money
, Regularity, Propriety & Value for Money
 and Patents Office rules and regulations
) and therefore may not be changed or amended locally.  Any queries concerning the interpretation of this document should be addressed in the first instance to the GEMS Scheme Manager.

4. These instructions are to be used in accordance with; “JSP 462 Financial Management Policy Manual”
 in particular “Chapter 19 Regularity and Propriety in Public Expenditure” and “JSP 525 Corporate Governance and Risk Management”
.

5. The GEMS Scheme is an Ex-Gratia and non-statutory scheme run by the MOD to encourage staff generated innovation, efficiency and good practice.

6. The GEMS Scheme is not a substitute for reporting shortcomings in materiel, design or health & safety procedures (all of which should be reported through the normal administrative channels).

7. The GEMS Scheme is not the appropriate vehicle for rewarding good work.  Recognition of this type should be arranged through the special bonus scheme, minor awards scheme or annual reporting process.

8. The GEMS Scheme covers all staff, Military and Civilian who are employed by or contracted by the MOD and encourages those individuals to contribute innovative and constructive ideas.  All staff covered by the GEMS Scheme have direct access to the scheme without the need for clearance or approval though their Line Manager or Reporting Officer.

9. Ex-employees, who have previously been issued with a MOD Civilian Staff Number or Military Service Number, are able to submit new suggestions within 12 months of their leaving the MOD.  Any suggestions submitted after this reflection period, will not be eligible for a GEMS Award, but may be adopted for use by the MOD.

10. Contractor and Agency staff, either directly employed by the MOD, or working for a company contracted or sub-contracted by the MOD and whose normal place of duty is a MOD Establishment are eligible to submit suggestions during the time they are employed in the contracted role.  But, additional considerations will be taken into account when assessing submitted suggestions, this includes confirmation of the terms/details of the contract covering the employment to confirm the eligibility of the suggestion prior to its acceptance.

11. Where possible and practical, authority is devolved to the lowest possible level to facilitate a prompt response to those contributing suggestions.

12. GEMS awards are only made for accepted suggestions that are implemented or where the evaluator has provided evidence that a firm decision to implement, has been made and recorded in the planning cycle.  Awards are based on the value of savings identified
 or where savings cannot be quantified on a scale of benefit
 to the Department.

13. Award Groups have the discretion, in exceptional cases, to make small encouragement awards for suggestions that are not implemented, but for which merit is due and sufficient effort and thought has been demonstrated by the suggestor(s).  Award Groups and suggestors should note that encouragement awards are a fixed amount and apply to the suggestion, not the suggestor(s) responsible for a suggestion.

14. All suggestions are to be treated objectively and fairly at each stage of the GEMS Scheme process.

15. The policy for the GEMS Scheme has been Equality and Diversity Impact Assessed in accordance with the Department’s Equality and Diversity Impact Assessment Tool
.

GEMS Scheme Organisation

16. Management of the GEMS Scheme resides within the Director General Strategy’s Defence Business Improvement Division.


Figure 1:  GEMS Scheme organisation

17. The GEMS Central Team has been established within the Defence Business Improvement Division consisting of the GEMS Scheme Manager and Assistant Scheme Manager.

18. The GEMS Scheme Manager has the final authority over any issue(s) or situation(s) not covered by the published guidance and has the authority to amend the issued guidance to reflect any internal or external changes that impact on the GEMS Scheme.

19. The GEMS Scheme Manager is the source of authority to Award Group Chairmen (Local and Service) for the operation of the GEMS Scheme in their areas and is the delegated authority for access to award funding.

20. Policy changes (triggered by both internal and external changes) will be co-ordinated by the GEMS Central Team, with the relevant policy leads, subject matter experts and Service Award Groups.

21. A Scheme Improvement Group can be called at the discretion of the GEMS Scheme Manager.  Membership is selected from; Service Award Groups, Local Award Groups, Scheme evaluators and appropriate Subject Matter Experts.  The purpose of the group is to conduct reviews of the scheme and consider targeted improvement work and improvement options at the direction of the GEMS Scheme Manager.

22. Service Award Groups are normally responsible for deciding on and requesting all awards above the award limit for Local Award Groups up to the scheme award limit.  The Service Award Groups also review, process and assess appeals forwarded from Local Award Groups or sent directly from suggestors.

23. Local Award Groups are the interface between the suggestor and the GEMS Scheme and represent the first stage in the assessment of a suggestion for a GEMS award payment.  They publicise the scheme locally, register each suggestion, arrange for accepted suggestions to be evaluated, request awards through the GEMS budget and arrange local presentations.  They normally have an award limit of £1,000 per suggestion.  For awards greater than their award limit the suggestion, evaluation and chairman’s recommendation is forwarded to the managing Service Award Group for consideration.  For appeals, Local Award Groups should check the grounds for appeal fall within the scheme rules, register and acknowledge the appeal, then pass the appeal to their managing Service Award Group for review and assessment.

24. Scheme Focal Points exist at locations where:

· The number of personnel is considered too few for the establishment of a Local Award Group.

· There are a number of establishments in close proximity and local management have taken the decision to pool resources in order to create a single Local Award Group to cover all the local establishments.

25. Scheme Focal Points are unable to decide on and request awards, but are able to offer advice to suggestors, provide contact details for the appropriate Local or Service Award Group and publicise the scheme locally.

26. The role, composition and responsibilities for each of the bodies described above are explained more fully in Annex A.

27. The Permanent Under Secretary of Defence and Chief of Defence Staff, host an annual awards ceremony at which certificates are presented to those suggestors who have submitted suggestions of exceptional merit or Departmental benefit.  Award Groups are invited to nominate those suggestions they consider of sufficient quality to be considered for additional recognition to the GEMS Central Team.  Further details about the annual awards ceremony can be found at Annex B.

28. The authorised source for all published policy, guides, documents and forms to be used by Award Groups and Suggestors is the GEMS Intranet Site
 (and where appropriate for public release) the GEMS Internet Site
.

29. The current forms and tools available for use in accordance with these instructions are:

· GEMS Form 1 – Suggestion Form,

· GEMS Form 2 – Team Members Details,

· GEMS Form 3 – Award Payment Request Form,

· GEMS Form 4 – Evaluation Matrix (Optional),

· GEMS Form 5 – Evaluation Form,

· GEMS Form 6 – Award Group Statistics,

· GEMS Form 7 – Award Group Details,

· GEMS Form 8 – Annual Awards Nomination Form,

· Award Group Directory, and

· GEMS Award Calculator.

30. Supplementary guides available from the GEMS Intranet site are:

· GEMS Scheme Evaluator Guidance, and

· Award Group Statistics Guidance

Suggestion Procedure

31. This section describes the procedures to be followed when processing and awarding suggestions.  These procedures apply to all Award Groups equally (except where noted).  A basic process flow chart to help illustrate the process is included at Annex C.

32. All suggestions should be submitted and processed electronically in accordance with the instructions laid out in this document.  Where it is not possible for a suggestor or team to submit a suggestion electronically, the Award Group is to scan the submitted documents (where practical) and ensure the remaining stages are conducted electronically.

33. Suggestions are submitted to Award Groups on the Suggestion Form, along with any drawings or sketches and any other supporting documentation relevant to the suggestion.

34. Before a suggestion is accepted a Line Manager endorsed copy of the suggestor’s Job Description and/or Terms of Reference
 for the post occupied at the time of the suggestion’s submission (or time of implementation, if before submission) are also required.  Without an endorsed copy of the suggestor’s Job Description and/or Terms of Reference the suggestion is not eligible.

· For contractors and agency staff without an agreed Job Description and/or Terms of Reference, alternative means of identifying the role and responsibilities of the suggestor(s) will be required.

· For individuals submitting a suggestion during the 12 month reflection period, a copy of their Job Description and/or Terms of Reference applicable to their last occupied post will be required.

35. For team suggestions the team leader is to complete the GEMS Suggestion Form and provide the details of the remaining team members using a copy of the Team Members Details Form for each team member.  Team leaders are also to ensure the agreed contribution split section of the GEMS Suggestion Form has been completed.  Teams should note that Line Manager endorsed Job Descriptions and/or Terms of Reference are required for all team members, where a team member is a contractor or agency staff without an agreed Job Description and/or Terms of Reference, alternative means of identifying the role and responsibilities of that team member will be required.

36. Award Groups are to ensure that they do not raise the expectations of suggestors in relation to the value of any award they may receive for implemented suggestions.  If any correspondence is entered into with a suggestor in relation to award payouts (prior to any award decision), Award Groups are only to reference the guidance detailed in the published instructions, rather than provide specific or vague amounts that could be awarded.
Eligibility of Suggestors

37. The GEMS Scheme is open to the following staff:

· All Military and Civilian staff who are employed by the MOD,

· Ex-employees, who have previously been issued with a MOD Civilian Staff Number or Military Service Number, who submit their suggestion within 12 months of leaving the MOD, and

· Contractor and Agency staff, either directly employed by the MOD or working for a company contracted or sub-contracted by the MOD, whose normal place of duty is a MOD establishment (during the time they are employed in the contracted role).

Eligibility of Suggestions
38. Suggestion eligibility is broadly defined as “any original innovative idea, that improves the organisation, management or delivery of services by the MOD and/or Armed Forces”.  At least one of the following headings is to be clearly applicable to any suggestion accepted and processed through the scheme:

· Improving operational effectiveness,

· Raising quality,

· Improving the design, use or maintenance of equipment,

· Improving health and safety,

· Benefiting the environment (including Sustainable Procurement),

· Removing unnecessary bureaucracy, and

· Achieving greater efficiency or savings to the MOD.

39. Award Groups have the authority to reject suggestions prior to evaluation where:

· There is no definite suggestion,

· It can be proven that the suggestion is the subject of a current project, development, design work, testing prior to formal acceptance, or

· It has been identified that an identical or similar suggestion has previously been submitted and rewarded/recognised or evaluated, but not implemented
.

Care should be taken to ensure that suggestions are not rejected simply because they offer radical solutions.  In such cases an appropriate evaluation should be arranged before any decisions are made.

40. Submissions to the GEMS Scheme which are the result of a meeting, held to identify a solution to a known problem/issue or to generate suggestions, are not eligible under the GEMS Scheme.

41. Retrospective suggestions made more than 3 years after the date of implementation, or submitted after the 12 month reflection period will not qualify for an award.

42. Suggestions that are categorised as “wholly duty” for individuals (or teams) in “ideas” roles
 or where the suggestor has the ability to implement the suggestion without recourse to a higher authority or any other third party are not eligible under the GEMS Scheme.
Evaluation

43. The evaluator must be from an appropriate organisation with the authority to implement or approve the implementation of the suggestion either locally (for local suggestions) or within the MOD (for MOD wide suggestions).

· For suggestions relating to equipment, this will normally be the Equipment Manager or Design Authority for the equipment type.

· For suggestions relating to Information Technology or Information Management this will normally be the Chief Information Officer organisation
 within MOD Head Office.

44. Evaluators are asked to provide advice on a number of issues and their responses are to be recorded on the GEMS Suggestion Evaluation Form, an optional Evaluation Matrix can also be completed by the evaluator to provide an additional insight into the impact of the implementation of the suggestion.

45. Once an appropriate evaluator has been identified, the Award Group Secretary is to ensure that all the information and related documentation for the suggestion is made available to them (including a copy of the GEMS Scheme Evaluator’s Guide if required).  All evaluators should have email access and where possible all correspondence, including the suggestion and related documentation should be emailed to the identified evaluator.  In cases where the Secretary is unable to identify an appropriate evaluator, assistance is available from their managing Service Award Group or the GEMS Central Team.

