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Appendix A

“Fitness for Duty”
Department of Public Safety Employees Association Fitness Program

All PSOs who desire to join the University’s Health and Fitness Center may have their membership fee waived
by signing up for the “Fitness for Duty” program and maintaining the programs minimum requirements. PSOs
who participate in this program are required to meet one of the following two requirements to ensure
continuation of their free RWU Health and Fitness Center membership:

1. On a bi-annual basis, during a supervised performance evaluation, achieve the minimum Physical
Readiness standards for their gender and age group as detailed in the table below.

2. On a bi-annual basis...

a.  Exhibit a University Health and Fitness Center attendance equaling at least one facility visit
per pay period and

b. During a supervised performance evaluation, exhibit improvement from their previous Physical
Readiness performance evaluation.

Upon joining the “Fitness for Duty” program, an initial Physical Readiness evaluation will be performed and
recorded as the PSOs benchmark (or baseline) performance, for comparison purposes at that PSOs next bi-
annual Physical Readiness evaluation.

Note: Failure to either meet program specifications toward attaining minimum fitness for duty standards or
progress to the reasonable satisfaction of the University in striving to meet those standards shall cause the PSO
to lose the fee waiver and repay that portion of the health and fitness fee waived to date.

MALE STANDARDS
AGE Sit-ups Push-ups 1.5 Mile Distance
17 — 19 years old 50 42 12:30
20 — 24 years old 46 37 13:30
25 — 29 years old 43 34 14:00
30 — 34 years old 40 31 14:30
35 — 39 years old 37 27 15:00
40 — 44 years old 35 24 15:30
45 — 49 years old 31 21 16:45
50 — 54 years old 29 19 16:45
55 — 59 years old 26 10 17:09
60 — 64 years old 20 8 18:52
65 and older 10 4 20:35
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FEMALE STANDARDS
AGE Sit-ups Push-ups 1.5 Mile Distance
17 — 19 years old 50 19 15:00
20 — 24 years old 46 16 15:30
25 —29 years old 43 13 16:08
30 — 34 years old 40 11 16:45
35 — 39 years old 37 9 17:00
40 — 44 years old 35 7 17:15
45 — 49 years old 31 5 17:23
50 — 54 years old 29 2 17:30
55 — 59 years old 26 2 18:34
60 — 64 years old 20 2 19:43
65 and older 10 1 20:52

All PSO’s who choose to participate in the “Fitness for Duty” program set out herein shall sign a liability
waiver, to be kept on record in the University’s Office of General Counsel, as condition precedent to
participation.

The waiver shall read as follows:

My signature below, on my own behalf, attests to my full understanding and voluntary agreement
to the following condition precedent to my participation in the Fitness for Duty program and use of
the University’s Health and Fitness Center.

I agree that I will participate in the Department of Public Safety Employees Association Fitness for
Duty Program, using the University’s Health and Fitness Center, its facilities and equipment at my
own risk. This means that I will neither bring nor support any claim against Roger Williams
University or any of its employees, officers, agents, representatives or trustees (collectively
“UNIVERSITY”) for harm to person or property, arising out of my use of the University’s Health
and Fitness Center, its facilities and/or equipment. This release and hold harmless agreement does
not apply to acts of gross negligence by or intentional wrongs of the UNIVERSITY.
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APPENDIX B

ROGER WILLIAMS UNIVERSITY & ROGER WILLIAMS UNIVERSITY SCHOOL OF LAW

BENEFITS INFORMATION REGARDING
SAME-SEX SPOUSES & DOMESTIC PARTNERS

Overview

Roger Williams University and Roger Williams University School of Law (collectively “University”™)
recognize same-sex spouses as well as domestic partners (same or opposite sex) as defined below of its
employees as spousal equivalents for certain benefits, to the extent permitted by law and by insurance
underwriting requirements. Such benefits are available to non-bargaining unit employees depending upon
their eligible benefit status and to bargaining unit employees whose collective bargaining agreement
provides for such benefits.

Same-Sex Spouses

In 2003, the Commonwealth of Massachusetts commenced issuing marriage licenses to same-sex couples
residing in Massachusetts. The University recognizes such marriages as it does all other lawful
marriages, subject to the tax and benefit restrictions and insurance underwriting requirements outlined
below.

In September 2006, the Commonwealth of Massachusetts commenced issuing marriage licenses to same-
sex couples residing to Rhode Island. To date, neither the State of Rhode Island legislature nor courts
have issued guidance regarding the validity of such marriage licenses. Until such time as guidance is
issued, the University will recognize such marriages as it does all other lawful marriages, again subject to
the tax and benefit restrictions and insurance underwriting requirements outlined below.

Domestic Partners (effective January 1, 2008)

A domestic partner may be of the same or opposite sex. The University utilizes the criteria established by
its insurance carriers for recognizing domestic partners, which criteria is subject to change based upon
insurer underwriting requirements. The current criteria are outlined in the attached “Declaration of
Domestic Partnership” (Appendix A). The employee and domestic partner will be required to submit a
signed Declaration and accompanying required documentation to certify eligibility. Please note that
additional criteria, as referenced below under Available Benefits, may be applicable to specific benefits.

Employees are required to notify the University’s Benefits Manager in writing utilizing the University’s
“Termination of Domestic Partnership” form (see attached Appendix B) within thirty days of any
termination of the domestic partnership or failure to meet any of the above-referenced criteria.
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Benefits (Same-Sex Spouses & Domestic Partners)

University benefits that may involve same-sex spouses, domestic partners, and the same-sex
spouse/domestic partner’s dependent(s) are outlined below. Due to federal benefit restrictions and
insurance underwriting requirements, some of these benefits are not available to same-sex spouses,
domestic partners, and the same-sex spouse/domestic partner’s dependent(s). The University’s Benefits
Manager is available if you have any questions regarding these benefits.

In addition to federal law and insurance carrier restrictions, all benefits are subject to applicable

University policies and benefit plan documents, as well as applicable collective bargaining agreements

(for example, any minimum working hour requirements for accessing medical and dental insurance).

Available Benefits

Same-sex spouses/domestic partners may be enrolled in the University’s medical and dental
insurance plans; the same-sex spouse/domestic partner’s dependent child/children may be
enrolled if he/she/they meet medical and dental carrier dependent requirements

Medical and dental buyback if opting out of the University’s medical and/or dental plan for
same-sex spouse/domestic partner plan coverage

Benefits under the federal Family and Medical Leave Act and Rhode Island Parental &
Family Medical Leave Act

Sick time may be used to care for the same-sex spouse, domestic partner, and the same-sex
spouse/domestic partner’s dependent(s)

Voluntary spousal life, accidental death and dismemberment, and long term care insurance
for the same-sex spouse/domestic partner, subject to any specific insurance carrier
requirements; same-sex spouse/domestic partner’s dependent child/children life insurance if
he/she/they meet insurance carrier dependent requirements

Participation in Tuition Exchange, Council for Independent Colleges, and/or Tuition
Remission for same-sex spouse/domestic partner; the same-sex spouse/domestic partner’s
dependent child/children may participate if he/she/they meet the definition of “dependent”
under Section 152 of the Internal Revenue Code (a “Tax Certification of Dependency” form
must be completed and submitted)

Fitness Center family membership for same-sex spouse, domestic partner, and the same-sex
spouse/domestic partner’s dependent(s)

Bereavement time for the death of the same-sex spouse, domestic partner, and the same-sex
spouse/domestic partner’s dependent(s)

Contingent Benefits
Note: The below benefits are only available if the same-sex spouse, domestic partner, same-sex
spouse/domestic partner’s dependent(s) meet the definition of “dependent” under Section 152 of
the Internal Revenue Code (a “Tax Certification of Dependency” form must be completed and
submitted)

COBRA medical/dental insurance continuation coverage to the same-sex spouse, domestic
partner, same-sex spouse/domestic partner’s dependent(s)

Flexible spending accounts for expenses related to the same-sex spouse, domestic partner,
same-sex spouse/domestic partner’s dependent(s)
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Tax Consequences (Same-Sex Spouses & Domestic Partners)
IMPORTANT:

Federal and state law does not recognize a same-sex spouse or domestic partner as a legal spouse
for federal and state income tax purposes. Therefore, any tuition remission benefits and the
University contribution to the medical and dental plans for the same-sex spouse, domestic
partner, same-sex spouse/domestic partner’s dependent(s) coverage are considered taxable
income to the employee and must be included in the employee’s bi-weekly paycheck as taxable
income for both federal and state purposes. In addition, any medical and dental premium cost the
employee is required to contribute for same-sex spouse, domestic partner, same-sex
spouse/domestic partner’s dependent(s) coverage must be contributed as an after-tax deduction.
By accessing same-sex/domestic partner benefits, the employee agrees that it is his/her
responsibility to pay all applicable taxes and authorizes the University to withhold necessary
taxes via standardized payroll deduction.

