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ALLEN COUNTY COMMUNITY COLLEGE

BOARD OF TRUSTEES

POLICIES AND PROCEDURES

SALARY SCHEDULE MOVEMENT

I.
POLICY

1.00   GENERAL STATEMENT
1.01  Professional employees who plan to take additional graduate hours and advance

            on the college salary schedule shall coordinate with the Chief Academic Officer.

1.02 Employees who plan to take additional college hours and advance on the staff

educational schedule shall coordinate with the appropriate Dean or Vice President.

II.
PROCEDURE

2.00
SPECIFIC STATEMENTS – PROFESSIONAL EMPLOYEES
2.01
Professional employees who plan to take additional graduate hours and advance on the college salary schedule for the next contracted year shall submit in writing to the Chief Academic Officer by June 30 detailed course description(s) and the number of credit hours planned to complete.  A copy of this written communication is to be sent to the Chief Business Officer by the Chief Academic Officer.
2.02
All additional graduate hours must be approved by the Chief Academic Officer, 2/3 of which must be in the instructor’s teaching field.

2.03
Professional employees that do not make written communication by June 30 will not be advanced on the salary schedule until the contract period ends.  Contract period for this policy is July 1-June 30.

2.04
Upon completion of the graduate credit, official transcripts must be submitted to the Chief Academic Officer.  The transcripts will become part of the professional employee’s personnel record.

2.05
Advancement on the salary schedule due to additional graduate credit is limited to once a year at the start of the fall contract upon receipt of official transcripts by September 10.
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3.00
SPECIFIC STATEMENTS – STAFF



3.01
Employees who plan to take additional college hours and advance on the staff educational schedule for the next contracted year shall submit in writing to the appropriate Dean or Vice President by June 1, detailed course description (s) and the number of credit hours planned to complete.  A copy of this written communication is to be sent to the Chief Business Officer by the Dean or Vice President.

3.02
All additional college hours must be approved by the appropriate Dean or Vice President, 2/3 of which must be related to the individual’s position.
3.03
Employees that do not make written communication by June 1 will not be advanced on the schedule until the following year.  Contact period for this policy is July 1 – June 30.

3.04
Upon completion of the credit, official transcripts must be submitted to the appropriate Dean or Vice President.  The transcripts will serve as verification and become part of the employee’s personnel records.

3.05
Advancement on the schedule due to additional credit is limited to once a year at the start of the new contract.  Transcripts must be received by July 31.

3.06
Staff Educational Advancement Schedule
AA        BS          MS
MS+7      MS+15      MS+22      MS+30      MS+37      MS+45      PHD/ED.D.

.50 p/h  .50 p/h     *       
 500         500            500            500            500            500             500  

or
or

1000
1000

*Tied to the BS to MS increase on the faculty schedule
Adopted:   1991
Revised:    1997


Revised:  3/18/08
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