46. If the Award Group Secretary or Chairman subsequently believes that based on the local evaluator’s assessment the suggestion could be implemented more widely, a Departmental evaluation must be completed before any award decision can be made.

47. Information gained from a local evaluation and recorded on the GEMS Suggestion Evaluation Form and the optional GEMS Evaluation Matrix Form, is to be included with all other information and documentation sent to the MOD evaluator.  This is to ensure that all suggestions are treated objectively and fairly.

48. Where savings are identified by the evaluator, the relevant budget manager or finance officer is required to confirm the identified savings and provide a declaration that the savings have been reflected in the planning cycle.

49. Award Groups are only able to make an award assessment once the evaluation process has concluded and sufficient information and evidence has been returned to the Award Group by the evaluator.

50. Award Groups should ensure they liaise with the evaluator throughout the evaluation process, and keep the suggestor informed of the status of their suggestion. This is particularly important where there may be a delay due to equipment tests, trials or delayed evaluation.
Award Group Assessment

51. Once the suggestion has been fully evaluated and the assessment returned to the Award Group Secretary, the Award Group will be able to make a decision on whether or not to make an award.  These decisions must be taken at a formal meeting of an Award Group in accordance with the Award Group roles and responsibilities detailed in Annex A.
The Award Decision

52. The fundamental criterion for making an award under the GEMS Scheme is that a suggestion has been implemented, or that a firm decision has been made to implement the suggestion.
Delayed Implementation

53. A suggestion may be regarded as having been implemented where actual implementation is delayed, i.e. because of the time required to introduce an equipment modification, providing:

· The evaluator confirms that a firm policy decision has been taken to implement the suggestion, and

· The decision has been recognised in the planning cycle.

If this assurance cannot be provided by the evaluator then no award may be made for the suggestion.

54. Award Group Chairmen are to remember that in making an award they are allocating public funds. As such the rules on regularity and propriety contained in JSP 462 - Financial Management Policy Manual” (in particular Chapter 19 “Regularity and Propriety in Public Expenditure”), and JSP 525 - Corporate Governance and Risk Management must be followed.  The reporting requirements and regulations required of Award Groups set out in Annex A must also be strictly adhered to, to enable the GEMS Scheme Manager to carry out his/her delegated responsibilities and ensure that auditable information is available and correctly held.

55. In the case of team suggestions any award paid, is paid to all suggestors detailed on the submitted Suggestion Form and divided in accordance with the contribution split.

No Award

56. Where a suggestion is not to be implemented at any level within the Department, no award is to be made. The suggestor should be advised of the reasons for the “no award” decision.
Encouragement Awards

57. In exceptional circumstances, where a ‘no award’ decision has been made, the Award Group can (where the suggestion has demonstrable intrinsic merit and/or reflects significant effort or contribution on the part of the suggestor) request an encouragement award in recognition of this effort of £25 per suggestion.

58. Award Groups are to note that encouragement awards are only to be paid on a suggestion basis and in the case of team suggestions the encouragement award is split between the team members as per the identified contribution split on the submitted GEMS Suggestion Form.

59. An encouragement award can also be paid when a suggestion is sent for tests/trials in advance of the final award decision providing written confirmation of the suggestions’ inclusion in tests/trials has been received.  Notification of inclusion in tests/trials must come from the Equipment Manager or Design Authority and include details of the expected timeframe of the tests/trials.

· In the event of an award being made after conclusion of the tests/trials, any encouragement award paid in this manner must be deducted from any final award paid to the suggestor.

· In the case of the suggestion not being implemented after the trials period, the encouragement award paid reverts to being a standard encouragement award and no further action is required other than the final notification to the suggestor(s).

60. Award Groups are to note that only one encouragement award per suggestion may be made.

61. There is no automatic right for a suggestion to receive an award and payment of an encouragement award should be the exception rather than standard practice.

62. Award Group Chairmen can in exceptional circumstances directly approach the suggestor’s Reporting Officer and/or Chain of Command to suggest alternative means of recognition, if this would ensure an appropriate level of recognition for the effort displayed by the suggestor(s) and the benefits associated with the implementation of the suggestion.
Awards for Implemented Suggestions

63. There are two methods used for calculating awards for implemented suggestions; savings or benefits based (both are explained below).  Annex D shows a number of examples to aid Award Groups in the application of the award calculation process.
Savings Based Award

64. Where possible awards should be based on the level of financial savings achieved or expected to be achieved and confirmed by an appropriate financial officer.  The evaluator and finance officer should be able to identify the total financial savings over the first three years post-implementation.  Following which, Award Groups should note:

· All savings attributed to a suggestion must be recorded, accounted for, and signed for by an appropriate Budget Holder/Team Leader/Station Commander/Financial Controller/Senior Finance Officer in the area in which the GEMS suggestion applies.  The declaration by this financial officer is to be completed for all Saving Based Awards on the applicable GEMS Evaluation Form.  Without this declaration a suggestion is not eligible for a Saving Based Award and Award Groups should instead apply the rules for a Benefit Based Award.

· If savings and costs for the first 3 years have been presented using figures which have been split evenly over the whole project life, or a single set of figures for the whole period, these figures should be challenged and if required recalculated using actual figures for the first three years.

· In cases of doubt or where actual figures are not available, or if  the evaluator and finance officer are not able to provide auditable figures, Award Groups should instead apply the rules for a Benefit Based Award.

· Savings based GEMS Award payments in recognition of implemented suggestions are subject to a £10,000 limit.

Calculating the Savings Based Award

65. The net saving is determined by subtracting all the costs of implementation from the gross savings totalled over the first 3 years.  This figure is used as the basis for calculating the award.

Net Savings = Sum of Years 1 to 3 Savings minus Sum of Years 1 to 3 Costs
Savings Based Award Maximum

66. The maximum possible award on net savings up to £40,000 is to be calculated as 10% of the savings (net savings x 10%).

67. The maximum possible award on net savings over £40,000 is to be calculated as 20 multiplied by the square root of the net savings (20 x √ net savings).
Benefit Based Award

68. If it is not possible to identify any quantifiable financial savings, but it is recognised that by adopting the suggestion the MOD will benefit, then the Award Group should calculate a Benefits Based Award.  When calculating the amount of benefit a suggestion generates the Chairman and Award Group members may find it helpful to keep in mind the MOD values; People & Diversity, Professionalism, Delivery and Integrity.

· An indication of the benefits directly attributed to the implemented suggestion, will be identified by the evaluator, and the level of award is to be based on this assessment and any evidence provided by the evaluator.

· Benefit based GEMS Award payments in recognition of implemented suggestions are subject to a £3,000 limit prior to the application of discounts, PAYE and National Insurance contributions.

69. Award Group members should take particular care when assessing IT based suggestions and ensure that a full understanding of the capability, functionality and application of propriety software is fully gained and understood, before assessing such suggestions for an award. A  Discount Guide for Saving and Benefit Based GEMS Awards is at Annex E.

70. If there is any doubt relating to IT based suggestions, it is essential that the assessing Award Group includes a suitably qualified and experienced subject matter expert.
Calculating the Benefit Based Award

71. Suggestions attracting a benefits based award are to be assessed against the following matrix in order to calculate the Maximum Possible Award Value:

	Benefit Category
	Points Range

	Improved Productivity

	0 – 5

	Improved Efficiency

	0 – 5

	Improved Effectiveness

	0 – 5

	Health & Safety Improvements
	0 – 5

	Level of Operational Benefit

	0 – 5


Award Group Chairmen should note that an implemented suggestion may score points from more than one benefit category giving a maximum sub-total of 25 points.

72. Award Group Chairmen may add a further 5 points to the total generated using the above matrix, giving a maximum total of 30 points, only on the following grounds:

· Where it can be clearly demonstrated that the suggestion has very widespread application across the MOD, or

· Where the suggestion corrects a deficiency that would otherwise pose a very clear risk to human life.

Benefit Based Award Maximum

73. Each full point is worth £100, giving (before discounts, PAYE and National Insurance deductions) a maximum possible award range of £10 to £3,000.
Award Deductions

Discounts

74. Before any award is made, discounts relating to closeness to duty and the degree of innovation are to be applied.  The Maximum Possible Award Value (both savings and benefits based) is to be discounted for the factors listed below.
Normal Duty Considerations

75. All MOD personnel are expected to apply their experience and skills in carrying out their daily work as defined by their Terms of Reference and/or Job Description.  Therefore, the GEMS Scheme does not reward suggestions that are wholly within these stated duties.

76. It should be noted that there may be more appropriate ways to recognise good performance in the job such as; payment of a Special Bonus, Minor Awards, Special Commendation or through annual appraisals.
Duty Status of Team Members

77. Where it is clear that the involvement of one or more members of a team in a suggestion is “Wholly Duty” this status must be assumed for all members of the team and the suggestion should be judged on that basis.

78. Where it is deemed that involvement by all members of the team is “Close to Duty” rather than “Wholly Duty” the Award Group should apply discounts based on the Team Leader’s Job Description and/or Terms of Reference.  If the Award Group chairman considers the Job Description and/or Terms of Reference for a Team Member to be more appropriate, these can be used in place of the Team Leaders’ and any subsequent communication with the team should make this clear to avoid confusion.
Wholly Duty

79. The starting point is to look at the suggestor’s Terms of Reference and/or Job Description.  In many cases it will be clear whether or not a suggestion is wholly within their normal duty.  For the purposes of making a GEMS Award, a suggestion should only be regarded as “Wholly Duty” if one or more of the following criteria apply:

· Where the work a suggestion covers is explicitly stated in the Terms of Reference and/or Job Description.

· Where the suggestor has been specifically tasked to find a solution to the stated problem or is part of a study team tasked to find a solution.

· Where the suggestor is employed within an equipment design or support authority and the suggestion relates to equipment design/support decisions that fall within the suggestor’s area of expertise or responsibility.

· Where it is a reasonable consideration, that the suggestor would be open to criticism for not having made the suggestion as part of their normal duties.

80. Where the Award Group considers the suggestion to be “Wholly Duty” no award is payable.
Points to Note

81. Wholly Duty has to be specific.  Unless the particular task is specified within the Terms of Reference and/or Job Description, it would not normally be considered wholly duty.  However, it is not always practical to detail every element of a job/role.  Therefore, where a suggestion can be shown to derive directly from the individual’s Terms of Reference and/or Job Description, it should be considered wholly duty.

82. A wholly duty judgement would also apply, where it would be reasonable to expect that the suggestor would be open to criticism for not having made the suggestion in the course of their employed duties.

83. In the absence of a Job Description or TORs due account should be taken of the suggestor’s team/business unit’s task/purpose, as a determining factor when making a judgement on wholly duty.

84. Close to Duty, is not Wholly Duty.  Care must be taken not to reject ideas that are close to normal duty, without being strictly part of the suggestor’s defined tasks.  Many of the best ideas are found close to a person’s duty.  Awards can be discounted by up to 50% to take account of how close the idea is to the suggestor’s normal/expected duties.
Closeness to Normal Duty

85. Awards are to be discounted by up to 50% to reflect how close the suggestion is to the suggestor’s normal duties.  To calculate the appropriate level of discount Award Groups should review the suggestor’s Terms of Reference and/or Job Description and consider the following questions:

· Is the suggestion something that the suggestor could reasonably be expected to do in the course of their normal duties?

· Was the suggestor tasked to come up with a solution?

· Did the tasking go beyond their normal duties?

