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OFFICE OF PRIME RESPONSIBILITY

Any questions or suggestions regarding this policy should be directed to the Director of Administration and Contracts.

1.
POLICY
It is the objective of Advanced Sciences and Technologies, LLC, (AS&T) to provide a work environment that produces the highest standards of business ethics and conduct, maximum efficiency, and high employee morale. It is also the desire of AS&T to provide all employees with a clear understanding of the types of conduct that is considered disruptive of the work environment, and to provide employees an opportunity to adjust their conduct accordingly. The policies and procedures set forth herein are intended as guidance to management in handling disciplinary matters and do not limit the manner in which, nor reasons for which, employment may be terminated. Employment may be terminated at the option of either AS&T or the employee for any reason including, but not limited to, lack of work, economic considerations or other managerial discretions.

2.
APPLICABILITY
2.1 All AS&T’s employees are subject to Disciplinary Action Regulations. All levels of AS&T’s management are responsible for initiating disciplinary actions when the conduct for their immediate subordinates requires discipline.

3.
CAUSES FOR DISCIPLINARY ACTION
The following are examples of conduct considered adverse to the work environment, and which is cause for disciplinary action:

3.1 Unacceptable Work Performance or Progress

The failure to perform job duties to reasonable standards established by the manager or the failure to make proper progress toward established performance goals.

3.2 Inability or Unwillingness to Work Harmoniously With Others

Conduct which demonstrates lack or desire or ability to work in the spirit of harmony or cooperation with the proper efforts of co-workers, subordinates, or superiors.

3.3 Insubordination
Failure to follow the reasonable directions of a manager.

3.4 Violation of Safety and/or Security Regulations

Willful or negligent violation of AS&T’s Security Regulations or any of the Company’s published safety or security rules or directives.

3.5 Theft or Removal of Property

Unauthorized removal from the Company premises of any property not the personal property of the employee, without approval of management. The movement of any property on or off the premises, including the employee’s personal property, must be in accordance with established AS&T’s procedures.

3.6 Gambling
Gambling of any kind on Company time and/or Property.
3.7 Drugs or Intoxication
Use or possession of alcohol or controlled substances while on Company time or property, or working under the influence of intoxicants or drugs.

3.8 Harm or Theft of Harm to Person or Property
Any conduct which physically harms or threatens to harm any persons or property.

3.9 Unexcused Absences or Tardiness
Failure to report to work on time, unless prior authorization is received from manager.

3.10 Idleness
Wasting time, loitering, or unnecessarily leaving the assigned work or Company premises without permission from the manager.

3.11 Outrageous Behavior

Any conduct which is disruptive to the work environment or is offensive to or inconsiderate of the working environment of others, or which otherwise has no place in a professional business setting.


3.12
Soliciting

Vending, soliciting of gifts or funds, posting, distributing or circulating documents or pamphlets without the approval of the responsible Manager, Human Resources.

3.13 Willful Damage to Property

Willfully breaking, crashing, smashing etc. property, while under AS&T’s jurisdiction, so as to cause damage, affecting form, fit, appearance and function.

3.14 Sleeping On The Job
Sleeping on the job in lieu of performing the work/duties assigned to the employee which he or she should have been performing.

3.15 Fighting

3.16 Sexual Harassment

Sexual harassment of any kind: including that conduct prohibited by AS&T’s Sexual Harassment Policy.

3.17 Foul or Abusive Language
The use of language which is foul or which is otherwise offensive to the reasonable individual.

3.18 VIOLATIONS OF AS&T’s CODE OF BUSINESS ETHICS AND STANDARDS OF EMPLOYEE CONDUCT WHICH PROVIDE CAUSE FOR DISCIPLINARY ACTION

Violations of the CODE and basic tenets of business integrity or honesty are a basis for disciplinary action as specified herein, including the following:

3.18.1 Refusal to sign Ethics Compliance Certifications which certify understanding of and compliance with the Procurement Integrity Act and AS&T’s CODE of Business Ethics and Standards of Employee Conduct.

3.18.2 Failure to attend mandatory AS&T’s Ethics training course, or refusal to comply with dictates of courses.

3.18.3 Failure to report violations, suspected violations or perceived violations of AS&T’s CODE of Business Ethics and Standards of Employee Conduct.

3.18.4 Failure to cooperate or to be truthful during investigations of actual or alleged violations of ethics and/or policy/procedure related matters by AS&T’s Ethics Officer and/or government representatives.

3.18.5 Failure to protect AS&T’s customer proprietary information and/or company/customer interests in the confidentiality of projects, documents, or information pertaining to innovations, contracts, proposals or other business.

3.18.6 Conflicts of Interest
3.18.6.1 Engaging in outside business or financial interests or activities that interfere with the proper performance of an employee’s responsibility and with AS&T’s interests.

