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EMPLOYEE INFORMATION

TOUR OF DUTY:
Employees are considered to be full-time when they work 40 hours per week.  The normal 8 hour tour of duty is from 8:00 a.m. until 4:30 p.m., Monday thru Friday.

PAYCHECKS:
Employees of the OSRI are paid on a biweekly basis.  Paychecks are issued on the Tuesday following the end of the biweekly pay period.  It shall be the employee’s responsibility to insure that their time sheet is signed by their supervisor and turned in to the Executive Director, OSRI on the last Friday of the pay period.  Salaried employees are not required to fill out a timesheet.

COST-OF-LIVING INCREASES:
Full-time employees of OSRI will receive cost-of-living increases on an annual basis that parallel those provided to employees of the Department of Veterans Affairs.

HOLIDAYS:
Full-time employees of OSRI receive ten (10) paid holidays per year (New Year’s, Martin Luther King’s Birthday, President’s Day, Memorial Day, Independence Day, Labor Day, Columbus Day, Veteran’s Day, Thanksgiving and Christmas Day).  Part-time employees accrue holiday leave prorated to their part-time hours.

ANNUAL LEAVE:
Full-time employees of OSRI accrue annual leave at the rate of four (4) hours per pay period (0-3 years); six (6) hours per pay period (3-15 years) and eight (8) hours per pay period for service greater than fifteen (15) years.  Part-time employees accrue sick prorated to their part-time hours.  Employees with annual leave remaining at the time of their departure from OSRI may be compensated for those hours.

SICK LEAVE:
Full-time employees of OSRI accrue sick leave at the rate of four (4) hours per pay period.  Part-time employees accrue sick prorated to their part-time hours.

MEAL PERIODS:
Employees of OSRI who work more than 4 hours consecutively are entitled to a 30-minute unpaid meal break.

BREAKS:
Employees of OSRI are entitled to one 10-minute paid break for each 4 hours worked.

POSITION DESCRIPTIONS:
All employees of OSRI must have a position description, which fully describes their duties and responsibilities, approved by the Executive Director.

PERFORMANCE EVALUATIONS:
All employees of OSRI, employed for greater than 90 days, will be provided with an annual performance evaluation within 30-days of the conclusion of the Fiscal Year (i.e. September 30).  Employees, employed for greater than 90 days, who depart prior to September 30, may receive a summary rating.  Performance evaluations should include Key Elements that describe their performance in at least 4-5 critical areas (examples include:  Professional, Technical, Laboratory, Administrative, Clerical, Financial Management, Leadership, Management, Communication, Public Affairs).
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EMPLOYMENT REQUEST MEMORANDUM

TO:  President, OSRI
THRU:  Executive Director, OSRI
SUBJECT:  Employment of ________________________________ (Name)
Effective ___/___/___, I would like to hire ___________________________
As a ______________________________________________________ (Position Title)
He/she will perform (provide a brief description of duties). _______________________
_________________________________________________________________on the
project titled ___________________________________________________________
The expected term of this employment is _______________________ (inclusive dates)
I am recommending an (annual or hourly) salary rate of $__________________________
Number of hours to be worked per pay period _______________________
Tour of duty ______________________________________
He/She is entitled/not entitled to sick and annual leave.


Signature of Investigator					Date
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EMPLOYMENT APPLICATION DISCLAIMER


If I, _______________________________________________, am hired by Ocean State Research Institute, in consideration of my employment, I agree that I may resign and that my employment and compensation may be terminated at any time, with or without notice, with or without cause, at the option of either OSRI or myself.  I further understand that my employment relationship will be “at will,” that I am not being hired for a specified period of time, and that no supervisor or manager of OSRI, other than the President of OSRI in writing signed by him, has the authority to enter into any other agreement for employment or to make any agreement contrary to the foregoing.





Employee Signature						Date









[bookmark: _GoBack]