Degree of Innovation

86. Awards are to be discounted by up to 25%, in order to calculate an appropriate level of discount, the following should be considered, where the suggestion has:

· Been adopted from another area,

· Required little thought,

· Made use of existing propriety software, tools or processes, and/or

· Required significant further development or modification to make it suitable for implementation.

87. It is recognised that decisions on duty status will involve a degree of subjective judgement and to help Award Groups makes this decision a guide is available at Annex E to help them gauge appropriate levels of discounts.

88. If the Award Group Chairman is unsure or feels further advice is required, the managing Service Award Group or GEMS Central Team should be contacted prior to any decision being made.
Award Value

89. The total discount should then be applied to the Maximum Possible Award to give a Discounted Award Value for the suggestion.

Total Discounts = Closeness to Duty plus Degree of Innovation

Discounted Award Value = Maximum Possible Award Value minus Total Discounts
Tax Liability and National Insurance Contributions

90. GEMS Awards received by individuals, are classified as income and all award payments are subject to HMRC rules and regulations (Employment Income Manual).  Award Groups should note that the calculations applied to GEMS Awards do not represent actual PAYE and National Insurance Contributions paid by the individual. The amounts calculated represent the contribution attracted by the award payment that is in turn covered by the GEMS Scheme annual payment to HMRC – as defined in the annual agreement.

91. Individuals who submit a self assessment or other/similar annual tax return directly to HMRC, are to be reminded of the need to declare any GEMS award payment and respective deductions (as detailed in their award notification letter) as “Income”.

92. GEMS Scheme Awards attract a tax liability and national insurance contributions when one or more of the following circumstances apply (as specified by HMRC):

· In the case of Benefits Based Awards, the whole award due attracts a tax liability and national insurance contributions.

· Where an award is discounted by more than 50%, the whole award due attracts a tax liability and national insurance contributions.

· Where an award is over the Tax Exempt Permitted Maximum, the value in excess of this amount attracts a tax liability and national insurance contributions.

93. For awards falling within the categories above the amount of the award is to be paid net of the basic rate of tax (20%) and employee’s contribution rate of national insurance (9.4%).

94. Award Groups will need to calculate the Tax Exempt Permitted Maximum for all awards that attract a tax liability and national insurance contributions.  The following methodology is to be used:

Tax Exempt Permitted Maximum = 10% of the Net Savings (capped at £5,000)

95. Where an award is to be paid that attracts a tax liability and national insurance contributions which is to be divided between a team, the Calculated Award Value should be divided between them as defined by the agreed split entered on the GEMS Suggestion Form.  The amount of tax and national insurance due is then calculated for each individual based on their share of the award. Examples for team awards are shown at Annex D.

96. Any liability for tax and national insurance above the basic rate is covered by a central payment made by the GEMS Central team based on a formula agreed with HMRC.  Therefore no action is required by Award Groups in respect of the higher rate of tax and national insurance contributions.

97. Award Groups must adhere to these instructions and ensure that the GEMS Central Team are advised of all awards through the reporting process. They can provide further advice and guidance on tax liabilities and national insurance contributions relating to GEMS awards on request.
Calculated Award Value

98. Any deductions for PAYE and National Insurance Contributions should then be applied to the Discounted Award Value to give the Calculated Award Value for the suggestion.

Calculated Award Value = Discounted Award Value minus Applicable Tax & NI Contributions
Payment of Awards

99. GEMS Awards are only payable where a Line Management endorsed Job Description and/or Terms of Reference have been supplied, and the suggestion has been fully evaluated and implemented.  Additionally for Saving Based Awards, the Finance Officer Declaration must have been completed prior to any award decision being made.

100. Once the Award Group have an agreed Calculated Award Value (Discounted Award Value minus the tax and national insurance element of the award (capped at £10,000 per suggestion)), the Award Group Secretary should take steps to request payment and presentation of the award as soon as possible.

101. If the Calculated Award Value for the suggestion exceeds the Local Award Group award limit, the suggestion, evaluation and associated documentation is to be referred to the Service Award Group for further consideration.

102. Payment of awards approved by the Service Award Group will be arranged by the Service Award Group Secretary.  The Local Award Group will be notified of the Service Award Group’s decision and asked to assist in any further action that needs to be taken, such as presentation of a certificate.
Requesting Payment

103. After an Award Group has reached a decision on the type and value of an award in respect of an implemented suggestion, the following are to be sent to the GEMS Central Team or a nominated authorised individual to arrange payment of the award:

· Minutes of the Award Group meeting where the decision for an award was made

· Award Group Statistics covering the period since your last stats submission

· Award Payment Request

104. Award Group Secretaries should note that the latest versions of the Award Group Statistics and Award Payment Request tools should be used when submitting these in order to request a payment.  The GEMS Central Team will ensure that the latest versions are available on the GEMS Defence Intranet Site.
Concluding the Process

105. Once it has been confirmed that payment of a GEMS Award has been authorised and forwarded to PPPA or the relevant payment authority (in the case of foreign nationals), the Award Group Secretary is to notify the suggestor(s) and arrange for presentations to be made at the highest possible level within their local area in order to gain as much publicity as possible.
Publicity

106. Award Groups are encouraged to take all opportunities to publicise awards and presentations in order to encourage greater participation.

107. Before advertising details of financial awards, Award Group Secretaries must ensure that suggestors have agreed for their details to be used for publicity purposes on the GEMS Suggestion Form.

108. Suitable formats for publicity include; local newsletters, magazines, posters, network messages and notice boards.  Copies of articles and photographs for suggestions of particular merit should be sent to the GEMS Central Team for wider use across the Department.

Complexities

Contractor Personnel and Agency Staff

109. Before any suggestion from contractor, sub-contractor or agency based member of staff can be accepted or progressed, the terms and purpose of the contract or terms of employment have to be checked, to ensure that the suggestion falls outside the expected scope of their employment.  Additionally, before any suggestion from these staff can be progressed or an award requested and subsequently paid, a disclaimer and agreement from the employer is required.  Award Group Secretary and Chairman should note that in the case of sub-contractors, this agreement will be required from both the employing company and any company who have sub-contracted the contractor or their employees.

110. The disclaimer and agreement, provide confirmation that MOD will have full user rights of the Intellectual Property Rights resulting from the implementation of the suggestion. It also constitutes formal agreement that the MOD may pay an award to a member of their staff, and that the suggestor(s) will not receive any other reward or recompense from any other source for the implemented suggestion.  As part of the disclaimed request the employer is asked to provide suitable evidence on which a “closeness to duty” assessment can be made.

111. Once the Award Group receives the reply
 from the employer, the Secretary is to carry out one of the following actions:

· If the employer has agreed that an award can be paid to the individual and that; the MOD will have full user rights to the Intellectual Property Rights, that they will seek no payment from the MOD and will not claim against the MOD in respect of the use of the implemented suggestion or the use of the suggestion by authorised third parties on its behalf, the Award Group should continue from this point as normal.

· If the employer has refused permission for; the award to be paid and for the MOD to have full user rights in the Intellectual Property Rights, the suggestor should be informed that the suggestion has been rejected on those grounds.

· If the employer has refused to grant the MOD a non-exclusive, perpetual, royalty-free licence to use, and have used, the Intellectual Property Rights, the suggestor should be informed that the suggestion has been rejected on those grounds.

· If the employer agrees that the MOD will have full user rights to the Intellectual Property Rights, but wishes to claim the award for the company, the suggestion is to be closed and no award made.  The individual is to be advised of the reason for the closure after which, no further action is to be taken.

112. Regardless of the response received from the employer, the Award Group secretary is to notify the appropriate contracts/commercial officer (as identified by the evaluator) of the suggestion and expected benefits.  This will allow any required changes to be reflected in the contract or future negotiations to take into account the change or benefits resulting from the suggestion.

113. Award Groups are to note that there are no circumstances where an award can be made to a company/employer.
Equipment Faults, Defects and Modifications

114. In the case of suggestions relating to equipment, the GEMS Scheme does not replace the fault/defect/modification reporting system.

Where it is felt by the Award Group Secretary or Chairman that an equipment fault/defect/modification report should be raised, but has not been included with the submitted suggestion, the suggestor is to be notified to raise the appropriate report.  A copy, or easily identifiable reference, is to be included with the suggestion to aid the evaluator in their assessment which in turn helps to ensure that the suggestor is appropriately credited for their contribution.
Patent / Intellectual Property Rights

115. If it is considered that a suggestion may be patentable or have intellectual property right implications, the Award Group Secretary must contact the Defence Intellectual Property Rights team before any further action is taken.  See Annex F.
Commercial Exploitation

116. If the suggestor indicates that a patent is pending or that the MOD has received royalty payment in respect of the suggestion, then the Defence Intellectual Property Rights team must be contacted before any further action can be taken.  See Annex F.
Confidentiality

117. Before any technical communications, drawings, designs or prototypes relating to any GEMS suggestion are sent to a third party outside the MOD, a confidentiality agreement must be obtained.  If there is no prior agreement it could jeopardise any future patent or royalty payments.  An acceptable form of wording for a confidentiality agreement can be found in Annex G.  It is important to provide a brief description of what is being provided to the contractor so that in the event of a breach of confidentiality, it is possible to prove what the confidentiality statement covered.  Award Groups are to note the requirement for all the supplied information to be returned.
Resource Accounting Benefits and Clear Line of Sight

118. Financial management within the MOD at organisational level is based on commercial accounting practices termed, “Resource Accounting and Budgeting”.  Resource Accounting and Budgeting takes a much wider account of the financial consequences of holding assets (property, equipment and stores) rather than just the purely cash costs.  Its aim is to focus attention on the need to reduce ownership of assets wherever possible by placing a value on their in-service life as well as their eventual disposal date and value (e.g. by calculating depreciation and impairments).

119. For the assessment of GEMS awards, all cost/saving calculations are to be based only on actual figures directly attributable to the MOD, or where actual figures are not available on reasonable figures that are reflected in the planning cycle.  All such savings are to be clarified and confirmed by an appropriate finance officer who has delegated responsibility for the budget/financial allocation affected by the implementation of the suggestion.

120. Savings based award can only be made in respect of a suggestion that once implemented has agreed and auditable financial savings, whether cash or non-cash based, in accordance with Resource Accounting and Budgeting and Clear Line of Sight processes and methodology. 
Staff Savings

121. Staff savings should be based on the actual number of posts that have been, or will be, reduced as a result of implementing the suggestion.  In addition to actual reductions in staff numbers resulting from a suggestion, account can be taken of the saving in effort where posts remain.  Reduced effort should be calculated as a proportion of staff costs to produce notional savings where such savings can be demonstrated as having been achieved.

122. Where staff savings have not already been provided by the evaluator, the Award Group Secretary should approach the Unit Budget Office (or similar authority) for current rates to be used for the calculation of savings relating to the suggestion.  Guidance on calculating staff costs in the absence of any other auditable evidence is at Annex H.
Payment to Foreign Nationals

123. Where a GEMS Award is payable to a foreign national, who is not paid directly by PPPA and/or is exempt from paying UK Tax and National Insurance Contributions, the Award Group Secretary is to arrange payment through salary via the local pay bureau once authorisation for payment has been given.  This ensures that the correct amount of deductions will be made and paid to the correct authorities.

124. Where payment through salary is not possible, alternative means of payment will be authorised and the suggestor will be expected to identify and pay any applicable deductions.

125. The value of the GEMS Award to be authorised for payment is to be the Discounted Award Value.  Award Group Secretaries are to note that local procedures are likely to apply.  These payments can only be made with the agreement and written authorisation from the GEMS Central Team.

