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

1.
POLICY

1.1
Advanced Sciences and Technologies, LLC (Advanced Sciences) will provide additional compensation to employees who are regularly assigned to act in a lead capacity and who give technical guidance and direction to assigned personnel.
  

2.
ELIGIBILITY

2.1
A non-exempt employee is eligible to receive lead differential payments for hours worked when he/she is designated to act in a lead capacity provided that the designation is for at least one full continuous 40 hour work week.  Hours for holiday, vacation, sick leave, or emergency leave will be counted for purposes of determining a continuous 40-hour work week.  Lead differential payments will be excluded when employees are being compensated for any paid absence (e.g., holiday, vacation, sick leave, or emergency leave).

3.
RESPONSIBILITIES

3.1
An individual designated to act in a lead capacity is a working leader who works under limited supervision and is responsible for the work operation of his/her assigned unit on the assigned shift.


3.2
The major duties of this position will include:



3.2.1
Responsibility for the technical accuracy and direction of an assigned group of two or more employees during as assigned shift.



3.2.2
Responsibility for training, resolution of technical problems, and for making work assignments to an assigned group.

3.2.3 When not fulfilling duties as a shift leader, he/she performs duties similar to the section being lead.

4.
COMPENSATION

4.1
Additional Compensation of $0.50 per hour will be paid as lead differential. 

5.
PROCEDURE

5.1
Cognizant supervisors/program managers will request approval for their applicable employees to act in a lead capacity by completing a Lead/Shift Differential Authorization Form (attached), obtain PRIOR APPROVAL of the President/CEO and the COTR (if required) and submit the Form to the Accounting Department.


5.2
A Lead/Shift Differential Authorization Form must be completed at the beginning of each calendar year and each time an addition or change is made during the year. Such arrangements should be made effective at the beginning of a standard pay period.


5.3
When an employee is removed from the lead capacity the cognizant supervisor/program manager must immediately notify the Accounting Department.

6.
EXCEPTIONS
6.1 Exceptions to this policy require the prior approval of the President/CEO.

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

· Lead/Shift Differential
3008
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