LBNL S&E Career-Track and Career Positions

Promotion Guidelines


This document provides guidelines to assist LBNL Divisions in conducting a promotional review for S&E career-track and career employees.  The items marked by an asterisk (*) are mandatory in order to satisfy the promotional review requirements referred to in the RPM, Section 2.07, Professional Research Staff.

All listed supporting material may be found in the RPM web site, in the HR web site and from your HR Center.

The timelines provided are for career-track promotions only.  A Division may initiate a promotional review earlier in the career-track employee’s term appointment than what is documented.  There are no timelines for career to career promotions.  These guidelines are generally written for a 5-year career-track period and can be adjusted if earlier promotion is contemplated.
The Scientist/Engineer Promotion Guidelines are applicable to incumbents in the following positions who are seeking a promotion to the next level:
· Career-Track Research Scientist/Engineer
· Career Research Scientist/Engineer
· Career-Track Staff Scientist/Engineer
· Career Staff Scientist/Engineer
· Career-Track Divisional Fellow

· Senior Scientist/Engineer
· Faculty Scientist/Engineer

Postdoctoral Fellows and Project Scientist/Engineers are not eligible for promotion to a career-track or career scientist/engineer position.  Incumbents in these positions must compete for an open scientist/engineer position.

1. PREPARING PROMOTION REVIEW DOCUMENTATION
[applicable to all positions]
HR Center – No later than 6 months (180 days) prior to the end of the employee’s fifth year term limit

1. Notify supervisor, Division management, and Division Staff Committee (DSC) chair of upcoming promotional review.

· If promotion requires Laboratory Staff Committee (LSC) review, contact HR Policies Analyst to schedule an LSC meeting.  Provide estimated time when case will be ready for review.

(*)Supervisor – Submit the case no later than 5 months (150 days) prior to the end of the employee’s fifth year term limit

1. Update employee’s position description.

2. Acquire from employee updated curriculum vitae (CV), current publications list, and description of research done at LBNL.
3. Write employee evaluation.  Include the following:

· Employee’s research focus

· Employee’s research goal(s)

· Review of accomplishments and research progress

· Statement recommending promotion or non-promotion.
4. Solicit reference letters.
(*) Letters of Recommendation are Required

Recommended Number of Letters of Recommendation by Job Classification
	For Promotion into [Job Title]
	External*

(no less than)
	Total 

	Career Research Scientist/Engineer
	2
	3

	Career Staff Scientist/Engineer 
	4
	5

	Senior Scientist/Engineer
	6
	7

	Faculty Senior Scientist/Engineer 
	6
	7

	Distinguished Scientist/Engineer
	6
	7


* External letters are from referees who are outside LBNL and outside the candidate’s immediate UC-LBNL research group. The number of international letters required depends upon the field of research; if international letters are not included, provide an explanation for their absence.
* For Engineering Division promotions to career Research Scientist/Engineer and Staff Scientist/Engineer levels, external letters are not generally required.
5. Prepare the promotional recommendation. The case must include the following documents in this order:

· Supervisor’s promotional evaluation

· Employee description of LBNL research

· Candidate’s current curriculum vitae (CV) and publications list 

· Current position description

· Sample reference letter solicitation
· Statement of referees’ titles, affiliations and expertise.

· Recent letters of reference, specific to the promotion under review.

· Place letters in the same order as referees listed.

6. Forward case for review to appropriate Division management (depending on Division review process). 

7. Forward case to DSC.
Available Supporting Material:
· Position Description Template
· Supervisor Promotional Evaluation Template

· Requesting a Reference Letter Template

· Statement of Referees’ Affiliations Template

· Email or Memo Requesting Employee Description of LBNL Research Template

2. DIVISION STAFF COMMITTEE REVIEW
[applicable to all positions]
(*) Division Staff Committee – must complete its review and submit its report to the Division Director no later than 4.5 months (135 days) prior to the end of the employee’s fifth year term limit
1. Evaluate employee’s promotional review documentation.
· Review accomplishments and research progress

· Determine employee’s readiness for promotion

Division Staff Committee Chair
1. Prepare DSC assessment summary

2. Forward case to Division Director
Available Supporting Materials:

· DSC Chair Memo Template

3. DIVISION DIRECTOR REVIEW AND APPROVAL
[applicable to all positions]
(*) Division Director
1. Evaluate employee’s promotional review documentation.