The above tax matters do not apply if the same-sex spouse, domestic partner, same-sex
spouse/domestic partner’s dependent(s) meet the definition of “dependent” under Section 152 of
the Internal Revenue Code (a “Tax Certification of Dependency” form must be completed and
submitted).

Any additional tax consequences incurred by the employee may not be used to satisfy an
employee’s maximum premium share contribution to his/her medical and/or dental insurance.
The above imputed income amounts are not added to the employee’s compensation base for
group life insurance, disability benefits, or retirement plan contributions.

Employees are encouraged to speak with their own tax advisor if they have questions regarding
the tax treatment of certain benefits.
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APPENDIX A
DECLARATION OF DOMESTIC PARTNERSHIP

[BCBSRI Form 7-04]

Employee Name Domestic Partner Name

1. We hereby certify that, as domestic partners, we have an exclusive mutual commitment
similar to marriage and that we meet the following criteria:

» We are at least eighteen (18) years of age and are mentally competent to contract.
* Neither of us is married to anyone.

» We are not related by blood to a degree, which would prohibit marriage in our state of
legal residence.

» We reside together and have resided together for at least one (1) year.

» We are financially interdependent and can demonstrate such interdependence by
attaching the Required Documentation listed in paragraph 7 of this Declaration.

2. We agree to notify the BCBSRI and University if the status of this relationship changes -
including termination of the relationship or failure to meet any of the above criteria - by filing a
Termination of Domestic Partnership form with the University no later than 30 days from the
date of such change.

3. I understand that under current tax regulations, the University is required by the Internal
Revenue Service to report as taxable (imputed) income, the premium value of the University’s
contribution to the benefit plan related to covering my partner or my partner's dependent
children. Other tax issues may apply.

Please Note: After consulting with your tax advisor, if your domestic partner and his/her
dependent children are considered your "dependents" as defined under Section 152 (a) (9) of the
Internal Revenue Code, you will need to complete the Tax Certification of Dependency form.

4. We understand that the coverage elected will remain in effect until any of the following
occurs:

* The next plan year in which the coverage is changed;

 Termination from the benefit plan due to ineligibility takes place;

* The domestic partnership is terminated; or

* As for coverage of the domestic partner’s children:

65



a) The death of the enrolled domestic partner; or,
b) A change in the eligibility status of my partner's children (if applicable) takes
place.

5. We understand that the information contained in this Declaration is confidential and is being
provided for the sole purpose of determining eligibility for benefits.

6. We affirm that the statements attested to in this Declaration are true and correct to the best of
our knowledge. We understand that we are responsible for reimbursing the University for any
expenses incurred as a result of any false or misleading statement contained in this Declaration.
It is further understood that a false statement could result in disciplinary or legal action,
including termination of employment at the University.

7. REQUIRED DOCUMENTATION: In evidence of this Declaration of Domestic Partnership,
and in addition to this Declaration of Domestic Partnership form, you must also provide
proof of at least two (2) of the following four (4) items. (Check two as appropriate, and attach the
documentation.)

______(1)Relationship Contract.
Relationship Contract — A written agreement which has been executed by the parties, and
which at a minimum, provides that each party is obligated to provide support for the other
party, AND provides, in the event of the termination of the relationship, for equal
division of any property acquired during the relationship.
_ (2) Joint mortgage or joint ownership of primary residence.
____(3) The domestic partner has been designated as a beneficiary for the
employee’s will retirement contract or life insurance.
___ (4) To satisfy this item proof of two (2) of the following items is needed
(check two):
"] joint ownership of vehicle
"1 joint checking account
'] joint credit account
"] joint lease
Under penalties of perjury, we certify that the foregoing representations are true, correct, and
complete.

Employee Signature Date Domestic Partner Signature Date

Employee SS # Domestic Partner SS #
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APPENDIX B

TERMINATION OF DOMESTIC PARTNERSHIP

I, (print name) do hereby declare that I no longer have

a domestic partnership with (print name of former

domestic partner).

I file this Termination of Domestic Partnership in order to cancel the Declaration of Domestic Partnership

previously filed by me. The domestic partnership ended on (date).

I understand that I may not file another Declaration of Domestic Partnership until twelve (12) months

have passed from the above-referenced date.

I certify that the information supplied on this form is true and correct.

(Employee Signature) (Social Security Number)
(Department) (Date)
Received by: Date:

(Benefits Manager or designee)
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Appendix C

Service Step Salary Matrix - PSOs

Effective 7/1/2010

Base Salary
Service Alternate mini
Step 1 Step 2 Step 3 Step 4 Step 5 Recognition step amt
$25,375 1.5% $25,756 1.5% $26,142 1.5% $26,534 1.5% $26,932 2.5% $67.33
6 mini steps at $63.44 6 mini steps at $64.39 6 mini steps at $65.35 6 mini steps at $66.34 4 mini steps
Step 6 Step 7 Step 8 Step 9 Step 10
$27,605 1.0% $27,881 1.0% $28,160 1.0% $28,442 1.0% $28,726 2.5% $71.82
4 mini steps at $69.01 4 mini steps at $69.70 4 mini steps at $70.40 4 mini steps at $71.10 3 mini steps
Step 11 Step 12 Step 13 Step 14 Step 15
$29,444 1.0% $29,739 1.0% $30,036 1.0% $30,337 1.0% $30,640 2.5% $76.60
4 mini steps at $73.61 4 mini steps at $74.35 4 mini steps at $75.09 4 mini steps at $75.84 3 mini steps
Step 16 Step 17 Step 18 Step 19 Step 20
$31,406 1.0% $31,720 1.0% $32,037 1.0% $32,358 1.0% $32,681 2.5% $81.70
4 mini steps at $78.52 4 mini steps at $79.30 4 mini steps at $80.09 4 mini steps at $80.89 2 mini steps
Step 21 Step 22 Step 23 Step 24 Step 25
$33,498 0.75% $33,749 0.75% $34,003 0.75% $34,258 0.75% $34,515 2.5% $86.29
3 mini steps at $83.75 3 mini steps at $84.37 3 mini steps at $85.01 3 mini steps at $85.64 2 mini steps
Step 26 Step 27 Step 28 Step 29 Step 30
$35,377 0.75% $35,643 0.75% $35,910 0.75% $36,179 0.75% $36,451 2.5% $91.13
3 mini steps at $88.44 3 mini steps at $89.11 3 mini steps at $89.78 3 mini steps at $90.45 2 mini steps
Step 31 Step 32 Step 33 Step 34 Step 35
$37,362 0.5% $37,549 0.5% $37,737 0.5% $37,925 0.5% $38,115 2.5% $95.29
2 mini steps at $93.41 2 mini steps at $93.87 2 mini steps at $94.34 2 mini steps at $94.81 2 mini steps
Step 36 Step 37 Step 38 Step 39 Step 40
$39,068 0.5% $39,263 0.5% $39,459 0.5% $39,657 0.5% $39,855 2.5% $100.15
2 mini steps at $97.67 2 mini steps at $98.16 2 mini steps at $98.65 2 mini steps at $99.14 1 mini step
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Appendix C continued
PSO Service Step Salary Matrix
Effective July 1, 2010