3.18.6.2 Providing defective cost and pricing data, bids, proposals, negotiations and contract data.

3.18.6.3 Giving or receiving bribes, kickbacks or payoffs for providing or obtaining favorable treatment regarding contract matters and awards.

3.18.6.4 Falsifying time cards, expense reports, financial data, contracts or other documents, reports or personnel data pertaining to company and/or government business.

3.18.6.5 Improper Use of Company or Government Material or Equipment Use of Company or Government furnished materials or equipment for an unauthorized purpose.

3.18.6.6 Any other conduct which is in violation of any of AS&T’s policies and procedures or which is, in the opinion of management, disruptive to the work environment or which is contrary to acceptable standards of conduct.

4.
TYPES OF DISCIPLINARY ACTION

It is the responsibility of the manager to keep subordinates informed on all aspects of their performance, including their ability to work harmoniously with other employees and to perform in a productive and creditable manner. This kind of information exchange should be accomplished on a continuing basis and should not be limited to times of regular performance reviews. When disciplinary action is necessary, the manager has a number of disciplinary options at its disposal, which it can use, in its discretion depending upon the severity of the conduct and the circumstances presented.
4.1 Oral Reprimand

An employee is informed verbally by the immediate managers that he/she has violated regulations.

4.1.1 If an employee’s performance or conduct is unacceptable, this fact should be made known to the employee as soon as the manager determines that it is a problem. In the case of behavioral matters, informal oral admonishment should be the first management procedure implemented to call an employee’s attention to any conduct which is adverse to the work environment. The manager should make clear to the employee:

4.1.1.1 The conduct giving rise to the admonishment
4.1.1.2 What must be done to avoid further management action.

4.2 Written Reprimand

Employee’s immediate manager explains privately that the employee has violated the rules and specifies whether or not this is a repeat violation. In cases where informal oral admonishment has not proved successful in correcting adverse conduct, as evidenced by repeated acts of misconduct, the manager should issue a Notice of Disciplinary Action to the employee according to the following procedures:

4.2.1 The manager should conduct a counseling meeting with the employee to discuss the adverse conduct. The employee should be given full opportunity to explain reasons or justifications for the conduct.

4.2.2 If the manager determines that the employee’s reasons for the conduct are inadequate justification to excuse such conduct, the manager should verbally advise that a further occurrence of the same or similar conduct will result in further disciplinary action up to and including suspension or termination.

4.2.3 Distribution of the Notice of Discipline Form is as follows:

a. Employee

b. Employee’s Personnel File

c. Supervisor/Program Manager
d. Sr. Executive Vice President/COO
e. Ethics Officer

f. Any government agency requiring notification

g. EEO Officer

h. Director of Administration and Contracts

i. President/CEO
4.3 Probation

Employee’s conduct has violated basic conduct rules and employee is placed on disciplinary probation for 30 days or more. During this time the employee is not eligible for promotion, transfer, or wage increase, and is placed under direct supervision of the immediate manager. The severity of the violation is explained to the employee and a copy of the document placing the employee on probation is given to the employee by the immediate manager.

4.3.1 Distribution of the Notice of Discipline Form is as follows:

a. Employee

b. Employee’s Personnel File

c. Supervisor/Program Manager
d. Sr. Executive Vice President/COO
e. Ethics Officer

f. Any government agency requiring notification

g. EEO Officer

h. Director of Administration and Contracts
i. President/CEO
4.4 Suspension

The employee is suspended from work without pay or eligibility for other compensation for a period commensurate with the conduct at issue. The employee is informed verbally and in writing of this action and its cause.

Upon return to work the employee is on disciplinary probation for the remainder of a 30 day period, commencing of the first day of suspension.

4.4.1 Suspension (Administrative Leave Without Pay) may be warranted in cases where the employee continues to engage in conduct adverse to the work environment after prior disciplinary action or the conduct is serious in nature but management believes, based upon the circumstances, that termination is not warranted at this time. In determining whether suspension should be utilized in lieu of termination, management should take into account the severity and the adverse impact the conduct has on the efficiency and/or morale of the work unit and the amount of time that passes between occurrences of improper conduct. Generally, cases involving a lesser impact or lesser frequency of occurrences should result in suspension while cases of significant impact or frequent occurrences should result in immediate termination.

