[image: image1.jpg]


Advanced Sciences and Technologies, LLC
	[image: image1.jpg]
	SUBJECT
Shift Differential
	NUMBER

3009


	REV

1


	PAGE

1 of 3

	POLICIES AND STANDARD PRACTICES
	APPROVAL


FRANK A. VALENTI, 

PRESIDENT/CEO
	EFFECTIVE

03/01/2006

SUPERCEDES DATED





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

1.
POLICY

1.1
Advanced Sciences and Technologies, LLC (AS&T) will provide additional compensation to employees who are regularly assigned to perform their work during a shift other than the first shift as defined in Paragraph 3 below.
  

2.
ELIGIBILITY

2.1
All full-time or part-time employees are eligible to receive shift differential payments for all hours worked while they are "regularly assigned" to the second or third shift.

3.
DEFINITIONS

3.1
A Shift is defined as consisting of eight consecutive hours of scheduled work exclusive of meal periods and encompasses the time periods shown below.



Deviations from those time periods (due to contract requirements, etc.) must be identified in the comments portion of the Lead/Shift Differential Authorization Form (noted in section 3.8 below).


3.2
First Shift begins on or after 7:00 a.m., but before 3:41 p.m.


3.3
Second Shift begins on or after 3:42 p.m., but before 11:29 a.m.


3.4
Third Shift begins on or after 11:30 p.m., but before 6:59 a.m.


3.5
Assigned Shift is defined as the primary shift to which the employee has been assigned by his/her manager.


3.6
Regularly Assigned Shift is defined as a period of assignment of one full pay period or more.


3.7
Hours Worked is defined as all hours for which the employee is being paid, including hours paid for time not actually worked under AS&T’s paid absence and termination policies.


3.8
Lead/Shift Differential Authorization Form  is the form used by management to request the assignment of an employee to the second or third shift.
4.
GENERAL

4.1
Second and Third Shift Differential: All eligible employees who are regularly assigned to the second or third shift will receive shift differential payments for all regular time and overtime hours worked.  These shift differential payments will be 6 percent of the base hourly rate for second shift and 10 percent of the base hourly rate for third shift.


4.2
Paid Absence Compensation: Shift differential payments will be excluded when employees are being compensated for any paid absence (e.g., vacation, holiday, sick leave, emergency leave).


4.3
Termination Payments: Final payments to a terminating employee for accrued vacation pay, will not include shift differential payments.

5.
PROCEDURE

5.1
The Employee Relations Department will develop a shift differential rate structure appropriate in light of the terms and conditions of AS&T’s contracts.  This structure will be submitted to the Corporate Accounting Office for use in computing pay.


5.2
Cognizant supervisors/program managers will request approval for their applicable employees to be assigned to a second or third shift 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.


5.3
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.

5.4 When an employee is removed from second or third shift work, 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 Authorization Form
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