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4. Faculty are included in the program A nine-nonth appoi nt ment woul d
constitute one year of service under the program [NOTE: Any staff
appoi nted the sane as faculty (Septenber through May) would al so be granted

credit for one year of service.]

5. I nclude "broken" service (e.g., service period of 1970-1974 and 1980- 1986

woul d equal 10 years of service).

6. Excl ude:
service perforned as "casual |abor".
service as a "student enpl oyee".
service with any other agency of the State of Texas.

service with any other University of Texas System conponent institution

PROCEDURE

The University's Human Resources Ofice is responsible for devel opi ng an
annual |isting of enployees eligible for awards. The list of proposed awardees is
shared with appropriate heads of adninistrative units for any adds/del et es/ changes
in the service reported. Enployees should be consulted by their supervisor to
assist in service verifications. Verification of service for the awards programis

therefore, a shared responsibility between the enpl oyee, the enployee's

adm ni strative unit and the Human Resources O fice. Questions of |length of service

are to be resolved by the Advisory Committee.

It is the responsibility of the Hunman Resources Office to conmunicate
annual ly to the vendor the nanes and quantities of awards to be presented. Any
change in awards or programdefinitions will be recommended by the Advisory
Conmittee. All enployees are invited and encouraged to subnit their ideas about the
programto the Advisory Conmittee Chair, the Director of Human Resources, for review

at Advisory Committee neetings.

For persons receiving retiree plaques, their supervisor should contact the

Human Resources O fice's Coordi nator of Progranms and Services at |east one nonth in

advance to ensure tinely production of the retiree's award.




