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To establish a policy to recognize employees for their service.


		

Guidelines:

It is the policy of the College to award employees for time employed at the College in a regular full-time or part-time position.

Procedures:

I. Employees begin accruing time for length of service award purposes when they are employed in a regular status full-time or part-time position.  

II. Time employees work as an adjunct professor, student assistant, or other temporary part-time position is not considered for length of service time.  

III. The years of service for an employee with a break in service from the College will be calculated based on the actual months employed at the College (i.e., with appropriate reduction for the break). 

IV. [bookmark: _GoBack]Length of Service is calculated on the calendar year and is typically awarded and recognized at  the State of the College Address each January. Fall Convocation. Employees reaching designated years of service in the calendar year of the Fall Convocationpreceding the annual State of the College Address will receive their award at that Convocationceremony.  (For example, if an employee will reach 5 years of service in October but the Convocation is held in September, the employee will receive the award at that Convocation.  If the employee were to reach 5 years of service in January, the award would be given at the next Convocation).

V. Awards are given after five (5) years of qualified service and every five (5) years thereafter.
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