Base Salary
Step 1 Step 2
$25,375 $25,439 $25,502 $25,566 $25,629 $25,693 $25,756 $25,820 $25,885
Step 3
$25,949 $26,013 $26,078 $26,142 $26,208 $26,273 $26,338 $26,404 $26,469
Step 4 Step 5
$26,534 26,601 26,667 26,733 26,800 26,866 $26,932 $27,000 $27,067
Step 6
$27,134 $27,202 $27,269 $27,336 $27,404 $27,471 $27,538 $27,605 $27,674
Step 7 Step 8
$27,743 $27,812 $27,881 $27,951 $28,021 $28,091 $28,160 $28,231 $28,301
Step 9 Step 10
$28,372 $28,442 $28,513 $28,584 $28,655 $28,726 $28,798 $28,870 $28,942
Step 11
$29,013 $29,085 $29,157 $29,229 $29,301 $29,373 $29,444 $29,518 $29,592
Step 12 Step 13
$29,665 $29,739 $29,813 $29,887 $29,962 $30,036 30,111 30,186 30,261
Step 14 Step 15
$30,337 $30,412 $30,488 $30,564 $30,640 $30,717 $30,793 $30,870 $30,946
Step 16
$31,023 $31,100 $31,176 $31,253 $31,329 $31,406 $31,484 $31,563 $31,641
Step 17 Step 18 Step 19
$31,720 $31,799 $31,879 $31,958 $32,037 $32,117 $32,197 $32,277 $32,358
Step 20
$32,438 $32,519 $32,600 $32,681 $32,763 $32,845 $32,926 $33,008 $33,090
Step 21 Step 22
$33,171 $33,253 $33,335 $33,416 $33,498 $33,582 $33,666 $33,749 $33,834
Step 23 Step 24 Step 25
33,918 $34,002 $34,088 $34,173 $34,258 $34,343 $34,429 $34,514 $34,601
Step 26
$34,687 $34,773 $34,860 $34,946 $35,032 $35,118 $35,205 $35,291 $35,377
Step 27 Step 28 Step 29
35,466 $35,554 $35,643 $35,732 $35,821 $35,910 36,000 36,090 $36,179
Step 30
$36,270 $36,360 $36,451 $36,542 $36,633 $36,724 $36,815 $36,906 $36,997
Step 31 Step 32 Step 33
$37,089 $37,180 $37,271 $37,362 $37,455 $37,549 37,643 $37,736 $37,831
Step 34 Step 35
$37,925 $38,020 $38,115 $38,210 $38,305 $38,401 $38,496 $38,591 $38,686
Step 36 Step 37 Step 38
$38,782 $38,877 $38,972 $39,068 $39,165 $39,263 39,361 $39,459 $39,558
Step 39 Step 40
$39,657 $39,756 $39,855 $39,955 $40,055 $40,155 $40,255 $40,356 $40,457
END
40,558 $40,659 $40,761 $40,863
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Appendix C continued
PSO Merit Only Matrix Shaded

$39,855 $39,955 S$40,055 $40,155 S40,255 $40,356  $40,457 $40,558 540,659
$40,761 540,863 $40,965 $41,067 S$41,170 $41,273 $41,376  $41,479 541,583
$41,687 541,791 541,896  $42,001 $42,106 $42,211 $42,316 S42,422  $42,528
$42,634 $42,741 $42,848 $42,955 543,062 $43,170 543,278 $43,386  $43,495
$43,603 543,712 S$43,822 $43,931 544,041 $44,151 S44,262 S44,372 544,483
$44,594 $44,706 $44,818 $44,930 $45,042 $45,155 $45,267 $45,381 545,494
$45,608 $45,722 545,836 545,951 $46,066 $46,181 $46,296  $46,412 546,528
$46,644 S46,761 S46,878 $46,995 S47,113 $47,230 $47,348 $S47,467  $47,585
$47,704 $47,824 S47,943  $48,063 548,183 $48,304 548,424  $48,545  $48,667
$48,789 548,910 S$49,033 $49,155 549,278 $49,401 $49,525 $49,649 549,773
$49,897 $50,022 $50,147 $50,272 $50,398 $50,524 $50,650 $50,777  $50,904
§51,031 $51,159 $51,287 $51,415 S51,544 $51,672 $51,802 $51,931  $52,061
$52,191 $52,322 $52,452 $52,583 S$52,715 $52,847 S$52,979 $53,111 $53,244
§53,377 $53,511 S$53,644 $53,778 553,913  $54,048 S54,183 $54,318 554,454
$54,590 $54,727 $54,864  $55,001 S$55,138  $55,276  $55,414  $55,553  $55,692
$55,831 $55,970 $56,110 $56,251  S$56,391  $56,532  $56,674 $56,815  $56,957
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Appendix C
Service Step Salary Matrix - PSOlls
Effective 7/1/2010

Base Salary
Service Alternate mini
Step 1 Step 2 Step 3 Step 4 Step 5 Recognition step amt
$27,913 1.5% $28,331 1.5% $28,756 1.5% $29,187 1.5% $29,625 2.5% $74.06
6 mini steps at $69.78 6 mini steps at $70.83 6 mini steps at $71.89 6 mini steps at $72.97 4 mini steps
Step 6 Step 7 Step 8 Step 9 Step 10
$30,366 1.0% $30,670 1.0% $30,976 1.0% $31,286 1.0% $31,599 2.5% $79.00
4 mini steps at $75.91 4 mini steps at $76.67 4 mini steps at $77.44 4 mini steps at $78.22 4 mini steps
Step 11 Step 12 Step 13 Step 14 Step 15
$32,389 1.0% $32,713 1.0% $33,040 1.0% $33,370 1.0% $33,704 2.5% $84.26
4 mini steps at $80.97 4 mini steps at $81.78 4 mini steps at $82.60 4 mini steps at $83.43 4 mini steps
Step 16 Step 17 Step 18 Step 19 Step 20
$34,547 1.0% $34,892 1.0% $35,241 1.0% $35,593 1.0% $35,949 2.5% $89.87
4 mini steps at $86.37 4 mini steps at $87.23 4 mini steps at $88.10 4 mini steps at $88.98 3 mini steps
Step 21 Step 22 Step 23 Step 24 Step 25
$36,848 0.75% $37,124 0.75% $37,403 0.75% $37,683 0.75% $37,966 2.5% $94.92
3 mini steps at $92.12 3 mini steps at $92.81 3 mini steps at $93.51 3 mini steps at $94.21 3 mini steps
Step 26 Step 27 Step 28 Step 29 Step 30 $100.24
$38,915 0.75% $39,207 0.75% $39,501 0.75% $39,797 0.75% $40,096 2.5% 3 mini steps
3 mini steps at $97.29 3 mini steps at $98.02 3 mini steps at $98.75 3 mini steps at $99.49
Step 31 Step 32 Step 33 Step 34 Step 35 $104.82
$41,098 0.5% $41,304 0.5% $41,510 0.5% $41,718 0.5% $41,926 2.5% 2 mini steps
2 mini steps at $102.75 2 mini steps at $103.26 2 mini steps at $103.78 2 mini steps at $104.29
Step 36 Step 37 Step 38 Step 39 Step 40
$42,975 0.5% $43,189 0.5% $43,405 0.5% $43,622 0.5% $43,840 2.5% $110.00
2 mini steps at $107.44 2 mini steps at $107.97 2 mini steps at $108.51 2 mini steps at $109.06 1 mini step
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Appendix C continued
PSOII Service Step Salary Matrix