126. Award Group Chairmen are to ensure the full eligibility of Foreign Nationals to receive an award payment, and it is strongly recommended that local tax and benefit rules are checked and followed, to ensure that individuals are not unduly penalised by receiving such an award.  This assurance will be required before authorisation to pay an award is given.

127. UK Tax and National Insurance contributions do not apply to these payments and the GEMS Central Team must be advised of the award details to ensure that the payment is not taken into account when calculating the annual HMRC tax return.
Multiple Payments to Suggestors within a Single Financial Year

128. Where multiple GEMS Award payments are made to a single individual during the financial year, additional tax liability rules may apply.  If an individual is in receipt of more than £5,000 in recognition of implemented suggestions over the financial year, the GEMS Central Team are to be notified so that the relevant report can be forwarded to HMRC.

129. Award Group Secretaries may also be requested to supply further details (in addition to their statistic reports) where it is evident that individuals have received multiple awards from one or more Award Groups during a single financial year.
Privacy and Freedom of Information requests

130. Award Groups in the course of their duties deal with private details of staff and are trained to handle such information.  Where Award Group meeting notes/minutes, scheme information management reports and completed suggestion documents contain identifiable private details (staff number, name and postal address) and/or awards to be paid or paid, are to be marked and treated as “PROTECT – PERSONAL”
 in accordance with the Department’s issued guidance for handling information.

131. Award Groups are to remember that departmental rules relating to the Data Protection Act apply to the GEMS Scheme.  Therefore the information collected can only be used for the purpose of processing the submitted suggestion, which includes maintaining auditable records to demonstrate how and why payments from public funds have been made.

132. Publicity including the name(s) of suggestors and the amount of any awards paid are only permitted where all suggestors have agreed to the use of their name and the publication of any award made.

133. In addition, departmental rules relating to the Freedom of Information Act apply to the GEMS Scheme and therefore any external request for information should be dealt with accordingly.
Appeals

134. The GEMS Scheme is an Ex-Gratia and non-statutory scheme run by the MOD to encourage staff generated innovation, efficiency and good practice.  There is no right of appeal against any award decision.

135. However, in order to provide assurance that the GEMS Scheme is, and is seen to be fair, open and impartial, appeals will only be considered from suggestors within 12 months of the Award Group’s decision on the following grounds:

· Where a change has been implemented as a direct result of a suggestion as detailed on the submitted GEMS Suggestion Form, but no award has been made, or

· Where there is evidence that the full value of savings from a suggestion has not been taken into account.

136. All appeals must be submitted in writing by the suggestor detailing the grounds on which the appeal is based and providing evidence demonstrating the grounds for appeal.  Failure to provide this information will result in automatic rejection.

137. In the case of team suggestions the appeal must be submitted by the team leader and endorsed by the whole team.

138. Appeals are to be submitted to the Local Award Group who dealt with the original suggestion. In exceptional circumstances appeals can be submitted through any of the Service Award Groups.

139. In the case of the appeal being lodged with a Local Award Group, the Award Group Secretary must check that the appeal meets the appeal criteria and that suitable evidence has been provided.  If so, they are to acknowledge receipt of the appeal and forward the details to their managing Service Award Group.

140. If submitted appeals do not meet the appeal criteria or suitable evidence has not been provided, the Award Group Secretary is to notify the suggestor(s) of the reason(s) for not accepting the appeal.

141. Accepted appeals are to be processed as suggestions, and any supplementary information or evidence is to be made available to the evaluator, in addition to the original suggestion and evaluation.

142. All appeals will be considered by a Service Award Group unless the Service Award Group dealt with the original suggestion. In which case the Service Award Group will acknowledge receipt of the appeal and forward the details to the GEMS Central Team for further action.

143. In the case of a decision not being reached or the Chairman feels it is inappropriate for the Service Award Group to make a decision, the Secretary will pass the full details to the GEMS Central Team for further action.

Annex A:  Group Roles, Composition and Responsibilities within the GEMS Scheme

GEMS – Focal Points

1. GEMS Focal Points exist in two forms;

· Those that are established at overseas operational locations for personnel detached to those areas where no Local Award Group has been created, and

· Those located at establishments or sites where the total number of personnel is considered too small to warrant the creation of a Local Award Group.

2. Focal Points can be established at sites that have regular UK deployments, but where no permanent staff operate or where duties do not permit the establishment of a Local Award Group.

3. Focal Points are normally located within the area support organisation.  They provide the link between the local suggestor and the parent unit Local Award Group and where appropriate arrange local evaluation of any suggestions that may be implemented at the detached site.

4. Where a suggestion relates to the activities within the detached site, the Focal Point can advise the suggestor to complete a GEMS Suggestion Form and following completion, the suggestion can be locally evaluated and if approval is granted implemented.  The suggestion, any local evaluation and evidence from the implementation, are then to be sent to the suggestor’s parent unit Local Award Group and formally processed through the GEMS Scheme.  In these circumstances the Local Award Group will assess and request payment of any award due as normal.

5. Focal Points may be arranged at locations where a formal Local Award Group would be impractical due to the small number of personnel present.  In these cases the Focal Point can be an individual at the location who acts to promote the GEMS Scheme within the area and who forwards any suggestions received to a Local Award Group at a larger organisation or if a Local Award Group cannot be identified to an appropriate Service Award Group. 

6. Focal Points are not permitted to decide on or request awards.
GEMS – Award Groups

7. GEMS Award Groups exist in two forms:

· Local Award Groups operate at agencies, command headquarters, establishments, units, stations or other business areas to consider all suggestions put forward by staff employed at the location or in the immediate geographic area.  Local Award Groups are managed by a Service Award Group.

· Service Award Groups operate to; manage Local Award Groups, consider awards over the award limit of their allocated Local Award Groups and act as adjudicators in the case of eligible appeals.  Service Award Groups are managed by the GEMS Central Team.

Procedures

8. Award Groups are to follow the procedures as laid out in this document when processing suggestions or assessing awards in recognition of implemented suggestions.
Training

9. All Award Group members are to ensure they are familiar with the current published version of the GEMS Scheme Instructions.  The GEMS Scheme Defence Intranet site is the authoritative source for all policy, rules, guidance, documents and forms, Award Group members should ensure they are using the most recent version available at all times.

10. All Award Group members are to have completed the Protecting Information (Level 1) training course.  Award Group Chairmen and Secretaries are to have completed both Protecting Information (Level 1 and 2) training courses.  Both courses are available via the Defence Intranet or accessed online at https://protectinginfo.nationalschool.gov.uk
11. Award Group Chairman and Secretaries are to have received and/or attended suitable GEMS Scheme training
 (as soon as is practical to arrange and attend).
Meetings

12. Award Groups should meet as required to assess evaluated suggestions.  Although a fair proportion of the work is administrative in nature and handled outside of meetings, the Award Group Chairman is responsible for determining detailed arrangements.

13. The Secretary is to keep a record of decisions taken at each meeting and copy the notes/minutes to all members and the GEMS Central Team within 10 days of the meeting.  Local Award Group Secretaries should also copy their notes/minutes to their managing Service Award Group.
Reporting Arrangements

14. In addition to copies of Award Group meeting notes/minutes, Award Groups are required to provide statistical reports to the GEMS Central Team.  A Microsoft Excel reporting tool is provided for this purpose by the GEMS Central Team and is available on the GEMS Scheme Defence Intranet site.

15. Statistical Reports are to be provided with the Award Group Meeting minutes/notes when requesting payment of awards.  Where there has been no Award Group activity during a financial quarter, a Nil Return is required.  For the purposes of Nil returns, financial quarters are:

· Quarter 1 – 1st April to 30th June

· Quarter 2 – 1st July to 30th September

· Quarter 3 – 1st October to 31st December

· Quarter 4 – 1st January to 31st March

Communication

16. Email communication sent from Award Groups should include the GEMS (Award Group ID) as a prefix to the subject heading (e.g. GEMS LAG 7027 or GEMS SAG 7) to allow quick identification of the Award Group. This information is helpful if there are any questions or queries in relation to the email, and there are no contact details included in the text of the email or associated with the email account used.
Award Group Membership

17. Each Local Award Group is to comprise of:

· Chairman.  Nominated by the Head of the Organisation (not below Lt Cdr, Major, Sqn Ldr or Civilian Band C) and authorised the GEMS Scheme.  Although advised by other members of the group only the Chairman has the authority to request awards to be paid from the GEMS budget.

· Secretary.  Nominated by the Head of the Organisation and preferably within the Chairman’s Line Management chain.
· Members.  At least one other member in addition to the Chairman and Secretary is required for a formal Award Group.  Membership is to be determined by local arrangements but it is recommended that suitable Subject Matter Experts relating to the suggestions to be assessed for awards are invited to sit on the Award Group.  Where appropriate local Trade Union representatives should be invited to join the Award Group.

18. Each Service Award Group is to comprise of:

· Chairman.  Nominated by the organisational lead command (not below Cdr, Lt Col, Wg Cdr or Civilian Band C1) and authorised by the GEMS Scheme Manager.  Although advised by other members of the group only the Chairman has the authority to request awards to be paid from the GEMS budget.

· Secretary.  Nominated by the organisational lead command and preferably within the Chairman’s line management chain.

· GEMS Central Team Member.  Either the GEMS Scheme Manager or Assistant Scheme Manager.

· Trade Union Member.  It is strongly advised that a Trade Union representative is considered as a permanent member of the Service Award Group.

· Members.  At least one other member in addition to the Chairman, Secretary and GEMS Central Team member is required for a formal Award Group.  Membership is preferable at Lt Cdr level or equivalent (and above) and should represent the broad organisations within the Service Award Group area.  As with Local Award Groups, additional members should reflect the knowledge and experience required to objectively assess the suggestions to be considered.

Responsibilities

19. Local Award Groups are responsible for:

· Encouraging suggestions from local staff,

· Advertising the GEMS Scheme locally,

· Receiving and processing suggestions from individuals and nominated Focal Points,

· Screening of all received suggestions for their eligibility under the GEMS Scheme,

· Obtaining evaluations for accepted suggestions and confirmation of their implementation,

· Calculating awards, requesting payment of awards and arranging presentations,

· Forwarding appropriate suggestions to the Service Award Group for consideration of awards above their award limit,

· Registering and screening of appeals to ensure eligibility under the GEMS Scheme appeals criteria,

· Forwarding appeals to the Service Award Group,

· Ensuring that changes to Award Group personnel are promptly reported to the Service Award Group and GEMS Central Team,

· Providing statistics relating to Award Group activity at least on a quarterly basis, and

· Providing copies of notes/minutes of Award Group meetings.

20. Service Award Groups are responsible for:

· Considering/approving awards above the award limit of Local Award Groups and up to the GEMS Scheme capped limit and where necessary to arrange further evaluations to support their decisions,

· Considering any eligible appeals and making appropriate arrangements in support of those appeals,

· Forwarding any eligible appeals that cannot be processed by the Service Award Group to the GEMS Central Team,

· Promote and Publicise the GEMS Scheme throughout the Service Award Group area,

· Ensure adequate Local Award Group coverage throughout the Service Award Group area,

· Act as a Local Award Group for those suggestors who do not have access to a Local Award Group within their local area,

· Ensure that changes to Award Group personnel are promptly reported to the GEMS Central Team,

· Provide Statistics relating to Award Group activity at least on a quarterly basis,

· Conduct regular reviews of allocated Local Award Groups,

· Provide copies of notes/minutes of Award Group meetings to the GEMS Central Team,

Publicity

21. Award Group members should ensure that all staff at their location are made aware of the GEMS Scheme, the Group, what it does, who sits on it and how they can submit their ideas.  It is good practice for these details to be displayed on notice boards along with scheme posters and/or leaflets, contact points and examples of successful suggestions.  They should also seek maximum publicity for successful suggestions as a means of encouraging wider participation in their area.

