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Each employee who meets the following criteria shall be placed on the appropriate Range and Level within their classification and receive 
that pay, whether it be on an hourly or annual basis, effective on or about January 1st: 
1. Newly hired employees who follow the approved school program calendar, nine (9) months, a total of 120 scheduled school days must 

have been worked to constitute one (1) year of experience on the wage scale within their wage classification. 
2. Newly hired employees who follow the 10-month approved calendar, a total of 130 calendar days in an active pay status must be met to 

constitute one (1) yearof experience on the wage scale within their wage classification. 
3. Newly hired employees who follow the 12-month approved calendar, a total of 240 calendar days in an active pay status must be met to 

constitute one ( 1) year of experience on the wage scale within their wage classification. 
4. Employees who have completed the required calendar days in an active pay status and transfer to another position will be placed 

accordinqlv. 
Employees who obtain additional education, which would qualify him/her for a higher salary level, must provide official transcripts to 
Human Resources. 
Emolovees will receive their increase on the 1st oav oeriod followino Human Resources' receiot of the official transcriot. 

References: 01-ALL-ALL-0028 

mmslprocedure\hr0854 