Effective July 1, 2010

Base Salary‘ ‘
Step 1 Step 2
$27,913  $27,982 | $28,052 | $28,122 | $28,192 $28,261 @ $28,331  $28,402 | $28,473
Step 3
$28,544 | $28,615 | $28,685 | $28,756 = $28,828 $28,900 $28,972 @ $29,044 | $29,116
Step 4 Step 5
$29,187 29,260 29,333 29,406 29,479 29,552 | $29,625 @ $29,699 | $29,773
Step 6
$29,847 | $29,922 | $29,996 | $30,070 @ $30,144 $30,218 @ $30,292 $30,366 | $30,442
Step 7 Step 8
$30,518 | $30,594 | $30,670 | $30,746 = $30,823  $30,900 @ $30,976 & $31,054 $31,131
Step 9 Step 10
$31,209  $31,286 | $31,364 | $31,443 $31,521 $31,599 @ $31,678 @ $31,757 | $31,836
Step 11
$31,915 | $31,994 | $32,073 | $32,152  $32,231  $32,310 @ $32,389 | $32,470 $32,551
Step 12 Step 13
$32,632 | $32,713 | $32,795 | $32,876 | $32,958 | $33,040 33,123 33,205 33,288
Step 14 Step 15
$33,370 | $33,454 | $33,537 | $33,621 $33,704 $33,788 @ $33,873 | $33,957  $34,041
Step 16
$34,125 | $34,210 | $34,294 | $34,378 | $34,462 | $34,547 | $34,633 | $34,719 | $34,806
Step 17 Step 18 Step 19
$34,892 | $34,979 | $35,067 | $35,154  $35,241 | $35,329 | $35,417 | $35,505  $35,593
Step 20
$35,682  $35,771 | $35,860 | $35,949 @ $36,039 $36,129 @ $36,219 $36,309 | $36,399
Step 21 Step 22
$36,489 | $36,578 | $36,668 | $36,758  $36,848  $36,940 @ $37,032 | $37,124  $37,217
Step 23 Step 24 Step 25
37,310 $37,403 | $37,496 $37,590 | $37,683 | $37,778 $37,872 $37,966 | $38,061
Step 26
$38,156 | $38,251 | $38,346 | $38,441 $38,536  $38,630 @ $38,725 | $38,820 $38,915
Step 27 Step 28 Step 29
39,012 $39,110 @ $39,207 | $39,305 | $39,403 | $39,501 39,600 39,699 = $39,797
Step 30
$39,897 | $39,996 | $40,096 | $40,196 @ $40,296 @ $40,397 @ $40,497 | $40,597 @ $40,697
Step 31 Step 32 Step 33
$40,798 | $40,898 | $40,998 | $41,098 $41,201 $41,304 41,407 @ $41,510 @ $41,614
Step 34 Step 35
$41,718  $41,822 | $41,926 | $42,031 | $42,136  $42,241 @ $42,346  $42,450 | $42,555
Step 36 Step 37 Step 38
$42,660 | $42,765 | $42,870 | $42,975 $43,082 $43,189 43,297 @ $43,405 | $43,514
Step 39 Step 40
$43,622  $43,731 | $43,840 ‘ $43,950 | $44,059 @ $44,170 $44,280 | $44,391 | $44,502
END
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Appendix C continued
PSOIlI Merit Only Matrix Shaded

$43,840 $43,950 S44,059 $44,170 544,280 $44,391  $44,502 S44,613 544,725
$44,836 544,948 $45,061 $45,173  $45,286  $45,400 $45,513  $45,627  $45,741
$45,855 545,970 546,085 $46,200 546,316  $46,431 546,547 S46,664  $46,780
$46,897 $47,015 $47,132 $47,250 S$47,368 $47,487 S47,605 $47,724  S47,844
$47,963 548,083 548,203 548,324 $48,445 $48,566 548,687 548,809  $48,931
$49,053 549,176 $49,299 $49,422 549,546  $49,669 549,794 $49,918 $50,043
$50,168 $50,293 $50,419 $50,545 $50,672 $50,798 $50,925 $51,053  $51,180
§51,308 $51,436 S$51,565 $51,694 S$51,823  $51,953  $52,083 $52,213  $52,343
$52,474 $52,605 $52,737 $52,869 S$53,001 $53,133 $53,266  $53,399  $53,533
$53,667 $53,801 $53,935 $54,070 S$54,205 $54,341 $54,477 S54,613  $54,750
$54,886  $55,024 $55,161 $55,299 $55,437  $55,576  $55,715  $55,854  $55,994
$56,134  $56,274 $56,415 $56,556 $56,697 $56,839 $56,981 S$57,124  $57,266
$57,409 $57,553 $57,697 $57,841 S57,986 $58,131 $58,276  $58,422  $58,568
$58,714 $58,861 S$59,008 $59,156 559,304 $59,452 $59,600 $59,749  $59,899
$60,049 $60,199 $60,349 $60,500 S$60,651 $60,803 $60,955 $61,107 $61,260
$61,413 $61,567 $61,721 $61,875 $62,030 $62,185 562,340 $62,496  $62,652
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APPENDIX D

Roger Williams University’s

PERFORMANCE MANAGEMENT PROGRAM
(Nonaligned Executive, Administrative, Professional, Special Services and Support Staff)

PREFACE

Roger Williams University (“University”) demands, expects, depends upon and invests in
performance excellence from its nonaligned executive, administrative, professional, special
services and support staff. Achievement of strategic and operational objectives in fulfillment of
the University’s mission demands not only unqualified commitment to performance excellence
but effective, efficient performance management, methodology and process from and concerning
this constituency. In furtherance thereof, the University adopts and directs the responsible
operation of the Performance Management Program, as herein outlined.

THE PROGRAM

The University’s Performance Management Program (“The Program”) is comprised of three
essential, fluid and interrelated components, designed to maximize employee performance,
consistent with the goals and objectives of the employing department and the mission of the
University. In this regard, it facilitates ongoing communication from and participation of
employees in the performance management process, provides a tailored method and constructive
forum for reviewing both employee performance and the process itself and establishes
accountability for performance and its management by linking it directly with the University’s
compensation, employment security and employment opportunity programs.

Performance Planning: This component is basic to responsible management and focuses on
the identification of departmental responsibilities and opportunities both in a macro sense and as
specifically pertinent to the position’s identified essential characteristics (competencies) and
corresponding expectations.

Here employee and supervisor review the essential characteristics of the prototype employee’s
performance in the position as well as setting goals and objectives, with corresponding
timetables for the incumbent over the ensuing year or other specifically designated performance
review term. Mutual investment is a dual responsibility of employee and supervisor and is
highly preferred but accountability for establishing a performance plan is formally assigned to
the supervisor.

Performance Coaching: A continual process and program responsibility of all supervisors,
Performance Coaching follows performance planning and demands responsible leadership
competency and program investment by supervisory personnel, providing continual feedback as
to performance; recognizing positive performance, confronting and communicating problem
areas, exploring performance adjustment opportunities, providing specific direction as to
modalities for positive adjustment, and modifying or reprioritizing goals and objectives as
necessary while remaining focused on departmental and positional responsibilities and
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concomitant expectancies from the University. It is a primary responsibility of supervisory
personnel and will be evaluated as such.

Evaluation: The final component, Evaluation provides formal, recorded, periodic assessment(s)
of performance based upon performance plan, incorporating the position description and the
position’s defined competencies.

The evaluation process shall involve an opportunity for an employee’s self assessment. This is
designed to provide the evaluator with a direct indication of the employees understanding of
his/her positional expectations, professional maturity and investment in critical self assessment
as a means to performance enhancement and University enrichment. Its purpose is improved
communication and notice of the employee’s perspective.

The evaluation by the supervisor culminates the planning and performance process for the
record, focusing on those core, functional and leadership competencies applicable to the position,
along with the translation of those competencies to previously set and position inherent goals,
objectives, responsibilities and expectations.

Core competencies are menued and provided for reference to each evaluator (attached as
Appendix A). Functional competencies are position tailored and deal with professional expertise
necessary to successful performance by the incumbent (see Appendix A). All established
competencies are subject to amendment from time to time and applicability to an individual
position may be amended from time to time. Amendments need be approved by the University
and noticed to the affected personnel. The Department of Human Resource’s “Training &
Development” Staff will be available to provide direction as to procedure and guidance as to
process.