22. Copies of articles detailing locally successful suggestions should be forwarded to the Service Award Group and GEMS Central Team for inclusion in wider MOD publications and scheme publicity activities.

23. For assistance and guidance on publicity matters Award Group members can contact either the Service Award Group or GEMS Central Team.  A variety of publicity material is available on request from the GEMS Central Team.
Opening an Award Group

24. Establishments wishing to create a new Award Group should carrying out the following actions:

· Confirm that an Award Group is not already operating on the establishment

· If there are a number of MOD establishments in the immediate area, confirm that an Award Group is not already operating on a neighbouring establishment that has the capacity to handle suggestions from their establishment

· Identify a Chairman and Secretary in line with the instructions

· Ensure that the GEMS duties of both the Chairman and Secretary are included in the terms of reference and/or job description for both individuals

· Contact the GEMS Central Team to:

· Confirm the arrangements

· Record the details of the Award Group

· Arrange training

Closing an Award Group

25. Where a decision has been made that results in the requirement to close an Award Group the Chairman is to ensure the following actions are carried out:

· Check to see if there is an Award Group operating in the local area

· If there is a Local Award Group in the local area:

· Arrange for the transfer of all open suggestions, and,

· Archive all suggestions closed within the last 12 months and arrange for the Award Group to have authority to recall the records, and,

· Notify the GEMS Central Team and managing Service Award Group of the change and the arrangements put in place.

· If there is no Local Award Group in the local area:

· Arrange for the transfer of all open suggestions to the managing Service Award Group, and,

· Archive all suggestions closed within the last 12 months and arrange for the Service Award Group to have authority to recall the records, and,

· Notify the GEMS Central Team of the change and arrangements put in place.

Re-instating an Award Group

26. Establishments where an Award Group previously operated and has either been closed or suspended, that wish to re-instate an Award Group are to carry out the following actions:

· Confirm that an Award Group is not already operating on the establishment

· If there are a number of MOD establishments in the immediate area, confirm that an Award Group is not already operating on a neighbouring establishment that has the capacity to handle suggestions from their establishment

· Identify a Chairman and Secretary in line with the instructions

· Ensure that the GEMS duties of both the chairman and secretary are included in the terms of reference and/or job description for both individuals

· Contact the GEMS Central Team to:

· Confirm the arrangements (noting that this is a re-instatement of an Award Group)

· Record the details of the Award Group

· Arrange training
GEMS Central Team

27. The GEMS Central Team resides under the DG Strategy organisation within the Defence Business Improvement Division and provides the central MOD focus for the GEMS Scheme.
Responsibilities

28. The GEMS Central Team are responsible for:

· Administration of the GEMS Scheme,

· Discharging the policy and financial responsibilities of DG Strategy for the operation of the GEMS Scheme,

· Ensuring that the mechanics and organisation of the GEMS Scheme are effective and the maintenance and support of the Award Group network to provide Defence-wide coverage of the scheme,

· Management of the GEMS Scheme including; attendance at Service Award Group and Policy and Appeals Group meetings,

· Provision of tools and methodology for the use of Award Groups operating under the GEMS scheme,

· Management of the GEMS Scheme financial allocation,

· Management/Audit of all GEMS award payments

· Promotion and publicity of the GEMS Scheme across the MOD to maximise participation including organisation of an annual Defence-wide awards ceremony,

· Provision of publicity material for Award Groups,

· Monitor the performance of the GEMS Scheme,

· Provide advice to Award Groups and others on operation of the GEMS Scheme,

· Monitoring of developments in staff participation schemes outside the MOD,

· Act as a Service Award Group for the MOD Centre Organisation, and

· Review the effectiveness of the GEMS Scheme and implement any necessary changes.

Communication

29. Email communication sent from the GEMS Central Team will have the following prefix to the subject heading; “GEMS:” to allow recipients to easily identify that the email relates to the GEMS Scheme.  Additionally emails will only be tagged with “High Importance” if an immediate reply is required or the contents relate to a change in the Scheme instructions.
Membership

30. The GEMS Central Team consists of the following members:

· GEMS Scheme Manager (DBI-GEMS1)

· GEMS Scheme Assistant Manager (DBI-GEMS2)

GEMS – Scheme Improvement Group

31. A Scheme Improvement Group can be called by the GEMS Scheme Manager to consider issues affecting the wider scheme or to review specific aspects of the scheme.

32. Formal and detailed Terms of Reference relating to the tasking, requiring the formation of a Scheme Improvement Group will be issued to all members on their acceptance of the role.

33. The Scheme Improvement Group will be formed from representatives of the following groups:

· GEMS Central Team,

· Service Award Groups (At least one Chairman, Secretary or Member from each),

· Local Award Groups (At least one Chairman, Secretary or Member),

· Evaluator community (At least one active evaluator), and

· An independent member who will act as a facilitator or co-ordinator for the specified task.

Annex B:  GEMS Scheme Annual Awards Ceremony

1. Award Groups are invited to nominate suggestions as entries for the GEMS Annual Awards Ceremony under the following categories:

· Most Environmentally Friendly awarded in recognition of the suggestion that demonstrates the greatest contribution to the conservation of natural resources, protecting the natural environment or sustainable procurement.

· Most Safety Improving awarded in recognition of the suggestion that demonstrates the greatest contribution to reducing the risk of injury or danger to life.

· Most Innovative awarded in recognition of the suggestion that demonstrates the best in original thinking to achieve improvement.  As well as truly innovative ideas this can include the application of existing ideas or procedures in an entirely new context.

· Most Operational Benefit awarded in recognition of the suggestion that has contributed the most to improving the operational effectiveness of the Armed Forces.

· Most Business Improving awarded in recognition of the suggestion that has contributed most to improving the conduct of business or organisation of the MOD.  This category is intended to cover those improvements which are administrative in nature rather than those which improve operational capability or relate to equipment.  

· Best Example of Modernisation awarded in recognition of the suggestion that best illustrates efforts to update working practices within the MOD and Armed Forces.  Examples can include; use of electronic media to improve efficiency or effective communication and ideas that improve co-operation and/ co-ordination within the MOD or with external organisations.
· Idea of the Year awarded in recognition of truly exceptional suggestions.  The recipient of this award is selected by the senior management sponsors of the GEMS Scheme and is not necessarily awarded every year.

2. Suggestions in the above categories are eligible providing they have been fully evaluated and either implemented or implementation has been recorded in the planning cycle, recognised/rewarded in the period since the last award ceremonies closing date for nominations and not previously nominated for or recognised at a GEMS Annual Awards Ceremony.

3. Nominations are also invited from Award Groups, Evaluators or Suggestors under the following categories:

· Award Group of the Year awarded in recognition of the GEMS Award Group which has made the most progress in support of the GEMS Scheme during the nomination period.  Account will be taken of progress in increasing participation rates, efforts made to publicise and promote the GEMS Scheme locally, and any special circumstances that have added difficulty or deserve to be acknowledged.
· Evaluator of the Year awarded in recognition of the GEMS Scheme Evaluator who has achieved the most in support of the GEMS Scheme.  Nominations should not just be based on the number of evaluations completed during the nomination period.

4. All nominations received are reviewed and judged by a panel
 called by the GEMS Scheme Manager and will normally comprise of the following:

· GEMS Scheme Manager and Assistant Manager,

· Service Award Group Chairmen and Secretaries,

· Head of Defence Business Improvement Division, and

· At least 2 independent members.

5. Formal nomination forms will be sent to all Award Groups along with nomination and judging deadlines by the GEMS Central Team (normally in December).  However, nominations are welcome at anytime for consideration and should be emailed to the GEMS Scheme Manager in the following format.

Annex C:  Basic GEMS Scheme Process Flow Chart
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Annex D:  GEMS Award Calculation – Worked Examples

Example A:  Suggestion - net savings of £35,000
	Maximum Possible Award (£35,000 x 10%) = £3,500


	Total Discounts = 22% (Closeness to Duty Discount 15% + Innovation Discount 7%)

Discounted Award Value (£3,500 - £770) = £2,730


	Tax Exempt Permitted Maximum (£35,000 x 10%) = £3,500

Taxable Award Value (£2,730 - £3,500) = £0 

Tax Element (£0 x 20%) = £0

NI Contribution (£0 x 9.4%) = £0


	Calculated Award Value (£2,730 - £0) = £2,730

LAG Award Due = No Award Request – All details passed to SAG

SAG Award Due = £2,730

	Example B:  Suggestion - net savings of £465,000 > 50% discount

Maximum Possible Award (20 x √ £465,000) = £13,638.18


	Total Discounts = 53% (Closeness to Duty Discount 28% + Innovation Discount 25%)

Discounted Award Value (£13,638.18 - £7,228.23) = £6,409.95


	Taxable Award Value = £6,409.95

Tax Element (£6,409.95 x 20%) = £1,281.99

NI Contribution (£6,409.95 x 9.4%) = £602.53


	Calculated Award Value (£6,409.95 – (£1,281.99 + £602.53)) = £4,525.42

LAG Award Due = No Award Request – All details passed to SAG

SAG Award Due = £4,525.42


Example C:  Suggestion - net savings of £465,000 < 50% discount

	Maximum Possible Award (20 x √ £465,000) = £13,638.18


	Total Discounts = 14% (Closeness to Duty Discount 8% + Innovation Discount 6%)

Discounted Award Value (£13,638.18 - £1,909.35) = £11,728.84


	Tax Exempt Permitted Maximum (£465,000 x 10%) = £5,000 (capped)

Taxable Award Value (£11,728.83 - £5,000) = £6,728.84

Tax Element (£6,728.83 x 20%) = £1,345.77

NI Contribution (£6,728.83 x 9.4%) = £632.51


	Calculated Award Value (£11,728.84 – (£1,345.77 + £632.51)) = £9,750.56

LAG Award Due = No Award Request – All details passed to SAG

SAG Award Due = £9,750.56


Example D:  Suggestion with identified benefits but no quantifiable savings

	Improved Productivity = 2 points

Improved Efficiency = 1 point

Improved Effectiveness = 3.7 points

Health & Safety Improvements = 0 points

Supportive of Organisational Objective = 1 point

Total Points = 7 points


	Maximum Possible Award (7.7 X £100) = £770


	Total Discounts = 20% (Closeness to Duty Discount 10% + Innovation Discount 10%)

Discounted Award Value (£770 - £154) = £616


	Taxable Award Value = £616

Tax Element (£616 x 20%) = £123.20

NI Contribution (£616 x 9.4%) = £57.90


	Calculated Award Value (£616 – (£123.20 + £57.90)) = £434.90

LAG Award Due = £434.90

SAG Award Due = £0


Example E:  Team Suggestion - net savings of £1,345,000 > 50% discount

	Suggestion Agreed Split

Suggestor A:  55%

Suggestor B:  25%

Suggestor C:  20%


	Maximum Possible Award (20 x √ £1,345,000) = £23,194.83


	Total Discounts = 53% (Closeness to Duty Discount 38% + Innovation Discount 15%)

Discounted Award Value (£23,194.83 - £12,293.26) = £10,901.57


	Taxable Award Value = £10,901.57

Tax Element for Suggestor A ((£10,901.57 x 55%) x 20%) = £1,199.17

Tax Element for Suggestor B ((£10,901.57 x 25%) x 20%) = £545.08

Tax Element for Suggestor C ((£10,901.57 x 20%) x 20%) = £436.06

NI Contribution for Suggestor A ((£10,901.57 x 55%) x 9.4%) = £563.61

NI Contribution for Suggestor B ((£10,901.57 x 25%) x 9.4%) = £256.19

NI Contribution for Suggestor C ((£10,901.57 x 20%) x 9.4%) = £204.95


	Calculated Award Value Suggestor A (£10,901.57 x 55%) – (£1,199.17 + £563.61) = £4,233.08

