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OFFICE OF PRIME RESPONSIBILITY
Questions or suggestions regarding this policy should be directed to the Human Resources Department.

1.
POLICY

It is the policy of Advanced Sciences and Technologies, LLC ( AS&T) to:


1.1
Provide the opportunity, motivation and vehicle for promotions within the company by defining the elements involved, placing them in a formal policy and implementing them to the fullest degree possible.


1.2
Strive to promote employees on their own knowledge, merit and performance, and to train employees in areas necessary to enhance such promotions.


1.3
To promote from within the company to the fullest extent possible.


1.4
To clearly define the criteria concerning lateral transfers and demotions.


1.5
To provide fair and equal opportunity to all employees and to fully comply with all government labor and employment statutes and regulations.


1.6
Require that the quality of each employee's performance regarding compliance with the Code of Business Ethics and Employee Conduct program be a condition of employment and a major consideration regarding performance appraisals, raises and promotions.


1.7
Require that poor performance regarding the Code of Business Ethics and Standards of Employee Conduct program or violations of the Standards result in immediate disciplinary action, impact on performance appraisal, raises and promotions; or if severe enough, result in termination.

2.
APPLICABILITY

This policy is applicable to all AS&T’s employees.

3.
DEFINITIONS

3.1
Promotion



A promotion is the reassignment of an employee to a position of substantially greater scope, complexity and responsibility, normally one having a higher salary grade, range and pay.


3.2
Promotional Increase


A promotional increase is the salary increase accorded in acknowledgement of the increased duties and responsibilities of the new position.


3.3
Re-classification


Re-assignment within the same job family involving the same general work, scope and responsibility i.e. assignment as a Shift Leader, Lead Drafter, work Coordinator, etc., which does not involve a promotion but which may justify a possible pay increase.


3.4
Lateral Transfer


Transfer to a position involving the same scope, complexity and responsibility of work resulting in no change in salary.


3.5
Demotion


Transfer to a position of lesser scope, complexity and responsibility, resulting in a commensurate reduction in pay. 

4.
GENERAL

4.1
Job Family and Salary Structure


4.1.1

 AS&T’s job family and salary structure utilizes Job/Position Descriptions as the basis for generating the company's total job structure.  Specific quantitative and qualitative characteristics are used to define all duties and responsibilities of the job description including the following AS&T’s standard factors for each:

· Education

· Years Related Experience

· Skill Level Required

· Job complexity

· Supervision Required

· Supervision Given



4.1.2

The application of these factors to each job/position description results in a specific Salary Grade and Salary Range for each.



4.1.3

Each AS&T’s employee is assigned an applicable position description, salary (pay) grade, salary range and salary.  All job/salary movements are departures from that point and determine if the change is a promotion, lateral move or demotion.


4.2
Promotions (Position and Salary Changes)


4.2.1

A promotion is accomplished when an employee is assigned to a new position of greater scope, grade and responsibility, commensurate with the approvals required on  AS&T‘s  Personnel Transaction Form (attached).



4.2.2

A promotional salary increase is accomplished when the new pay grade and salary are assigned to the promoted employee, as delineated by the effective date on the Personnel Transaction Form.



4.2.3

The promotional increase effective date is normally the date to the new assignment.  However, due to extenuating circumstances such as completion of training courses, on the job training, etc. (which must be fully justified by the management involved) such increases may be delayed (in whole or in part) up to one year.


4.3
Promotional Increase Restrictions


Promotional increases (plus merit increases combined) may range up to 15% of present base annual salary within the employee's review cycle times, providing the proposed salary is within the salary range of the new position.  Such increases exceeding 15% must be supported by written justification and forwarded to the Sr. Executive Vice President/COO for approval by the President/CEO.


4.4
Salary of Manager Versus Subordinate Employees


The base salary for a manager will normally be higher than the salary paid any of his/her subordinate employees.  However, it is recognized that in exceptional cases, technical or professional specialists assigned within an organization may be at a higher salary level that the supervisor responsible for that organization.



The base salary for a first-level manager will, normally be higher than the average salary for his/her highest paid employees, excluding technical or professional specialists mentioned in the preceding paragraph.   



In establishing the base salary for a manager, gross earning levels of the manager and his/her subordinates should be considered in view of possible differences in overtime pay practices. 


4.5
Promotional Increase Approvals


The Corporate Director of Human Resources will, upon receipt of a Personnel Transaction Form proposing salary changes, review the proposal, coordinate the case and obtain approvals as follows:



Promotional Salary Increase for:


Approving Authority


Employee whose base annual salary

1. Immediate Supervisor



is less than $50,000.



2. Program Manager









3. Sr. Executive VP/COO









4. President/CEO 



Employee whose base annual salary

1. Immediate Supervisor



exceeds $50,000.




2. Program Manager









3. Sr. Executive VP/COO
 








4. President/CEO 

Promotion increases plus merit increases in excess of 15% of
 base annual salary during an employee's review cycle time. 
5.
EXCEPTIONS TO POLICY

Exceptions to this policy require approval of the President/CEO.

The following form is incorporated into this policy by reference and can be found in the forms section:

· Personnel Transaction Form

2007

Revised 3/1/06