· Review accomplishments and research progress

· Evaluate supervisor’s assessment

· Evaluate DSC’s assessment

If promotion is approved:

2. Sign approval on DSC Chair Cover Memo.
· If promotion to career Research Scientist/Engineer, skip to step 5.
3. Prepare memo to Deputy Director recommending the promotion action.

4. In conjunction with the HR Center, forward case to Deputy Director for approval include the following documents for the case:

· Hire request form with salary justification

· Market Reference Zone plot

· Salary offer worksheet  with Lab-wide peer comparators

5. Notify DSC Chair, supervisor, and HR Center of outcome.  If promotion to career Research Scientist/Engineer, skip to Human Resource Process for final documents.

(*) Division Director (or Designee) and Supervisor
If promotion is not approved:
1. Notify DSC Chair, supervisor, and HR Center of outcome.

2. Meet with employee.
· For career-track employee, provide written notice of appointment termination no later than 90 days (3 months) prior to the end of the appointment.
· HR Center provides Division Director with appointment termination letter.

· For career employee, discuss strengths and areas needing further work and development including areas for more training or experience.
Available Supporting Materials:

· Division Director Recommendation Memo Template

· Termination of Term Appointment Template

4. LABORATORY DIRECTOR OR DEPUTY DIRECTOR REVIEW
[for all promotions except to career Research Scientist/Engineer]
(*) Laboratory Director or Deputy Director

1. Review the Division’s recommendation for promotion.
2. Communicate outcome of review.

A. For Staff Scientist/Engineer (Career-Track) promotion to Career, communicate approval or non-approval to Division Director. If approved, skip to Human Resource Process for final documents.

B. For all other positions, communicate to Division Director regarding transmittal or non-transmittal to Laboratory Staff Committee.

(*) Division Director in conjunction with HR Center
1. In case of Laboratory or Deputy Director approval to proceed with promotional review for Senior Scientist/Engineer, Distinguished Scientist/Engineer, or Faculty Senior Scientist/Engineer positions, forward case to the LSC for review. Omit the following documents from case:

· Hire request form with salary justification

· Market Reference Zone plot

· Salary offer worksheet  with Lab-wide comparators

5. LABORATORY STAFF COMMITTEE REVIEW
[applicable to Divisional Fellow, Senior Scientist/Engineer, and Distinguished Scientist/Engineer positions]
(*) Laboratory Staff Committee

1. Review the promotion case.
LSC Chair

1. Communicate recommendation for promotion or non-promotion to Laboratory Director or Deputy Director.
6. LABORATORY DIRECTOR APPROVAL
[applicable to Divisional Fellow, Senior Scientist/Engineer, and Distinguished Scientist/Engineer positions]
(*) Laboratory Director or Deputy Director
1. Review the LSC’s recommendation.
2. Communicate approval (or non-approval) to Division Director.

3. In case of approval for promotion to Senior Scientist/Engineer, Distinguished Scientist/Engineer, or Faculty Senior Scientist/Engineer positions, send Laboratory Director’s appointment letter to applicant (cc: Division Director, HR Center and HR Policies Analyst).
(*) Division Director
1. Notify DSC Chair, supervisor, and HR Center of outcome.
A. If approved, Division Director notifies supervisor, DSC Chair, and HR Center of the outcome. Skip to HR Process

B. If not approved, discuss strengths and areas needing further work and development including areas for more training or experience.

· For a Divisional Fellow, provide written notice of appointment termination no later than 90 days (3 months) prior to the end of the appointment, or provide written notice of appointment to Career Staff Scientist/Engineer.
· For a career-track Staff Scientist/Engineer, provide written notice of appointment termination no later than 90 days (3 months) prior to the end of the appointment.

· HR Center provides Division Director with relevant letter.

7. HUMAN RESOURCES PROCESS
[applicable for all positions]
HR Center

1. Solicit Compensation approval (if required).

2. Prepare Change of Status letter.

3. Prepare Personnel Action Form (PAF).

If there is approval to promote and total compensation (including base pay, stipend, and sign-on bonus if applicable) is equal to or above $205k:
4. Work with Compensation to prepare the case for UC Regents’ approval and to determine timeline.

5. Inform Division Director and supervisor of case timeline.

6. Obtain UC Regents’ approval in conjunction with Compensation
(*) Division Director (or Designee) with supervisor – No later than 4 months (120 days) before appointment end date.
1. Communicate status of action to employee.

Available Supporting Materials:

· Change of Status Template

· UC Regents’ Compensation Approval Confirmation Letter
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