Calculated Award Value Suggestor B (£10,901.57 x 25%) – (£545.08 + £256.19) = £1,924.12

Calculated Award Value Suggestor C (£10,901.57 x 20%) – (£436.06 + £204.95) = £1,539.30

Total Calculated Award Value = £7,696.50

LAG Award Due to Suggestor A = No Award Request – All details passed to SAG

LAG Award Due to Suggestor B = No Award Request – All details passed to SAG

LAG Award Due to Suggestor C = No Award Request – All details passed to SAG 

SAG Award Due to Suggestor A = £4,233.08

SAG Award Due to Suggestor B = £1,924.12

SAG Award Due to Suggestor C = £1,539.30


Example F:  Team Suggestion - net savings of £1,345,000 < 50% discount

	Suggestion Agreed Split

Suggestor A:  55%

Suggestor B:  25%

Suggestor C:  20%



	Maximum Possible Award (20 x √ £1,345,000) = £23,194.83



	Total Discounts = 33% (Closeness to Duty Discount 18% + Innovation Discount 15%)

Discounted Award Value (£23,194.83 - £7,654.30) = £15,540.53



	Tax Exempt Permitted Maximum (£1,345,000 x 10%) = £5,000 (capped)

Taxable Award Value (£15,540.53 - £5,000) = £10,540.53

Tax Element for Suggestor A ((£10,540.53 x 55%) x 20%) = £1,159.46

Tax Element for Suggestor B ((£10,540.53 x 25%) x 20%) = £527.03

Tax Element for Suggestor C ((£10,540.53 x 20%) x 20%) = £421.62

NI Contribution for Suggestor A ((£10,540.53 x 55%) x 9.4%) = £544.95

NI Contribution for Suggestor B ((£10,540.53 x 25%) x 9.4%) = £247.70

NI Contribution for Suggestor C ((£10,540.53 x 20%) x 9.4%) = £198.16



	Calculated Award Value Suggestor A (£15,540.53 x 55%) – (£1,159.46 + £544.95) = £6,842.88

Calculated Award Value Suggestor B (£15,540.53 x 25%) – (£527.03 + £247.70) = £3,110.40

Calculated Award Value Suggestor C (£15,540.53 x 20%) – (£421.62 + £198.16) = £2,488.32

Total Calculated Award Value = £12,441.60

LAG Award Due to Suggestor A = No Award Request – All details passed to SAG

LAG Award Due to Suggestor B = No Award Request – All details passed to SAG

LAG Award Due to Suggestor C = No Award Request – All details passed to SAG

SAG Award Due to Suggestor A = £6,842.88 (£5,500 capped – Scheme Limit)

SAG Award Due to Suggestor B = £3,110.40 (£2,500 capped – Scheme Limit)

SAG Award Due to Suggestor C = £2,488.32 (£1,800 capped – Scheme Limit)


Annex E:  Discount Guide for Saving and Benefit Based GEMS Awards

Closeness to Duty


Innovation

 SHAPE  \* MERGEFORMAT 



Annex F:  Intellectual Property Rights and the GEMS Scheme

1. When processing suggestions Award Group Secretaries should be aware that there may be Intellectual Property associated with the suggestions submitted.  Intellectual Property can exist in the results of original creative thought and can be protected by a number of distinct Intellectual Property Rights (IPR). Some forms of IPR arise automatically when a work is created, such as copyright in documents, drawings or computer programs; or unregistered design rights in 3 dimensional objects. Other forms of IPR are only available if a process of registration is followed; examples of these are patents for inventions and registered design rights. IPR can be very important because they can potentially prevent the use of a suggestion by MOD, or lead to additional payments being required in order to secure that use. 

2. Where a suggestion is produced by a Crown employee as part of their normal duties, or duties specifically assigned to them, any IPR existing in that suggestion will usually belong to the Crown/Secretary of State for Defence. In that case implementation of the suggestion should present no problems. However, where a suggestion is made by a member of staff acting outside of their normal duties, any IPR existing in that suggestion is likely to belong to the suggestor. For that reason, the suggestor (and all members of a suggesting team) are required to make a declaration on the Suggestion Form to state that they will grant a licence to MOD in any IPR that they own, in order to enable MOD to implement their suggestion. If a suggestor does not make the required declaration this should be queried with them as it may prevent an award from being made. If the issue cannot be resolved then advice should be sought from the Defence Intellectual Property Rights team (DIPR). 

3. It should be noted that in many basic suggestions, for example with regard to efficiency savings, no intellectual property may be present at all. The requirement for a licence is there to protect MOD’s position and does not imply the existence of any IPR belonging to the suggestor in any particular case. 

4. Where a suggestion is received from contractor or agency staff, a disclaimer must be obtained from their employer in accordance with sections 107-111 of these Instructions before an award can be made. This disclaimer allows MOD to be sure that it has all the rights it needs to implement the suggestion. If the employer refuses to provide a disclaimer then the contractual position will need to be investigated and guidance may be needed from DIPR. 

5. Guidance from DIPR will also be required where there is a question over the ownership of any intellectual property involved in the suggestion, or if it becomes clear that intellectual property belonging to a third party must be used in order to implement the solution (i.e. IPR not owned by MOD or the suggestor).

6. In particular Award Group Secretaries should assess suggestions to determine whether they include any invention that might be patentable. Patents offer strong legal protection and are available for technical inventions that are new, non-obvious and capable of some form of industrial application. If an invention is identified that is believed to be patentable, DIPR should be contacted for advice. It should be noted that patents are not available for any inventions that have been published or otherwise made available outside of an obligation of confidence. The details of any invention must therefore be kept confidential until it has been assessed by DIPR and appropriately protected. 

7. Award Groups are to note that the presence or absence of Intellectual Property Rights in respect of a suggestion should not affect the manner in which suggestions are evaluated or the level of any award under the GEMS Scheme.

8. Award Group Secretaries who are unfamiliar with intellectual property are encouraged to attend the courses MOD organises on the subject.

Commercial Exploitation

9. In some cases a suggestion generates revenue to MOD through its commercial exploitation.  Such cases should be referred to DIPR.

10. Although the GEMS Scheme is ex-gratis and there is no right of award or appeal under it, there is in respect of patented inventions a statutory compensation scheme for cases where the inventor has received inadequate benefit.  Such cases will arise under the Patents Act 1977, but are rare and most are unlikely to impact upon the GEMS Scheme.  Any instances should be referred to DIPR for consideration.  Any compensation paid will take account of any GEMS award paid.

11. It should also be noted that where a patent is obtained for an MOD owned invention (i.e. an invention produced by an MOD employee as part of their duties), the inventor will also have access to the MOD Rewards to Inventors Scheme (see DIN 2007 DIN 02-191).

12. The first point of contact for any Intellectual Property Right related questions or queries should be DIPR.

Annex G:  GEMS Scheme Letters

Content - Acknowledgement Letter

Dear [Suggestor Name]

[GEMS REFERENCE] - [SUGGESTION TITLE]

I am pleased to acknowledge receipt of the above titled suggestion.  

Your suggestion has been allocated the GEMS reference number [GEMS Suggestion Reference], which should be quoted in any future correspondence.

Your suggestion will be sent to an expert evaluator for assessment following which it will be considered by the Local Award Group for a possible award.  Inevitably it may take a little time before we are able to let you know of the decision, so I should be grateful for your patience while your suggestion is being processed.

If any of your personal details change in the meantime please let me know so that I can keep our records up to date and ensure that I am able to contact you with relevant updates.

In the meantime I would be happy to answer any questions you may have about your GEMS suggestion and will keep you informed of progress.

Yours sincerely,

[Signature Block]

Content - Evaluation Request

Dear [Evaluator Name]

[GEMS SUGGESTION REFERENCE] – [SUGGESTION TITLE]

1. The enclosed suggestion has been submitted for consideration under the GEMS scheme.

2. All suggestions are required to be evaluated by the policy branch or implementation authority responsible for the subject mater covered by this suggestion. In this case I believe you are the appropriate branch to conduct the evaluation but please let me know as soon as possible if you feel that another branch is better qualified to undertake this task.

3. I enclose a copy of the GEMS Suggestion Evaluation Form on which you should record the results of your evaluation and a guide to help you to evaluate the suggestion and complete the form.

4. Please note that the Chief of Defence Staff and the Permanent Under Secretary attach great importance to the GEMS Suggestion Scheme and require that all suggestions receive prompt and thorough attention.  I should therefore be grateful if you would return the completed GEMS Form within 30 days from the date of this letter.

5. If you are unlikely to be able to meet this deadline please let me know the reasons for this and your expected time for completion so that I can notify the suggestor accordingly. 

Yours Sincerely

[Signature Block]

Content - Evaluation Request Hastener

Dear [Evaluator Name]

[GEMS SUGGESTION REFERENCE] – [SUGGESTION TITLE]

Reference
A:  [insert file reference for original correspondence]

1. I wrote to you in [insert month] (Reference A refers) regarding an evaluation for the above suggestion.  Unfortunately to date I’ve not received a reply.

2. I appreciate that your time is valuable and that there is growing demands on our time and resources.  However, the GEMS Scheme relies on timely and objective evaluations for all accepted suggestions.  As you are aware suggestions can only be evaluated by the individual or team with the authority to implement or authorise the implementation of a suggestion.  If you are not the appropriate individual or a member of an appropriate team please let me know so that I can arrange an alternative evaluator for the above suggestion.

3. Please note that the Chief of Defence Staff and the Permanent Under Secretary attach great importance to the GEMS Suggestion Scheme and require that all suggestions receive prompt and thorough attention.  I should therefore be grateful if you would provide me with an update within 14 days from the date of this letter.

4. If you are unlikely to be able to meet this deadline please let me know the reasons for this and your expected time for completion so that I can notify the suggestor accordingly. 

Yours Sincerely

[Signature Block]

Content – Suggestion Not Eligible

Dear [Suggestor Name]

[GEMS SUGGESTION REFERENCE] – [SUGGESTION TITLE]

I am please to acknowledge receipt of the above titled suggestion.

Unfortunately your suggestion cannot be submitted for evaluation [insert reason (not original, is an observation etc)].

[Insert personalised feedback about the suggestion and reasons for rejection.  Reference the GEMS Scheme Instructions or previous suggestions that have been rejected].

Although you have not been successful this time I would like to thank you for your contribution and encourage you to submit future ideas that you think could benefit the MOD.

I wish you success for any future ideas you may submit to the GEMS Scheme.

Yours Sincerely

[Signature Block]

Content – Suggestion Not Accepted for Implementation (No Award)

Dear [Suggestor Name]

[GEMS SUGGESTION REFERENCE] – [SUGGESTION TITLE]

The Award Group met recently to consider your suggestion and I am writing to inform you of their decision.

Unfortunately, having considered the results of an in-depth evaluation of your suggestion the Award Group is unable to make a GEMS award on this occasion.

As part of their feedback the evaluator assigned to your suggestion made the following comments (which you may find useful); [insert feedback or a summary of the evaluation].

Although you have not been successful this time I would like to thank you for your contribution and encourage you to submit future ideas that you think could benefit the MOD.

I wish you success for any future ideas you may submit to the GEMS Scheme.

