
Laboratory Directorate Scientist/Engineer Appointment/Promotion
Approval Process

Note: This procedure assumes approval at all steps. If, at any point, the case is denied or further information is requested, the case is returned to the HR Center.

Senior Scientist, Distinguished Scientist, Faculty Senior Scientist, or Divisional Fellow

· HR Center sends case to Deputy Laboratory Director for initial review to determine whether the case should proceed to the Laboratory Staff Committee (LSC). Documentation includes (in separate folders):

· Laboratory Staff Committee case

· Salary recommendation (except Faculty Senior Scientist cases) ‑ or a note of explanation if no proposed salary increase for promotion action.
· Deputy Laboratory Director forwards case to LSC for their review and recommendation to the Laboratory Director and Deputy Director regarding the proposed appointment or promotion action (salary recommendation not included).

· LSC sends recommendation to Laboratory Director and Deputy Laboratory Director.

· Laboratory Director and Deputy Laboratory Director review LSC recommendation and the original submitted salary recommendation (except Faculty Senior Scientist appointments).

· Deputy Laboratory Director returns the approved case to the HR Center with a CC to the Laboratory Director’s administrative staff.
· The appointment/promotion letter from the Laboratory Director is generated by the HR Center and sent to the Deputy Laboratory Director’s administrator, to forward to Laboratory Director’s administrative staff for Director’s signature.

The signed Laboratory Director’s letter is returned to the HR Center to be included with the HR offer/promotion letter.

· Verbal offer is extended to candidate (for new appointment).
Or notification of promotion is communicated to internal candidate.

· Letter from the Laboratory Director and letter from HR are sent to candidate by the HR Center.

Staff Scientist

· HR Center sends case to Deputy Laboratory Director for review and decision on appointment or promotion along with a salary recommendation ‑ or a note of explanation if no proposed salary increase for promotion action.
· Appointment/promotion and salary recommendation are approved and signed by the Deputy Laboratory Director, and the HR Center is notified by returning the signed case documentation to the HR Center.

· Verbal offer is extended to candidate (for new appointment).
Or notification of promotion is communicated to internal candidate.

· Letter from HR is sent to candidate by the HR Center.
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