Employee Ideation Program

Readiness Checklist

So you’re ready to start an Employee Ideation Program.  Review the following checklist to make sure that you have thought through all aspects of your program to ensure success:
	Organization Culture and Needs Assessment
	Yes
	No

	1. Are the business goals for the program clearly defined?
Have you identified the business reasons for starting your Employee Ideation Program (EIP)?  How will the EIP support your agency’s mission?  Goals to consider are: enabling employee innovation, creating communication opportunities, and allowing employees to build a community and collaborate with each other.  

	
	

	2. Did you create a strategic plan for your initiative?

Once your business goals are identified, did you create a strategic plan that identifies the objectives and tactics to achieve those goals?  With this foundation, you can identify the resources you will need and the appropriate metrics to measure success.

	
	

	3. Does the program relate to other employee engagement initiatives in your agency?

Does your organization have other ways of engaging employees and how will this initiative fit in with the other efforts?  Does the EIP fill a void or is it replacing an existing program? If so, can you coordinate with the other efforts and provide seamless communication to the employees so they know the purpose of each of the programs? 

	
	

	4. Do you have senior level buy-in and support?
Does senior leadership support the initiative?  Will they be receptive to ideas and willing to make changes in the organization?  If not, you may want to consider finding an executive sponsor or briefing senior leadership on the benefits of an employee ideation program prior to launching.

	
	

	5. Do you have an organizational owner and Program Manager assigned?

What office will “own” the EIP? You may want to consider having an independent and high-level office assigned as the owner to convey importance and ensure that all ideas are treated equally.  Is a Program Manager assigned to manage the EIP?

	
	

	6. Does your organization’s culture support this type of an initiative?
How much has your agency adopted social media tools?  Are employees apt to participate or will there be hesitancy? Will Program Managers be receptive to receiving feedback in this format?  How much education will be required to obtain buy-in and support from stakeholders?

	
	

	7. Have you identified the employees that will be targeted for the program?

Consider the size, geographical proximity and potential groupings of employees that will be targeted with your EIP.  Will you target all employees or allow different sections of your organization to operate autonomously with their own EIPs? What are the key characteristics of your target audience?
	
	

	Tool Selection
	Yes
	No

	1. Have you determined and documented the functional requirements for the ideation tool you will use?

Will you allow employees to post anonymously? How will you capture votes (e.g., 1-5 scale vs. thumbs-up/thumbs-down)? How will you provide employees access? What social/new media tools will you  need to complement ideation (e.g., sharing, mobile, video, etc.)?  What type of administrative support will you need to assist with back-end idea processing?


	
	

	2. Have you determined and documented the technical requirements for the tool you will use?

How will the software be hosted? What kind of database requirements exists?  Does your IT organization need to conduct a security review?


	
	

	3.  Have you researched tool options available and determined the most cost effective solution for your ideation tool?
Are you aware of Government Off The Shelf (GOTS) solutions being used such as TSA’s IdeaFactory?  Are you aware of Commercial Off The Shelf (COTS) offerings?  Are you familiar with low/no-cost www.apps.gov ideation tools that have approved Terms of Service for government agencies? 


	
	

	4. Is your tool compliant with any other organizational policies?

Do you need to complete a Privacy Impact Assessment?  Have you created a Records Retention Schedule? Are there any other organizational policies with which your ideation program must comply?


	
	

	Policies and Program Structure
	Yes
	No

	1. Have you created a Terms of Use to guide employee participation in the program?

Have you clarified the purpose of your program?  Have you specified the guidelines employees must follow when posting regarding unprofessional language, endorsements, personal attacks, etc.?  Do you need legal approval of the Terms of Use?  Have you determined when and how often employees must agree to the Terms of Use when accessing your ideation tool?

 
	
	

	2. Have you identified a violation policy in case employees do not follow the Terms of Use?

Will employees be suspended from accessing the ideation tool after too many violations? How long will violations be valid – i.e., will they expire after a certain period of time? Will you notify an employee’s supervisor of a violation?


	
	

	3. Have you created guidelines indicating how and when employees will be allowed to participate in the ideation tool?

Are employees allowed to participate during work hours? Are there restrictions on the amount of time an employee can spend on the ideation site?  Are there topics that aren’t appropriate to be posted on the ideation site?


	
	

	4. Have you determined how your program will be structured with regards to ongoing ideation vs. sporadic challenges?

If you will allow ideas to be submitted at any time, have you determined appropriate categories?  Can the categories be mapped to particular offices or responsible groups to help evaluate the ideas? 


	
	

	Key Processes
	Yes
	No

	1. Have you determined the supporting processes for moderating and managing your ideation site?

Will posts be vetted before posting, moderated after posting, or will the community be responsible for reporting abuse?  How can important posts be elevated for prompt review? How will you manage duplicate ideas?


	
	

	2. Have you determined how ideas will be evaluated?

Will you use a centralized or decentralized evaluation model?  How will you ensure that subject matter experts help evaluate ideas? How can you build accountability into the evaluation process?  How will your ideas be tracked and responded to?


	
	

	3. Have you determined the rewards and recognition techniques you will use?

How will you recognize submitters who suggest ideas that are implemented (monetary vs. non-monetary)?  How will you recognize and reinforce good behavior on the ideation site?  How will this program correspond with any existing recognition programs or policies within your organization?


	
	

	Communications
	Yes
	No

	1.  Do you have a strategic communications plan for the program launch and beyond?

What are the best ways to communicate the program to your target audience? How will you announce new programs resulting from idea or other significant milestones? Can you create a consistent tone and brand for your program that involves frequent updates and communication with employees?


	
	

	2. How will interest and participation levels be maintained long-term?

Can you utilize newsletters or other periodic communication vehicles to maintain interest and relevancy of program? How can senior leadership-sponsored challenges drive participation in program? 
	
	