Yours Sincerely

[Signature Block]

Content – Suggestion Not Accepted for Implementation (Encouragement Award)

Dear [Suggestor Name]

[GEMS SUGGESTION REFERENCE] – [SUGGESTION TITLE]

The Award Group met recently to consider your suggestion and I am writing to inform you of their decision.

Unfortunately having considered the results of an in-depth evaluation of your suggestion the Award Group is unable to make a full GEMS award on this occasion.

As part of their feedback the evaluator assigned to your suggestion made the following comments (which you may find useful); [insert feedback or a summary of the evaluation].

Although you have not received a full GEMS award this time the Award Group felt that the time, effort, innovation and initiative you displayed should be recognised.  Therefore, the Award Group has decided to give you a £25 encouragement award.

If you complete and submit a self assessment or other annual tax return, any award(s) received will need to be declared as “Income”.  For declaration purposes, the MOD pays in full any PAYE and National Insurance Contributions attracted by encouragement awards in accordance with our annual agreement with HMRC.  This letter can be used as verification that you have; received the award for the stated purpose and that PAYE and NIC payments have been made in respect of the award as detailed in the annual agreement between the MOD and HMRC.

The chairman has requested that the GEMS Central Team arrange for PPPA to pay you £25 which will be paid directly into your bank account shortly.

I wish you success for any future ideas you may submit to the GEMS Scheme.

Yours Sincerely

[Signature Block]

Content – Suggestion Accepted for Implementation (LAG Award)

Dear [Suggestor Name]

[GEMS SUGGESTION REFERENCE] – [SUGGESTION TITLE]

The Award Group met recently to consider your suggestion and I am writing to inform you of their decision.

All suggestions received by the GEMS Scheme are sent for evaluation by the individual or team who have the authority to implement or authorise the implementation of the suggestion.  In your case this was [insert evaluator organisation].

As part of their feedback the evaluator assigned to your suggestion made the following comments (which you may find useful); [insert feedback or a summary of the evaluation].

Based on the information you provided on your original submission and the completed evaluation I am pleased to inform you that the Award Group has decided to award you £[insert amount] in recognition of your suggestion.  As required by HMRC PAYE Tax of £[insert amount] and National Insurance contributions of £[insert amount] will be deducted.

If you complete and submit a self assessment or other annual tax return, any award(s) received will need to be declared as “Income”.  This letter can be used as verification that you have; received the award for the stated purpose and that PAYE and NIC payments have been made in respect of the award as detailed above and that these payments have been made in accordance with the annual agreement between the MOD (GEMS Team) and HMRC.  However, you will need to be aware that these payments are not directly attributable to you and as such, depending on your individual circumstances HMRC may adjust any amounts due.

The chairman has requested that the GEMS Central Team arrange for PPPA to pay you £[insert amount] which will be paid directly into your bank account shortly.

Please note that this award is final and covers all past, present and future use of the above suggestion by the MOD.

By accepting this award you confirm that, in accordance with your declaration on the GEMS Suggestion Form, you grant to MOD a licence to use any intellectual property that is owned by you that may exist in the implemented solution.   This licence shall be non-exclusive, perpetual, and royalty-free, and shall extend to the use of the suggestion by MOD, or by any third party on its behalf, for any UK Government purpose.  This licence does not change the ownership of any intellectual property however and shall not affect any pre-existing rights that the MOD may have in the suggestion.

Arrangements are being made locally for you to be presented with a certificate by a senior figure within your business area.  I’m sure that you will appreciate that this allows the GEMS Scheme to be publicised and encourage others to submit their ideas to the scheme.

Finally on behalf of the Award Group I would like to take this opportunity to add our congratulations and hope that you will continue to support the GEMS Scheme in the future.

Yours Sincerely

[Signature Block]

Content – Suggestion Accepted for Implementation (Sent to SAG)

Dear [Suggestor Name]

[GEMS SUGGESTION REFERENCE] – [SUGGESTION TITLE]

The Award Group met recently to consider your suggestion and I am writing to inform you of their decision.

All suggestions received by the GEMS Scheme are sent for evaluation by the individual or team who have the authority to implement or authorise the implementation of the suggestion.  In your case this was [insert evaluator organisation].

Based on the information you provided on your original submission and the completed evaluation, the calculated possible award is above the award limit of this Award Group.  As the GEMS Scheme operates within strict financial rules and regulations, I have passed your suggestion, associated documentation and its evaluation to the [Insert SAG].

If you complete and submit a self assessment or other annual tax return, any award(s) received will need to be declared as “Income”.  This letter can be used as verification that you have; received the award for the stated purpose and that PAYE and NIC payments have been made in respect of the award as detailed above and that these payments have been made in accordance with the annual agreement between the MOD (GEMS Team) and HMRC.  However, you will need to be aware that these payments are not directly attributable to you and as such, depending on your individual circumstances HMRC may adjust any amounts due.

The [insert SAG] secretary will be in touch shortly to acknowledge receipt and advise you when the Service Award Group will consider your suggestion.

Finally on behalf of the Award Group I would like to take this opportunity to add our congratulations and hope that you will continue to support the GEMS Scheme in the future.

Yours Sincerely

[Signature Block]

Content – Suggestion Accepted for Implementation (SAG Award)

Dear [Suggestor Name]

[GEMS SUGGESTION REFERENCE] – [SUGGESTION TITLE]

The [insert SAG] met recently to consider your suggestion for a GEMS award and I am writing to inform you of their decision.

All suggestions received by the GEMS Scheme are sent for evaluation by the individual or team who have the authority to implement or authorise the implementation of the suggestion.  As part of their feedback the evaluator assigned to your suggestion made the following comments (which you may find useful); [insert feedback or a summary of the evaluation].

Based on the information you provided on your original submission and the completed evaluation I am pleased to inform you that the [insert SAG] has decided to award you £[insert amount] in recognition of your suggestion.  As required by HMRC PAYE Tax of £[insert amount] and National Insurance contributions of £[insert amount] will be deducted.  

The Chairman has requested that the GEMS Central Team arrange for PPPA to pay you £[insert amount] which will be paid directly into your bank account shortly.

If you complete and submit a self assessment or other annual tax return, any award(s) received will need to be declared as “Income”.  This letter can be used as verification that you have; received the award for the stated purpose and that PAYE and NIC payments have been made in respect of the award as detailed above and that these payments have been made in accordance with the annual agreement between the MOD (GEMS Team) and HMRC.  However, you will need to be aware that these payments are not directly attributable to you and as such, depending on your individual circumstances HMRC may adjust any amounts due.

Please note that this award is final and covers all past, present and future use of the above suggestion by the MOD.

By accepting this award you confirm that, in accordance with your declaration on the GEMS Suggestion Form, you grant to MOD a licence to use any intellectual property that is owned by you that may exist in the implemented solution.   This licence shall be non-exclusive, perpetual, and royalty-free, and shall extend to the use of the suggestion by MOD, or by any third party on its behalf, for any UK Government purpose.  This licence does not change the ownership of any intellectual property however and shall not affect any pre-existing rights that the MOD may have in the suggestion.

Arrangements are being made locally for you to be presented with a certificate by a senior figure within your business area.  I’m sure that you will appreciate that this allows the GEMS Scheme to be publicised and encourages others to submit their ideas to the scheme.

Finally on behalf of the Award Group I would like to take this opportunity to add our congratulations and hope that you will continue to support the GEMS Scheme in the future.

Yours Sincerely

[Signature Block]

Content - MOD Contractor Disclaimer Request

Dear [Sir/Madam],

GEMS SUGGESTION – [GEMS SUGGESTION REFERENCE] – [SUGGESTION TITLE]

1. A member/Members of your staff, [Insert name(s)], a [Contractor/Agency Name] employee (employee number), working at [location], has submitted a suggestion/joint suggestion to the MOD GEMS Staff Suggestion Scheme. The suggestion is titled “[Suggestion Title]”.

2. The suggestion is in the process of evaluation; however we can only proceed to an award if your company is prepared to agree that [Insert Name(s)] is entitled to receive an award in return for MOD’s use of the suggestion and that [Contractor/Agency Name] shall have no claim for compensation or otherwise in respect MOD’s use of that implemented suggestion for UK Government purposes.

3. In addition to the declaration, the GEMS Scheme needs to ensure that all awards paid for implemented suggestions, fall outside the expected duties of the suggestor(s).  To enable the Award Group to fulfil this HMRC requirement and make a valid and objective “closeness to duty” assessment, I will also require a written statement that summarises, either the duties of the suggestor(s) or the terms and conditions or stated purpose of the contract under which they are employed.

4. If you accept these terms and can provide the required information, would you please sign and return the attached “Declaration of Agreement” along with the requested official statement. If you are however unable to agree to these conditions please notify me in writing as soon as possible.  

Yours Sincerely

[Signature Block]

Template - MOD Contractor Disclaimer Reply Form

To:  [Award Group Secretary Name],



Return to this address.

[Award Group],






If using a window envelope,  

[Address Line 1],






fold at line below so that  

[Address Line 2],






address appears in window.

[Address Line 3],

[Address Line 4] 

_________________________________________________________________________

fold here

DECLARATION OF AGREEMENT

1. A member of my staff – [Insert Name] who is a [Insert Name of Contractor/Agency] employee and currently working within the [Insert Team Name] at [Insert MOD Location], has submitted a suggestion to the MoD GEMS Staff Suggestion Scheme. 

2. The suggestion is entitled “[Insert Suggestion Title]”.

3. To enable the suggestion to be accepted within the current scheme rules, I agree on behalf of [Insert Name of Contractor/Agency], that [Insert Name(s)] is entitled to receive an award under the GEMS Scheme which shall be in consideration for the use of the implemented suggestion by MOD for UK Government purposes in any part of the world.  I further confirm that [Insert name of Contractor/Agency] will seek no payment from MOD and will no claim against MOD in respect of the use of the implemented suggestion or the use of the suggestion by authorised third parties on its behalf.

Signed:  

…………………….…………………………………………………………………… 

Name (in block letters):  

.……………………………………………………………………….

Date  …………………………….

Appointment:  

…………………………………………………………………………………..

Content - Confidentiality Agreement

[Insert Name of Contractor/Partner]

CONFIDENTIALITY AGREEMENT

1. The Ministry of Defence possesses a [design, invention or other valuable information] that it would like you to evaluated.  This relates to [brief description].

2. Please sign and return the attached copy of this letter confirming that you will keep the information in confidence providing it only to those who need to know and for the sole purpose of evaluation.  On receipt of your reply I will arrange for the information to be forwarded to you for evaluation.  The information must be returned to the sender on completion of the evaluation.  This agreement does not apply to any:

· Information which at the time of disclosure under this agreement was in the public domain,

· Information which subsequent to the time of disclosure under this agreement enters the public domain otherwise than in consequence of a breech of this agreement,

· Information which was demonstrably in the Company’s possession prior to the time of disclosure under this agreement, and

· Information which at any time is lawfully disclosed to the Company by a third party without fetter on user disclosure.

3. In the event that there is any need for a third party to be made aware of this [design, invention or other valuable information], these conditions are to be made part of any onward transmission of information and protected by written confirmation from that third party.  Where information is to be passed to a third party, they should be made aware that it originated from the Ministry of Defence.  The information must be returned to the sender on completion of the evaluation.

Yours sincerely

[Signature Block]

Annex H:  Calculating Staff Costs

1. This annex provides guidance on calculating staff costs in the absence of appropriate costs supplied by the evaluator or other auditable evidence being available and should be used in conjunction with the guidance for making awards.

2. Award Group Secretaries should contact their local budget management area for the current rates most applicable for the implementation of the suggestion.