The format of the evaluation is simplistic and straight forward by design (attached as Appendix
B). The evaluator reviews the incumbent’s performance relative to necessary, prescribed
competencies as set out in job description and/or as elaborated upon by the evaluator and the
charted and inherent expectations (performance agenda) over the previous performance period as
either having exceeded, achieved mastery of standards, met, minimally meets or fallen short of
the noticed and inherent expectancies of the position. Where an incumbent has either exceeded,
achieved mastery of standards, minimally meets or fallen short of performance expectancies, a
narrative explanation is mandatory. The evaluation instrument records a summary of
performance and serves as but one communication device to enhance performance through a
critique of performance criteria. Therefore, while narrative as to satisfactorily met performance
competencies is not mandatory it is encouraged.

Finally, a narrative summary concerning position expectancies and incumbent response is
necessary.

The evaluation(s) shall be reviewed by the evaluator’s supervisor for acceptance, concurrence

with comment or rejection. An approved evaluation, along with recertified match of
competencies to position, shall serve as guiding factors in setting applicable goals and objectives
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for the ensuing performance period. A rejection shall be accompanied with rationale and must
be considered in evaluating the performance management of the evaluator:

Compensation: The approved evaluation shall serve as the dominant guide in annual
performance based compensation adjustment, as set out in the University’s Salary Program
Policy & Procedure. Where an employee either minimally meets or has fallen short of the
noticed and inherent expectancies of the position, the employee will not be eligible for any
salary adjustment.

Timetable: While performance management is a continual process, periodic performance
review, amendments, adjustments and revisitation of chartered and inherent goals and objectives
is not only sensible it is necessary to ensure focused, quality performance, maintaining the
integrity of the University’s employment policy and corresponding practices.

In this regard, performance planning shall generally be annualized although shorter or lengthier
terms are appropriate where noticed to the employee and approved by the University.
Evaluations are to be conducted at least annually. Evaluations may be conducted more often
where certain performance characteristics or aptitudes are determined by the performance
manager to be in need of formal, recorded review and communication.

All standard performance cycles will correspond to the university’s Salary Program Policy &
Procedure. Accordingly, the evaluation cycle will line up with the university’s fiscal year and
the performance year will be the fiscal year. Therefore, all employees hired on or before
December 31st of the fiscal year preceding the year of award will be formally evaluated and
considered for salary compensation adjustment. Employees hired between December 31st and
March 31st of the performance year preceding the year of award may be evaluated and
considered for a non-salary base merit award, at the discretion of the evaluating supervisor, upon
authorization of the division Vice President.

Formal annual evaluation shall be completed by the evaluating supervisor and submitted to the
division Vice President and/or Senior Vice President for performance based, compensation
consideration no later than thirty (30) days before the start of the new performance year.
Completed formal annual evaluations and performance based, compensation must be approved
by the division Vice President and/or division Senior Vice President on or before June 1st.
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Introduction

Few managers will argue that all employees perform at the same level, providing the
same contributions to their employer day in and day out in furthering the employer’s objective of
achieving success, but many struggle to quantify and/or qualify the demonstrable successes or
failures emanating from an employee’s performance. This is particularly true when there are
neither easily quantifiable milestones attendant to an employee’s expected contributions nor
segregated assignment of measurable task, project, on-going program or function.

What is often overlooked in both performance planning and coaching, and then difficult
to evaluate, is the manner and method of one’s performance; we will call them “competencies,”
that of themselves are both readily identifiable and critical to production of those milestone
successes that may or may not be directly or easily attributable to an individual’s performance.
Competencies are those performance characteristics that are essential to the position’s successful
performance by its incumbent. Competencies are witnessed daily in and surrounding employee
performance and their measure is a vital building block to the appropriate communication
between evaluator and evaluate in teaching and managing success among the university’s human
resources.

This guide is illustrative. It identifies common competencies in the workplace and
provides brief illustration of those competencies in action. It is purposely not all inclusive of
pertinent competencies designated and/or charted for effective performance monitoring and
evaluation.  The university’s performance management program anticipates specifically
identified competencies and clusters of competencies tailored to a position and its short, medium
and long range performance, that may well be identified and communicated to the evaluated
employee but is not stated in the same manner or even found in this Guide.

Competencies are identified in each position description and both position description
and/or this guide are to be referenced in assessing an employee’s performance. There are two
basic categories of competencies under the Program. Core Competencies are those that are at
the basic design of the university’s intended employment culture and generally standard in each
position, although their utility and demonstration will vary widely from position to position.
Functional Competencies are position specific and each competency itself has unique
application to the prototype performance.

Evaluating supervisors are encouraged to meet with the Department of Human Resources

to refine, expand and/or discard previously identified competencies as prudent to program
efficacy.
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CORE COMPETENCIES
April 20, 2004

Honesty & Integrity

Definition:
The resolute commitment to and demonstrable respect for the spirit and intent of the rules and
core values of the organization, setting an example of true professionalism and ethical propriety.

Ilustration:
e Exhibits a fundamental, stabilizing ethic that is transparent, true to charged responsibility
and devoid of manipulation of facts.

e Passionate in devotion to the positions’ greater expectations and benign in approach to
personal interjections or self-gratification.

e Never scapegoats, manipulates facts for personal gain, behaves insubordinately nor
undermines leadership nor the charted mission, goals, objectives or agenda entrusted to
the incumbent’s stewardship.

e Respects confidentiality, parameters of operation, professional protocols, individual
privacy and the truth in fact. Rejects prurient interests, responsibility manipulation and
lack of candor.
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Professionalism

Definition:
Conducts oneself at all times in a conscientious, committed, and ambassadorial manner
demonstrating respect for the position, colleagues, and the University’s best interest.

Ilustration:
e Conforms to technical and/or ethical standards as defined by the University for the
particular position.

e Exhibits a courteous, conscientious and businesslike manner in the workplace. Adheres to
ethical principles.

e Demonstrates an honest dignity, devoid of personal judgment.
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Achievement Orientation

Definition:

Demonstrates a genuine commitment to concern for achieving or surpassing results against
legitimate and increasingly elevated standards of excellence, showing passion for continually
improving the delivery of services. Self-motivated to out-perform standard expectations.

Ilustration:
e Sets and achieves stretch objectives, accepting and thriving on elevated challenges.

e Personna consistently works to exceed existing quality standards and/or beat legitimate
deadlines.

e Demonstrates growth in own personal and professional development through a self-
charted path of on the job and formal learning practices, volunteering for new initiatives,
and learning opportunities that are outcome specific and challenging.

e Accepts constructive criticism as a measure of modeling improved performance and
outcomes.
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Accomplishment Aptitude

Definition:

Exhibits a high degree of initiative for bringing tasks to successful completion and succeeding in
achieving stated goals. Maximizes the use of available resources in order to consistently deliver
successful outcomes.

Ilustration:

e Improves operations by recommending and/or implementing changes and delivering
timely results.

e Persists in achieving standards of performance that meet or exceed expectations set by
management.

e Demonstrates a high level of ownership of and commitment to achieving charted
objectives.

e Maintains a consistent and dependable efficiency of service without sacrificing substance
in delivery.
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Client/Customer Focus

Definition:

Initiates and develops positive working relationships with internal agents of the University and
external clients that are built on trust and integrity. Ability to assess employee “needs” and
“wants” to deliver positive and professional outcomes. Encourages feedback and communication
to ensure continuous quality improvement.

llustration:
e Adapts to changing needs of the clients while maintaining a high standard of quality.

e Takes personal responsibility and accountability for consistently raising the standard of
customer service.

e Demonstrates courtesy and a professional attitude in handling customer concerns. Offers
appropriate and innovative solutions.

e Learns client/customer portfolio and issue in depth to improve quality of contact and
collaboration.
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Commitment to Mission & Objectives

Definition:
Demonstrates loyalty to University and Department goals. Embodies and articulates the core
values of the organization, respecting the University’s pursuits, from local to global.

Hlustration:
e Promotes the direction of the University via words, behaviors and actions.

e Supports leadership in achieving broadly defined goals. Aligns day-to-day actions with
the University’s progressive organizational strategies and departmental objectives.

e Exhibits thorough comprehension of and clearly articulates the University Mission.

e Subjugates personal prioritization and continual learning focus to that which best delivers
charted institutional priorities and pursuits.

