Nebraska FFA Foundation Employee Appraisal and Compensation Policy

This policy on Employee Appraisal and Compensation of the Nebraska FFA Foundation (the “Foundation”) applies to the following persons employed by the Foundation: (1) Executive Director; and (2) other Foundation staff, both full time and part time.
1.0 PERSONNEL MANAGEMENT STRUCTURE
Purpose
To outline the roles and responsibilities of the Executive Committee of the Foundation’s Board of Directors (the “Executive Committee”) in the establishment of personnel policies and in their implementation. To define the role and responsibility of the Executive Director in the development of personnel policies and in the administration of the personnel function.

Policy
A. The Executive Committee will review and recommend to the Foundation’s Board of Directors (the “Board”) policies and/or actions which relate to the following areas:

· Organizational structure of the Foundation, including authorization of additional positions.

· Employee compensation levels and benefits packages. 

· Personnel policies and procedures. 

· The process for employee performance appraisals. 

· The procedure for requesting variances from established personnel policies and procedures. 

· Input into hiring decision for Executive Director. 

· Other personnel-related matters as required by the Executive Director, the Board or Board President.
B. The Board empowers the Executive Director as the chief executive and administrative officer of the Foundation. In this capacity, the Executive Director has the authority and responsibility to administer and interpret the personnel policies and procedures as established by the Executive Committee on behalf of the Board.
C. The Executive Director is responsible for administering the personnel function of the Foundation in a consistent and uniform manner. The Executive Director may delegate to other employees various responsibilities in the implementation of these policies, e.g., Assistant Director.
D. Personnel issues not addressed in this policy will be reviewed by the Executive Director for a decision. As appropriate, the Executive Director may present such issues to the Executive Committee for further clarification.

Procedures
A. The Board, in compliance with the Foundation’s By-laws, will appoint an Executive Committee.

B. The Executive Committee will meet as needed to fulfill the responsibilities and functions outlined herein.

C. The Executive Director will administer the personnel policies and procedures in a consistent manner. An employee of the Foundation may file a grievance to seek recourse to policies and actions which he/she believes are not consistent.

D. The Executive Director and the Executive Committee will meet at least annually to review staffing and compensation of employees.

2.0 PERFORMANCE APPRAISAL

Purpose
To provide a process by which the job performance of each employee at the Foundation is appraised for the purposes of development, merit review, promotion, discipline or termination.

Policy
A. The employee performance appraisal process will be utilized to provide employees with full and accurate information concerning their performance. This process is ongoing and is not limited to a formal written form once a year. Informal discussions should be conducted throughout the year, with progress summarized in the formal written performance appraisal.

B. The employee performance appraisal process will be utilized to determine strengths and good performance elements as well as to record unsatisfactory elements which require improvement. Failure to improve in these elements can be grounds for discipline or termination.

C. The results of the employee appraisal process will be one factor used in making decisions on merit pay increases. This appraisal provides a basis for linking employee performance to merit increase considerations.

D. Formal performance appraisals of the Foundation’s Executive Director will be conducted at least annually and may be conducted at any other time as deemed necessary by the Executive Committee. An Executive Director in the introductory period (which shall extend for a period of 12 months) will be appraised on performance as frequently as necessary, but at least at three and six month intervals.
E. Formal performance appraisals of the Foundation’s other employees will be conducted at least annually and may be conducted at any time as deemed necessary by the Executive Director. Introductory employees (which shall include employees within their first ____ months of employment with the Foundation) will be appraised on performance as frequently as necessary, but at least at three and six month intervals.
F. Employee performance appraisals will include an assessment of job duties performed, including competency, initiative, attitude and attendance, as well as other factors affecting job performance.

Procedures
A. The performance appraisal of the Executive Director will be conducted by the Board President with input from the Executive Committee.

B. The immediate supervisor (Board President for the Executive Director) should continuously assess and discuss the performance of each employee under his/her supervision with that employee. A formal, written performance appraisal should not contain surprises for the employee being appraised, as strengths, problems and issues should be addressed as they occur in informal discussions.

C. The immediate supervisor will complete a performance appraisal form at least annually. All performance appraisals, other than that of the Executive Director, must be approved by the Executive Director prior to discussion or review with the employee.

D. The employee will sign his/her own appraisal form and the appraisal to indicate that the contents were reviewed with him/her. 
· For Foundation employees other than the Executive Director, the Executive Director will document any differences in opinion and/or ask the employee to comment in writing on the appraisal.  If the employee refuses to sign the form, the Executive Director will document the meeting and that the employee refused to sign the form.
· For the Foundation’s Executive Director, the Board President will document any differences in opinion and/or ask the Executive Director to comment in writing on the appraisal.  If the Executive Director refuses to sign the form, the Board President will document the meeting and that the Executive Director refused to sign the form.

E. All performance appraisal forms will become part of the evaluated employee's personnel file. 

F. The Executive Committee should approve the written performance appraisal form to be used by the Foundation.

3.0 EMPLOYEE COMPENSATION
Purpose
To maintain wages that reflect the value of the position to the Foundation and to be as externally competitive as possible.

Policy
The Foundation will establish wage ranges and determine individual wages competitive with similar types of businesses, while giving recognition to the individual effort and contribution to the Foundation. Determination of the Executive Director’s compensation is the responsibility of the Executive Committee with review and approval by the Board.  Determination of wages of other Foundation employees is the responsibility of the Executive Director with review and approval by the Executive Committee.

Procedures
A. Descriptions of job responsibilities, functions, qualifications and other appropriate information will be maintained for each of the Foundation positions. These job descriptions will be updated as needed by the immediate supervisor with approval from the Executive Director. If a substantial shift in responsibilities creates a different position, the recommended revisions to the job description will be approved by the Executive Director and submitted to the Executive Committee for its review and approval.

B. Each position at the Foundation has been placed in a category with a wage range specified to group the level of responsibilities and to establish the value of the positions in relation to other positions in the organization. Wage ranges for position levels will be reviewed as necessary, with adjustments approved by the Executive Committee.

C. Wage decisions for new hires will be based on qualifications and experience as approved by the Executive Director and Executive Committee in line with approved wage ranges.

D. Wage adjustments other than those based on reclassification are considered merit increases and are based on performance, improvement and assumption of increased responsibility. Eligibility for merit pay increases will be reviewed within two weeks of the end of the Foundation’s fiscal year. Merit pay increases will be based on a performance appraisal, although the conducting of a performance appraisal does not imply or guarantee an increase. The amount of an employee's merit increase must be approved by the Executive Director and be in compliance with the authorized merit pay range as set by the Executive Committee.

E. Reclassification includes promotions and demotions. All reclassifications must be authorized by the Executive Director and approved by the Executive Committee.

· Promotions - involve a distinct increase in job responsibilities and a change in job duties. Promotions are generally accompanied by an increase in wages based on the acceptance of greater responsibility.

· Demotions - involve a reduction in position and/or wages and occur when the employee would otherwise be laid off due to a position being eliminated, reclassified, lack of funds, or when an employee cannot perform in his/her current position satisfactorily; but could perform satisfactorily in a different position.
Adopted by the Board of Directors of the Nebraska FFA Foundation on ________________, 2009.  
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