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OFFICE OF PRIME RESPONSIBILITY

Any questions or suggestions regarding this policy should be directed to the Human Resources Department. 

1.
PURPOSE


The purpose of this policy is to establish the procedures to be followed in conducting performance appraisals for all full-time and part-time employees. 

2.
POLICY


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

2.1
Conduct formal periodic performance appraisals, and formal or informal continuous performance appraisals, of all active full-time and part-time employees having at least three (3) months of current continuous service. 

2.2
Appraise employee job performance in accordance with AS&T’s position description and work quality standards. 

2.3
Appraise employee compliance with AS&T’s CODE of Business Ethics and Standards of Employee Conduct, Company Policies, Government Statutes and Regulations, Compliance Programs, and Agreements and reflect performance in appraisal results, raises and promotions. 

2.4
Take no adverse action regarding any employee’s work or promotion by reason of any reports made by that employee concerning performance under any Government Contract or by reason of reporting any suspected violation of AS&T’s Code of Business Ethics and Standards of Employee Conduct. 

2.5
Ascertain and recognize an employee’s present and future potential for promotion. 

2.6
Ascertain an employee’s career plan, provide counsel, and otherwise assist in the selection of the best means to attain his/her objectives. 

2.7
Require that the immediate supervisor conduct each appraisal with the employee and that the next level of management review the appraisal for effectiveness and conformance to prescribed standards and the intent of this policy. 

3.
DEFINITIONS


A performance appraisal is an evaluation of the achievements of an individual by his/her Supervisor/Program Manager to determine the employee’s effectiveness and performance during a specified period of time on the job, and to provide a mutually productive and satisfactory working relationship between the employee and supervisor. Appraisals are a continuous process and include a formal face-to-face discussion with the employee regarding performance. 

4.
PERFORMANCE APPRAISAL FREQUENCY

Performance Appraisals are conducted in concurrence with the Salary Review Program annually in October.  Extraordinary performance or changes in responsibility may warrant an out-of-cycle raise.  Out-of-cycle transactions require the approval of the President/CEO. 

5.
STANDARD/CYCLED APPRAISAL AND REVIEW PROGRAM
5.1
In the interest of evaluating the vast majority of employees during the same time period and of minimizing out-of-cycle inefficiencies, AS&T utilizes a Standard Performance Appraisal/Salary Review Program that is initiated each October.  

5.2
Performance Appraisals and Salary Reviews/Action are to be executed for full time and part time employees, and if applicable, on an out-of-cycle basis. 

5.3.
Performance Appraisals must be completed on employees during the review cycle, whether or not a salary action is involved. 

5.4
Upon receipt of AS&T’s Standard October Performance Appraisal and Salary Review Program Package, Managers are to review the status of their employees to determine when they are to be evaluated, based on the following (applicable) criteria:

· Hire date

· Months in new/current position

· Months since last performance appraisal and salary increase

· Job performance

6.
AVAILABLE ACTION/OPTION (at the discretion of the President/CEO)

6.1
October Review Cycle:

6.1.1
Initiation of performance appraisal and salary change action for all employees (employees in the 90 day probationary period and employees who received an increase during the previous 90 days are the only exceptions) regardless of how long or short their cycle time was since the last raise or hire date and if the length of time is not 12 months, prorate the salary increase action to reflect how long or short that cycle time was. 

6.1.2
Take no salary action in October, but complete a Performance Appraisal Form and a Personnel Transaction Form (both attached) explaining the delayed salary action. Then initiate appraisal and salary increase actions the following October prorating (at the supervisors discretion) additional compensation for the number of months the employee’s normal cycle time was exceeded. 

6.2
Out-of-Cycle Appraisals and Salary Increases:


Under extraordinary circumstances not covered above, out-of-cycle appraisals and salary increases may be initiated, justified to and approved by the President/CEO. Such increases must be provided for in the merit increase budget. 

7.
PERFORMANCE APPRAISAL VS MERIT INCREASE AMOUNTS

In addition to job performance, appraisals will be affected by employee compliance with AS&T’s policies and procedures, standards of business integrity and ethics standards of conduct, and conformance with government standards, regulations and Compliance Programs. 


The percentage of merit increase (and therefore dollars of increase) that may be given an employee is based directly on the person’s performance appraisal ratings.  The percent increase selected must be:

· Directly related to the quality, quantity and importance to the job of the employee performance. 

· Within salary range constraints

· Within Division’s Budget

Downward deviations from the “percent increase” shown may be justified by extenuating factors such as:  Employee at top of salary range, contract-dollar-limit on the position, lack of merit dollars, lack of funding, etc. 

IF MERIT OR PROMOTIONAL INCREASES EXCEED 15% INDIVIDUALLY OR IN COMBINATION, DURING ANY 12 MONTH PERIOD, THEY MUST BE JUSTIFIED TO, AND APPROVED BY, THE PRESIDENT/CEO. 

8.
STANDARD AS&T’s EMPLOYEE PERFORMANCE APPRAISAL FORMS


For consistency of performance factors, rating scales and overall performance rating throughout the company, all performance appraisals are to be written on either AS&T’s EMPLOYEE PERFORMANCE APPRAISAL form, TOPS FORM NO. 3282 (green & white) (attached) or AS&T’s Administrative/Technical Support Personnel Form (attached). Management may choose to supplement either form with other rating information to best reflect their employees’ performances. 


ALL SALARY INCREASE ACTIONS MUST BE ACCOMPANIED BY A FULLY EXECUTED PERFORMANCE APPRAISAL FORM AND A FULLY EXECUTED PERSONNEL TRANSACTION FORM. (Attached)

9.
PROCEDURES AND RESPONSIBILITIES

The following procedures and responsibilities apply to performance appraisals:

9.1
The Human Resources Department in conjunction with the Accounting Department will prepare and forward to the President/CEO a Performance Appraisal/Salary Review package for dissemination to the appropriate Supervisors/Program Managers prior to the appraisal due date. 

9.2
The President/CEO and management will determine which performance appraisal form to utilize for each employee based on their job responsibilities. 

9.3
For Administrative and Technical Support Personnel, the employee, at the supervisor’s request, completes the employee section of the performance appraisal form. The respective Supervisor will review the completed employee section, obtain performance inputs from other Supervisors who managed the employee extensively during the review period. Then submit the appraisal package to the next higher level of management for review.  When proper signatures are affixed, the Supervisor will forward the form to the President/CEO for review and approval within the prescribed time frame. 

NOTE:
Salary increases are not to be discussed with affected employees until all required management approvals have been received.
9.4
Subsequent to review and approval actions by management, the supervisor will discuss the results of the performance appraisal and salary action with the employee.  The supervisor will have the employee acknowledge the review of the appraisal by signing the form and will offer the employee the opportunity for written rebuttal. 

9.5
The President/CEO will return the completed appraisal from to the Human Resources Department and the completed Personnel Transaction Form to the Finance Department not later than the established due date, for final processing through the Personnel and Payroll Departments. 


The original copy of each completed, properly reviewed and approved Performance Appraisal and Personnel Transaction Form will be retained in the employee’s personnel file. 

10. 
EXCEPTIONS


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


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

· Performance Evaluation (Word)
· Performance Evaluation (Excel)
· Personnel Transaction Form
· TOPS Form No. 3282 (Can be obtained by request from Human Resources)
2008

Revised 3/1/06