87



Initiative

Definition:
Proactively identifies problems, obstacles and opportunities. Implements decisive action
appropriate to the position; assesses needs and concerns of the workplace environment in order

to address current or future challenges. Acts prudently within the bounds of and to the extent of
position authority.

Ilustration:
e Anticipates and takes action to create an opportunity or avoid future crisis.

e Offers innovative techniques and/or methods in order to improve existing processes.

e Manages goals and priorities in order to consistently deliver results and exceed
expectations of given constituency against department objectives.

e The prototype non procrastinator finds and thrives on method and manner alternatives to
unresolved challenges.
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Continuous Improvement

Definition:
e Analyzes and adjusts goals, objectives, and/or courses of action to meet needs in a
changing environment. Recognizes when a situation calls for or could benefit from a
different approach. Queries the utility of conventional methodologies.

Ilustration:
e Challenges the status quo, providing valuable input in change efforts. Looks for ways to
enhance the efficiency and effectiveness of the job/department/unit and the services
provided to others.

e Generates and maintains a creative and forward-thinking atmosphere leading to new and
innovative ideas and approaches to work product.

e Constructively critical, adapting own thinking to meet changes or unexpected external
constraints, and takes initiative to perform tasks that are unique and leading edge.

e Self critical, self motivated and intellectually hungry.
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FUNCTIONAL COMPETENCIES
April 20, 2004

Range

Definition:

Demonstrable excellence encompassing a significant expanse of knowledge, skills and abilities.
Successfully performs a broad array of requirements within all levels of the responsibilities of
the position.

Ilustration:
e Adept at quickly and effortlessly shifting skills to accommodate changing priorities
and/or demands.

e Recognizes and utilizes as appropriate to the demands of any given issue or workplace
situation, a diversified approach in bringing a matter to a successful closure.

e Adept at prioritizing and offering substantive value to both the major and minor functions
of the positions’ agenda recognizing mastery of each will make the incumbent successful.

e Demonstrates a qualified, maturely selected arsenal of competencies in response to a
multifaceted task or series of tasks of a differing professional nature.
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Adaptability

Definition:
Exhibits versatility and flexibility in order to meet and/or exceed the expectations of evolving
priorities and needs. Evaluates situations with an open mind and has the ability to efficaciously

adjust to changes in environment.
Hlustration:
e Demonstrates acute comprehension and acceptance of improvements and changes to
current work norms.

e Genuinely and efficiently interacts with, engages and positively influences others of
diverse cultures, opinions, and backgrounds.

e Maintains professional character and adopts necessary, prudent and passionate approach
to the diverse challenges confronting the incumbent.
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Teaming Orientation and Aptitude

Definition:

Works effectively with others, sharing relevant knowledge and information as needed. Ability to
join and sever, with acumen, group relationships as appropriate to resolution. Subjugates one’s
own position in order to reach positive, mutually advantageous consensus of the greater group’s
decisions while demonstrating behavior that respects the contribution of others.

Ilustration:
e EXxhibits positive, engaging behavior regarding investment in and expectations from the
group, finding positive contributions from team members and treating them respectfully.

e Evaluates all opinions judicially without exhibiting personal bias or prejudice toward any
particular member or members of the team.

e Communicates in a way that is non-confrontational and helps to resolve any conflicts
within the team.

e Injects vigor and substantive depth and breadth into the group, energizing the teaming
effort and exhibiting ownership of teamed successes.
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Conflict Resolution

Definition:

Identifies competing interests, disagreements and contradictory positions directly, accurately,
and dispassionately, resolving them collaboratively, while seeking to build consensus and invoke
the best interests of the University.

Ilustration:
e Demonstrates both an aptitude and a commitment to treating people and disparate ideas
equitably, identifying positive, working solutions while always keeping the university’s
best interest in the forefront.

e Effectively establishes and articulates viable position(s), while limiting criticism of
alternate proposals to constructive, well-informed critique.

e Conducts oneself in a disarming, professional manner, confronting the issue and not the

person, exploring areas of agreement and remaining invested until effective resolution is
implemented.
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Consensus Development

Definition:
Ability to forge effective agreement from a broad, diverse and sometimes adverse constituency,
influencing productive outcomes.

Ilustration:

e Creates an environment where a common goal or mission will be adopted and adhered to,
comprehended and promoted by those whose support is appropriate.

e Maintains ownership of a situation until all present have comprehended and accepted
resolution to a particular problem or issue.

e Manages opportunity and invokes influence strategy in order to efficiently move a group
toward resolution.

e Uses diversity of thought and level of investment to build productive, progressive
outcomes.
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Communication Acumen

Definition:

Expresses oneself clearly, purposefully and effectively in both one on one and group settings,
and both written and verbal context. Effectively and seemingly effortlessly adjusts style to the
specific audience in a non-discriminatory way using accepted University protocols.

Ilustration:
e Imparts information and thoughts so that they are understood and effect the response
desired.

e Ability to listen and comprehend others’ statements, behaviors and concerns, elevating
the dialogue, responding in an appropriate, professional and sensitive manner.

e Prepares and presents materials in a logical and thoughtful manner that is appropriate to
the audience.

e Imparts both one message to a diverse audience and complex multiple messages to a
singular audience delivering the intended effect.
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Relationship Building

Definition:
Ability to initiate, foster and maintain mission productive, favorable associations while
developing networks with both internal and external constituents as appropriate.

Ilustration:
e Proactively finds avenues for mutual enrichment, building consensus with others.

e Incumbent is viewed as a respected colleague with the ability to give and receive
information in a non-personalized, confidential, productive manner.

e Serves as mentor to those whose investment predicts success for the University while

always adopting the environmentally dynamic personna of ambassador for the
University.
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Leadership

Definition:
Inspires, motivates and provides example to others in pursuit of excellence. Steadfast in pursuit
of achievement and passionate in commitment to responsibilities and unequivocal purpose.

Ilustration:
e Portrays and communicates a strong, clear vision, devoid of personal affectation.

e Establishes specific, measurable, achievable goals that are aligned with the University
mission and departmental goals and objectives.

e Provides ongoing honest and straightforward feedback and assessment of employees’
performance and performance capacities’ progress towards defined goals and objectives.

e Effects that aspect of professional repertoire that is called upon to cultivate, maintain,

balance and revitalize performance of the whole, personal achievement to that of the
greater good.
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Issue Analysis & Resolution

Definition:

Ability to examine a complex situation, its elements, and their relationship to other factors and
come up with manageable, value added solutions. Understands and identifies the environmental
influences impacting the situation.

Ilustration:
e Ability to break down elements of problems and reach reasonable conclusions and
anticipates consequences of actions.

e Foresees any factors impeding progress and implements a functional strategy to
accomplish the objective through alternative steps as necessary.

e Creates innovative ways to determine most effective outcomes for a particular situation
or issue.

e Demonstrates a natural and learned proclivity to breakdown an unresolved matter or
situation to its component parts and evaluate viable solutions from alternative
reconstruction of the matter or situation.
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Influence Strategy Acumen

Definition:
Ability to affect the beliefs prejudices and “buy in” of colleagues and target constituencies in
order to gain consensus or demonstrable support for the plan or program.

Ilustration:
e Employs conscious but material persuasion, reasoning techniques, and focused
discussions in order to impact the conduct of others.

e Thorough knowledge of communicating the techniques necessary to persuade a group of
individuals to move in a particular direction.

e Disciplined adoption of that passion and knowledge necessary to become a genuine
advocate for the desired action.
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Developing Others

Definition:

Ability to recognize the talents and elicit investment of employees toward greater performance
capacity. Recognizes aptitude and opportunity matches promoting the continued professional
development of employees.

Ilustration:

e Coaches, mentors and challenges in order to promote an achievement orientation and
develop refined accomplishment aptitude.

e Encourages professional maturation resulting in increased contribution to the University.

e Promotes an atmosphere that both empowers and challenges employees to strive towards
excellence.

e Provokes, stimulates and challenges the learning curve of others towards mastery of the
discipline and succession plan realization.
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Discipline Expertise

Definition:
Maintenance of contemporary thought, and current practices in clerical, professional, or technical
discipline entrusted as part of the regular living agenda of the incumbent.