4.4.2 During the period of suspension, the employee’s badge will be retained by the Security Officer.

4.4.3 Emergency Suspension, suspension pending termination decision or investigation: An employee may be suspended for the remainder of a work day when the employee’s conduct presents a significant danger to the safety or welfare of others or the property or operations of the company or if such action is otherwise in the best interest of the company. An employee may also be suspended for a reasonable period pending an investigation into the employee’s conduct or pending the approval of an intended termination where it is determined that suspension is reasonably necessary for the safety and welfare of others, or for the protection of AS&T’s property or business operations or is otherwise in the best interest of the company. Employees who are suspended for purposes of conducting an investigation and who are thereby completely exonerated of all charges or allegations of misconduct may be paid for the time for which they were on suspension in accordance with their regular rate of pay.
Authority to suspend an employee for the remainder of a workday as provided for herein resides with all supervisory and management personnel. Suspensions of longer periods as provided for herein require the approval of the President/CEO, or, if unavailable, the Director of Human Resources.
Suspensions invoked solely as a disciplinary measure or which will otherwise exceed 3 working days require the approval of the President/CEO
4.4.4 Distribution of the Notice of Discipline Form is as follows:

a. Employee

b. Employee’s Personnel File

c. Supervisor/Program Manager
d. Sr. Executive Vice President/COO
e. Ethics Officer

f. Any government agency requiring notification

g. EEO Officer

h. Director of Administration and Contracts
i. President/CEO
4.5
Termination

The employee is discharged

4.5.1 Immediate disciplinary action required. Certain typed of conduct are so adverse to the work environment that the first occurrence generally warrants immediate suspension and/or termination. Such conduct includes, but is not limited to, sexual harassment; foul and/or abusive language; harm or threat of harm to persons or property; theft of property; gross insubordination; failure to protect projects, documents, or information pertaining to AS&T’s contracts or other business; falsification or concealment of any data used in connection with AS&T’s business; or other serious violations of AS&T’s policy or Code of Business Ethics and Standards of Employee Conduct. In cases where the manager determines that immediate suspension or dismissal is appropriate, proper approval must be obtained prior to implementation of either action.

5.
SUSPENSION OR TERMINATION APPROVAL REQUIREMENTS:
All suspensions and terminations require the approval of the President/CEO. In all cases where suspension or termination is contemplated, all involved supervisory and/or management staff members should plan to meet with the director/manager of the Director of Human Resources and the President/CEO as soon as possible to present the Notice of Disciplinary Action for review and approval and to discuss all facts and circumstances relevant to the conduct at issue.
6.
PROGRESSIVE DISCIPLINE

6.1
Generally, with the exception of serious violations of company policy or AS&T’s Code of Business Ethics and Standards of Employee Conduct, disciplinary matters may be handled utilizing progressive disciplinary actions which may include any or all of the following steps:



1.
Oral Reprimand



2.
Written Reprimand



3.
Probation



4.
Suspension



5.
Termination

In a given situation, any of the above steps may be limited or eliminated depending upon the facts or circumstances presented. In determining the appropriate measures to be taken, management should consider all facts and circumstances including the severity of the offense, prior disciplinary actions and/or warnings, the frequency of the same or similar offenses, the employees overall conduct and past performance, action which has been taken in the past or responds to the same or similar conduct and any explanation or circumstances the employee provides with respect to the conduct. For example, while on probation following a recent suspension an employee’s conduct becomes critical to the employee’s continued employment. Thus, conduct on the part of an employee who is on probation or who had recently been suspended or otherwise has a history of disciplinary problems should be viewed more seriously. Finally, it is primary objective of AS&T not only to ensure efficiency and an appropriate work environment but also to ensure that employees are treated fairly in administering disciplinary actions. Management must strive to invoke disciplinary actions in a consistent manner.


6.2
Security Violations
In addition to any other disciplinary action deemed appropriate under the above provisions, security violations should be handled in accordance with the provisions of AS&T’s security manual.

7.
NOTICE OF DISCIPLINARY FORM

7.1 General:
AS&T’s Notice of Disciplinary Action Form should be used to document all disciplinary actions. The initiation of a Notice of Disciplinary Action Form is the responsibility of the immediate supervisor of the employee whose offense is being documented. Each notice must be approved by the specific levels indicated for each disciplinary action herein.

7.2 Explanation of Form Items:

Nature of Charge: Use of a short title for the offense (e.g., “Excessive Tardiness”, “Neglect of Duty”, “Possession of Intoxicating Liquor”, “Unauthorized Absence”).

Detailed Description of Offense: Will be used to record the specific facts supporting the charge. Details should be factual and objectively stated.

An Adverse Effect on the Safety/Welfare of Others: Would be indicated where the conduct had as adverse effect of the safety, welfare or work environment of others, e.g., sexual harassment, fighting or negligent horse-play.

An Adverse Effect on the Performance of Required Work: Would be indicated when there was excessive absenteeism or tardiness, for example.

Comments: May be used to further explain to an employee the effects or severity of an offense.

The policies and procedures set forth herein are intended as guidance to management in handling disciplinary matters and do not limit the manner in which, nor reasons for which, employment may be terminated. Employment may be terminated at the option of either AS&T or the employee for any reason including, but not limited to, lack or work, economic considerations or other managerial discretions.

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

· Notice of Disciplinary Action
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