3. Generally there is no need to include additional pay or other pay costs in the savings calculations unless they are significant to the suggestion.

4. Having obtained the suitable annual rate for the grade(s) affected by the implemented suggestion the following method of calculation for alternative cost periods is to be used to generate staff related savings.

	Hourly Rate
	Annual Rate divided by 2,920

	Daily Rate
	Annual Rate divided by 365

	Weekly Rate
	Annual Rate divided by 52

	Monthly Rate
	Annual Rate divided by 12


5. The rates used should comprise either:
Basic Pay

6. Where there is a reduction in staff effort, but no identifiable reduction in staff levels.  This rate should be applied to the proportion of time or manpower effort assumed to be saved by the implemented suggestion to enable the notional saving to be quantified.  This notional saving may be used in the calculation of awards in order to encourage efficiency and to recognise that the reduced effort may contribute to later staff reductions.
Basic Pay plus the Employer’s Contributions to ERNIC and Pension

7. Where there is an actual reduction in manpower (i.e. the removal of a post) as a result of the suggestion.
Trading Funds

8. For staff employed in MOD Trading Funds, staff costs should represent the actual rate charged by the fund.

Annex I:  Contacts

GEMS Scheme Contacts

Gems Central Team and Centre Service Award Group

	GEMS Scheme Manager – Stuart Laws 

Civilian Tel Number:  020 7218 4952

External Email:  DBI-GEMS1@mod.uk
	GEMS Scheme Assistant Manager
Civilian Tel Number:  020 7218 4952

External Email:  DBI-GEMS2@mod.uk


Royal Navy Service Award Group

	Chairman
External Email: DESShipsEBG-PPFL@mod.uk
	Secretary
Civilian Tel Number:  0117 913 2697

External Email: DESShipsEBG-GEMS@mod.uk


Army Service Award Group

	Chairman
External Email: LF-PLANS-AISB-GEMSSO29@mod.uk

Secretary
Civilian Tel Number:  01264 387988

External Email: LF-PLANS-AISB-GEMSSO32@mod.uk


Royal Air Force Service Award Group

	Chairman
External Email: AIRSPP-MCSRAFCS1@mod.uk

Secretary
Civilian Number:  01494 496116

External Email: AirSPP-MCSRAFCS2a@mod.uk


DE&S Service Award Group

	Chairman
External Email: DESChange-PACEComms1@mod.uk

Secretary
Civilian Number:  0117 91 31701

External Email:  DESASComrcl-HdEA@mod.uk


Useful Contacts

Defence Intellectual Property Rights

	DIPR-PL
Poplar 2 #2218

MOD Abbey Wood (South)

Bristol

BS34 8JH
	Civilian Tel Number:  0117 913 2858

External Email:  DGDCDIPR-PL@mod.uk


Private Finance Initiative

	DGDC CAG-2
Spruce 1c, #1115

MOD Abbey Wood

Bristol

BS34 8JH
	Civilian Tel Number:  0117 913 32639

External Email:  Andrew.Baker700@mod.uk


Director General Commercial Services

	DGDC CS-2E-1
Larch 3 #2309

MOD Abbey Wood (South)

Bristol

BS34 8JH
	Civilian Tel Number:  0117 913 32837

External Email:  DGDCDCS-BM@mod.uk


GEMS Scheme Evaluation Focal Points

Chief Information Officer (All IT/IS/IM Suggestions Focal Point for Evaluations)

	Assistant Head of CIO Capability Exploitation & Innovation
Level 6, Zone F

MOD Main Building

Whitehall, London, SW1A 2HB
	Civilian Tel Number:  020 7218 3824

External Email:  CIO-ISP-CapExInnovAstHd@mod.uk


DE&S Focal Point for Commodities Evaluations (Defence Clothing, Food and Medical & General Supplies)

	Secretariat Manager
Commodities Cluster

Spur 9, Beckford

MOD Ensleigh

Bath, BA1 5AB
	Civilian Tel Number:  01225 468174

External Email:  DESCommodities-Secretariat@mod.uk


GEMS Scheme Suggested Evaluation Teams
	Project Team
	Equipment / Area Covered

	AH PT
	Attack Helicopter (Apache)

	BASS PT
	Army maritime equipment (small boats and sea survival, life jackets, etc)

	BATCIS
	Bowman & Tactical Communication Information System (Radios, etc)

	BFU PT
	FEPS, Power, Fuel & Water

	CTG PT
	Ch, CR, Triton, Trojan, Warrior, Saxon, FV432, CVR, Panther, Viking

	DC PT Secretariat
	Clothing

	DETS (A)
	Military Education & Training

	Defence Fuels Group
	All Fuels and Lubricants

	DG Munitions
	All Munitions

	DS & TE (WSS) PT
	Workshop Tools & Test Equipment

	DSDC Bicester
	Non-Clothing Items

	DSS PT
	Dismounted Soldier Systems (NVGs)

	ECI PT
	Expeditionary Campaign Infrastructure (Stretchers, Cookers, etc)

	Field Artillery SS
	AS90, Lt Gun, MLRS, STA & RA Systems, etc

	Force Protection PT
	ECM

	FRES PT
	Future Rapid Effects System

	GSV
	All ‘B’ Vehicles (4 Tonne & Above), also covers some ‘C’ Vehicles

	IGMR PT
	International Guns, Missiles & Rockets (inc; Javelin, Tow & Milan)

	Joint Supply Chain
	Stores Supply & Transportation

	LMS PT
	Lightweight Missile Systems, HVM, Stormer

	LWPB PT
	Light Weapons, Photographic & Batteries (inc; Torches, Watchers and various small equipment)

	Manoeuvre Sp
	BR90, Fixed & Floating Bridging, Armd Closed Support / Mine Warfare

	Med & GS PT
	Medical, Dental & General Supplies (nuts, bolts, screws, etc)

	SHORAD PT
	Short Range Air Defence: Rapier

	SPSCM PT
	Special Projects (e.g. WHEELBARROW)

	SUV PT
	Specialist Utility Vehicles (LR, Snatch, Mastiff, etc)

	UAS PT
	Unmanned Air Systems (Pheonix, Watchkeeper, Desert Hawk & Hermes 450


Award Groups should note that the above list is to be used as a guide and can change for a variety of reasons.  The GEMS Central Team (with the assistance of the Service Award Groups) will publish an updated list on the GEMS Defence Intranet site, this online list will also include named focal points for GEMS enquiries & evaluation requests.
CDS
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Unique suggestion that has not been thought of before, truly innovative, very complex or the introduction of a new IT application that is based on a new coding language or methodology.





Has required significant adaptation or modification to make it suitable.  Development of an IT application utilising existing software packages in order to introduce new processes or functions.





Idea has been used in another area, but has required some adaptation, modification or development.  Customisation of the output of proprietary software using standard development features.





Has required significant development to make it suitable.  Development of a new IT application involving design coding and compilation builds to introduce or support new processes or functions.





Concept of idea taken from another area, but has required major adaptation, modification or development.  Development of an IT application utilising existing software packages in order to duplicate existing processes or functions.





Idea has been directly copied from another area, without adaptation, modification or development, a very simple idea or direct use of standard proprietary software for a novel purpose.








� The Employment Income Manual can be found at � HYPERLINK "http://www.hmrc.gov.uk/manuals/eimanual/index.htm" ��http://www.hmrc.gov.uk/manuals/eimanual/index.htm�


� Managing Public Money can be found at � HYPERLINK "http://www.hm-treasury.gov.uk/psr_mpm_index.htm" ��http://www.hm-treasury.gov.uk/psr_mpm_index.htm�


� Regularity, Propriety and Value for Money can be found at � HYPERLINK "http://www.hm-treasury.gov.uk/media/A/2/Reg_Prop_and_VfM-November04.pdf" ��http://www.hm-treasury.gov.uk/media/A/2/Reg_Prop_and_VfM-November04.pdf�


� Clarification on the patents rules and regulations as applied by the MOD, are available from the Defence Intellectual Property Rights Team on request.


� JSP 462 can be found at � HYPERLINK "http://defenceintranet.diiweb.r.mil.uk/DefenceIntranet/Library/CivilianAndJointService/BrowseDocumentCategories/Finance/FinancialManagement/Jsp462FinancialManagementPolicyManualIssue5.htm" ��http://defenceintranet.diiweb.r.mil.uk/DefenceIntranet/Library/CivilianAndJointService/BrowseDocumentCategories/Finance/FinancialManagement/Jsp462FinancialManagementPolicyManualIssue5.htm�


� JSP 525 can be found at � HYPERLINK "http://defenceintranet.diiweb.r.mil.uk/DefenceIntranet/Library/CivilianAndJointService/BrowseDocumentCategories/ManComm/CorporateGovernance/Jsp525CorporateGovernanceAndRiskManagement.htm" ��http://defenceintranet.diiweb.r.mil.uk/DefenceIntranet/Library/CivilianAndJointService/BrowseDocumentCategories/ManComm/CorporateGovernance/Jsp525CorporateGovernanceAndRiskManagement.htm�


� Suggestions evaluated from 1st April 2010 will only qualify for a saving based award where the financial figures have been confirmed by an appropriate budget manager.


� The scale of benefit is calculated by the Award Group, based on the evidence provided by the authorised evaluator.


� Further Information on the MOD Equality and Diversity Impact Assessment Tool can be found at � HYPERLINK "http://www.mod.uk/NR/rdonlyres/98E4EAB6-CE02-4F39-9EF2-17DD054C5905/0/eqdivschemes20082011.p" ��www.mod.uk/NR/rdonlyres/98E4EAB6-CE02-4F39-9EF2-17DD054C5905/0/eqdivschemes20082011.p�


� � HYPERLINK "http://defenceintranet.diiweb.r.mil.uk/DefenceIntranet/Teams/BrowseTeamCategories/Orgbased/Centre/GemsTheDefenceIdeasScheme.htm" ��http://defenceintranet.diiweb.r.mil.uk/DefenceIntranet/Teams/BrowseTeamCategories/Orgbased/Centre/GemsTheDefenceIdeasScheme.htm�


� � HYPERLINK "http://www.gems.mod.uk" ��http://www.gems.mod.uk�


� The use of a third party’s Job Description and/or Terms of Reference is fraudulent activity and as such will be reported and dealt with in accordance with the relevant procedures and regulations.


� The original suggestion should be checked to see if the reason for not implementing the suggestion has changed, if so the original suggestion should be re-evaluated and implemented if appropriate.


� “Ideas” roles, are defined as those roles, where the individual has a wide remit to identify solutions to problems or issues and has the means to implement (or direct access to the authority to implement) any changes they have identified.


� Contact Details can be found in Annex I:  Contacts


� Productivity is defined as, an activity or change that results in a significant increase to outputs.


� Efficiency is defined as, an activity or change that results in the same or increased output being achieved with significantly less effort or resources than used prior to the implementation of the change.


� Effectiveness is defined as, an activity or change that results in the process required to achieve an output being significantly improved.


� Operational Benefit is not limited to military operations, it also applies to the operational capability of establishments and/or business units.


� Due to the nature agreements with MOD contractors or employment agencies this must be provided in hardcopy before it can be accepted and acted upon.


� See JSP 440 for full details of the document classification “PROTECT”


� GEMS Scheme training is normally supplied or facilitated by the GEMS Central Team.


� A list of current authorised Award Groups is available on the GEMS Intranet website


� A list of current authorised Award Groups is available on the GEMS Intranet website


� Except in exceptional circumstances, the judging panel will operate via email and/or VTC and will conduct themselves in accordance with the instructions issued by the GEMS Scheme Manager at the time the panel is selected.