Ilustration:
e Regularly and continually utilizes a wide range of internal and external networks and
resources to advance useable knowledge.

e Knowledge and utility thereof above the 80" percentile of practitioners.

e Depth and breadth of the substantive knowledge and modalities for practical utility that
of itself stands out and up against challenge.
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Organizational Awareness

Definition:
Possessing a thorough, thoughtful and thought provoking insight into the mission, standards and

values of the University. Actively and publicly engaged in the pursuit of institutional knowledge

Ilustration:
Cognizant of the full array of influences effecting the overall operation of the entity.

Perpetuates a global outlook and is a catalyst for effective maturation.

Adept at picking up and analyzing varied perspectives, subcultures, and practices that
move or obstruct University mission and its correlative objectives.
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Appendix B

Evaluation Form A

Evaluation Form B
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The Evaluation Instrument

Please use Either Form A or Form B to complete the performance appraisal. The choice of format is at the
discretion of the evaluator however, both formats require addressing selected performance competencies as
demonstrated by the evaluated employee and both formats require signature of evaluator, evaluatee and division
executive.
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Form A

RWU

Roger Williams University

PERFORMANCE PLANNING & APPRAISAL

Name SSN
Dept. Title
Appraiser Date
Performance Period: From TO
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Competencies

Planning performance at the beginning of the performance period: From the RWU Competencies Reference Guide
and/or the position description, choose the competencies that are most relevant to this individual’s charted performance or
customize, notice and implement, upon university approval, other competencies. Thereafter, if necessary, identify and
customize performance requirements for selected competencies that are not illustrated in the manual.

Appraising performance at the end of the performance period: Enter a check mark in the column at right which best
describes this individual’s performance in the selected competencies. You may rate each performance requirement
individually or the competency as a whole. The rating codes are:

1. EE: Consistently exceeds established requirements and expectations. Performance clearly and consistently
demonstrates mastery of the position, serving as the prototype employee whom cannot be improved upon.
Employee performs at a level and with a performance character that surpasses that expected and charted for the
job.

2. MS: Consistently demonstrates mastery of the position’s established requirements and responsibilities.
Demonstrates an inexhaustible learning curve and initiative within the position’s parameters while meeting
essential expectations in all regards.

3. MR: Consistently meets most or all established requirements and reasonable expectations. All employees are
expected to meet those standards as set out for them in position description and published performance program as
a condition of employment in good standing.

4. MM: Minimally meets some of the established requirements and may meet some reasonable expectations.
Employee inconsistently meets the minimum levels of acceptable performance and improvement is imperative.

5. FS: Falls short of established requirements and reasonable expectations too often for position success.

If you rate any competency or performance requirement EE, MS, MM or FS, provide written evaluation to support the
rating. For any competency or performance requirement rated MM or FS, provide directive and afford performance
modalities, as appropriate to the concern.

Competency EE MS MR MM FS Customized Performance Requirements (NOT IN
Manual)
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Competency (cont’d)

EE

MS

MR

MM

FS

Customized Performance Requirements (NOT IN
Manual)

Competency Rated EE, MS, MM or FS

Competency Evaluation (context/action/outcome/expectations)
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Goals and Standards

Planning performance at the beginning of the performance period: Establish goals and standards of performance for
the next performance period. The goals and standards should be focused on tangible results; such as services or
deliverables to internal and/or external customers. ldentify performance expectations as necessary.

Appraising performance at the end of the performance period: Enter a check mark in the column at right which best
describes this individual’s achievement/accomplishment of charted goals and standards. The rating codes are:

1.

EE: Consistently exceeds established requirements and expectations. Performance clearly and consistently
demonstrates mastery of the position, serving as the prototype employee whom cannot be improved upon.
Employee performs at a level and with a performance character that surpasses that expected and charted for the job.
MS: Consistently demonstrates mastery of the position’s established requirements and responsibilities.
Demonstrates an inexhaustible learning curve and initiative within the position’s parameters while meeting
essential expectations in all regards.

MR: Consistently meets most or all established requirements and reasonable expectations. All employees are
expected to meet those standards as set out for them in position description and published performance program as
a condition of employment in good standing.

MM: Minimally meets some of the established requirements and may meet some reasonable expectations.
Employee inconsistently meets the minimum levels of acceptable performance and improvement is imperative.

FS: Falls short of established requirements and reasonable expectations too often for position success.

If you rate any competency or performance requirement ER or FS, provide written evaluation to support the rating.
For any competency or performance requirement rated FS, provide directive and afford performance modalities, as
appropriate to the concern.

If you rate any result EE, MS, MM or FS, provide a complete explanation to support the rating.

Goals/Standards EE MS MR MM FS Identify Expectations as Necessary

Results Rated EE, MS, MM or FS
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Performance Summary

Check the category below which most clearly describes the employee’s total performance:

Overall Rating:

EE MS MR MM FS

Discuss employee’s overall contribution to the department and the University as well as comments on areas for
development (please use additional sheets if necessary):

Additional space for “Competency”, “Goals and Standards” and/or “Performance Summary” Commentary:
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SIGNATURES AND EMPLOYEE COMMENTS

EMPLOYEE’S SECTION

This evaluation has been discussed with me and | have been offered the opportunity to comment on it.

Employee’s signature: Date:

1. | concur with the evaluation I do not concur with the evaluation

Employee Comments:
If the employee wishes to do so, any comments concerning the evaluation may be indicated in this section or by an
attachment.

2. How do you feel your performance can be improved upon?

UNIVERSITY CERTIFICATION

Note: Follows Steps 1 through 3 below prior to meeting with employee and/or obtaining employee’s signature.
After employee signature is obtained, return completed form back to the Office of Human Resources. The Office
of Human Resources will share information as necessary, with appropriate representatives of the university and/or
the employee.

1) Signature of Evaluation Supervisor: Date:

2) Signature of Department/Office Head: Date:
(if different than above)

3) Signature of Divisional Vice President: Date:

4) Signature of Human Resources: Date:
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Form B

RWU

Roger Williams University

THE NARRATIVE

In the following narrative, the charted performance competencies, as existing in the position description or as
specifically identified by the evaluator, as well as any charted and measurable outcomes, must be addressed in
candid narrative describing the performance of the evaluated employee over the course of the designated
performance period. The evaluated employee may append commentary to the evaluation and both evaluator,
evaluatee and division executive must provide signature, ratifying completion of the process.
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Competency Performance Ratings

EE: Consistently exceeds established requirements and expectations. Performance clearly and
consistently demonstrates mastery of the position, serving as the prototype employee whom cannot be
improved upon. Employee performs at a level and with a performance character that surpasses that
expected and charted for the job.

MS: Consistently demonstrates mastery of the position’s established requirements and responsibilities.
Demonstrates an inexhaustible learning curve and initiative within the position’s parameters while
meeting essential expectations in all regards.

MR: Consistently meets most or all established requirements and reasonable expectations. All
employees are expected to meet those standards as set out for them in position description and published
performance program as a condition of employment in good standing.

MM: Minimally meets some of the established requirements and may meet some reasonable
expectations. Employee inconsistently meets the minimum levels of acceptable performance and
improvement is imperative.

10. FS: Falls short of established requirements and reasonable expectations too often for position success.

Narrative Evaluation

Name SSN
Dept. Title
Appraiser Date
Performance Period: From To

Summarize the employee’s response to position expectations, direction and charted initiatives as well as

demonstration of those performance characteristics that affect position success:
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Check the category below which most clearly describes the employee’s total performance:

Overall Rating:

EE MS MR MM FS

PERFORMANCE PLAN

The goals and objectives for next year — needs to be clearly communicated, preferably in writing (please
use additional sheets if necessary):
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SIGNATURES AND EMPLOYEE COMMENTS

EMPLOYEE’S SECTION

This evaluation has been discussed with me and | have been offered the opportunity to comment on it.

Employee’s signature: Date:

1. | concur with the evaluation I do not concur with the evaluation

Employee Comments:
If the employee wishes to do so, any comments concerning the evaluation may be indicated in this section or by an
attachment.

2. How do you feel your performance can be improved upon?

UNIVERSITY CERTIFICATION

Note: Follows Steps 1 through 3 below prior to meeting with employee and/or obtaining employee’s signature.
After employee signature is obtained, return completed form back to the Office of Human Resources. The Office
of Human Resources will share information as necessary, with appropriate representatives of the university and/or
the employee.

1) Signature of Evaluation Supervisor: Date:

2) Signature of Department/Office Head: Date:
(if different than above)

3) Signature of Divisional Vice President: Date:

4) Signature of Human Resources: Date:
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Roger Williams University’s SALARY
PROGRAM POLICY & PROCEDURE
(Nonaligned Executive, Administrative, Professional, Special Services and Support Staff)

PREFACE

In furtherance of its philosophy that employee compensation should be structured on the basis of
positional responsibility and accountability, coupled with internal and market equity and driven by
performance, the university adopts and shall administer the Non-aligned Salary Program Policy &
Procedure (Program). The Program is applicable to all nonunionized executive, administrative,
professional, special services and support staff except for temporary or casual employees. The
Program is designed to provide parameters, including individualized minimum and maximum base
salary for all positions, under which those governed and those who govern may properly and prudently
plan, gage, and be fully aware of the expectations, responsibilities, opportunities and limitations of the
Program.

PROGRAM POLICY

The Program shall consist of a continually monitored series of salary compensation bands, properly
and deliberately segregating positions into the bands in accordance with the position’s responsibility
and accountability in the university’s operational scheme, as well as its relative complexity, difficulty
and demand, reflecting market and internal equity.

SALARY BANDS:

The Program shall consist of salary bands representing a deliberate gradation of positions into a
comparative hierarchy. Each salary band holds a minimum (base) and maximum (cap) devised from a
comprehensive evaluation of operational and positional schemata and its relation to identifiable
market characteristics.

The breadth of the salary bands is largest at the highest level and decreases in range as the bands
descend in level, representing a base and cap that fairly respond to market factored breadth for
benchmark positions within the band. This range allows competitive recruitment and significant
performance driven enhancement designed to promote a continual striving for excellence and resultant
retention of the best.

Representing a hierarchical differentiation of positions, the system of overlapping salary bands creates
an intentional separation between bands evidencing greater difference between the highest bands and a
gradual, consistent compression in differentiation between the bands in descending order. This was
done to accurately reflect the significant differential of complexity, responsibility and accountability
among positions comprising the university’s operational scheme.

Overlap among the bands represents the commonality of value to the university between a higher
level position performed at a lower capacity and of a lower level position performed at optimal
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capacity. This also allows for a smooth upward or downward natural transition when either promotion
or reclassification is effected by the university.

Within each salary band there are three distinct pay levels as follows:

Level 1 (Hiring Base):

The first is comprised of a probationary, base level under which new or recent hires
may be placed when it is determined that they hold potential to fully fill out the
position’s integrated responsibilities but inexperience, complexity of position or some
other temporary but significant, intervening factor results in an expected level of
performance that, while promising, is insufficient for the long range demand from the
position. The employee placed in this base level of the position’s compensation band
will earn, through developed and demonstrated performance competency, passage into
the designated, regular level of the appropriate salary band for the position.

Level 2 (Merit Level):

The second level represents the regular, market tied, performance driven salary level
within the defined salary band of the Program. This level holds base and cap
parameters under which the salaries of both new hires and employees evidencing at
least satisfactory performance in the defined responsibilities of the positions therein
placed, will be governed. Movement within and beyond the designated salary level
will be based upon performance as outlined below and more fully described in the
university’s Performance Management Policy.

Level 3 (Over Market Level):

The third level of each salary band of the Program is restricted to the exceptional
performer, positively pushing the parameters of the defined responsibilities of his/her
position. This is a salary level that will not be available to even consistently fine
performers.

Over Cap Compensation:

Exceptional performance will continue to be rewarded, even where salary adjustment
exceeds a position’s salary cap. However, no compensation above the cap will be
committed to base salary of even the continually exceptional performer.

Movement within a position’s defined level, from one level to another and/or from one salary band to
another is based entirely upon either university evaluated performance, consistent with this policy and
the university’s Performance Management Program (attached) or upon position reclassification as set
out in the university’s Position Classification Policy & Procedure.
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SALARY ADJUSTMENTS:

Placement in a salary band and at a level within the salary band denotes university confirmed
judgment of the level of performance within the available band. There is no program driven, upward
adjustment in band placement based upon longevity, cost of living or one year of performance in
isolation from salary band placement, which itself denotes an anticipated performance level. In other
words, adjusted placement of an employee in his/her salary band must reflect not only improved,
sustained performance but direct correlation with expected accomplishment for placement at that level.
However, as positive movement within a salary band denotes improved performance within the
position and as compared to placement of all others within the same band, until the placement and/or
adjustment in band is at cap, it is anticipated that improvement in performance and achievement is
viable and forthcoming. Until an individual is performing at a level above the midpoint of the band,
continual improvement is necessary and an expectation of the university that is to be communicated,
coached, and directed by the individual’s supervisor in accordance with the Performance Management
Program policy and procedure.

Salary adjustments, in each year of this program, are based upon formally recognized performance and
may be awarded either to the salary base of the recipient in accordance with the philosophy set out
above or may be provided as non-base compensation (bonus). Bonuses are, under the following
circumstances, encouraged:

1. When an employee’s pre-award salary is already favorable to peers within the same salary
classification who hold with greater longevity of service and equally strong performance.

2. Where performance warrants recognition, but continuity of strong performance, against
considerable challenges, has not yet been fully demonstrated. This is especially applicable
where base salary is already above the midpoint of the position’s salary band.

3. Where longevity of service, in the face of considerable challenges, is simply too brief to
have been able to demonstrate continuity of service excellence. This is especially true
during the first year of employment in a position.

4. Where a particular objective was successfully reached and deserves monetary recognition
but that accomplishment is severable from the total performance character and outcomes
realization expected of the position.

5. Where an employee has reached the salary band cap in base salary. In this situation a base
salary award may only be authorized by the President.

Salary adjustments under this program are specifically and exclusively designed both to invest in
strong performance character and to recognize significant, highly productive outcomes in furtherance
of continual advancement of university mission. Effective performance is not a goal but an
expectation. Satisfactory performance then creates no eligibility for salary adjustment. The awarding
process will demonstrate this philosophy.
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AWARDING PROCEDURE:

Employees are eligible for salary base adjustments each fiscal year, except for those hired after
December 31st of the preceding fiscal year. Those hired after December 31st and before March 31st
of the preceding fiscal year are eligible for a non-salary base bonus to be effected in the ensuring
fiscal year of the Program.

The monies to be pooled for performance based distribution are comprised of that percentage of funds
determined by the university as available for annual salary program adjustment, multiplied by the
base salary of all filled positions as of March 31st and the midpoint of the salary range of all budgeted
position openings, also as of March 31st, of the preceding fiscal year.

Any monies expended above the midpoint of positions filled after March 31st and before July 1st of
the year of awarding shall be charged to the merit pool.

The pool of monies created for selective, deliberative awarding shall be held by the division Vice
Presidents and the President until such time as the performance evaluation process by the division
executive is recorded and all correlative recommendations are approved for implementation. The pool
may not be overspent and there is no expectation that all pooled monies will be awarded or awarded at
the same time. In this regard, and consistent with the Performance Management Program, holding
back pooled monies for further evaluation of performance and possible later award is at the discretion
of the division executive and expected from time to time.

PROGRAM OPERATION:

The Program will be subjected to continual monitoring with positional placement and positional
and/or band and/or level adjustment, as well as Program amendment from time to time, as deemed
prudent by the university, and in furtherance of its espoused philosophy, consulting market, cost of
living and budget factors. Implementation of Program amendments will, to the extent practicable, be
aligned with the university’s successive, fiscal year employment policy.

PROGRAM PROCEDURES

Program procedures shall be aligned with, and herein incorporate by reference, those applicable to
the university’s Performance Management and Classification Programs, as published and
administered by the university.
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