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Policy and Procedures for the Issuance of the Certificate of 
Appreciation 

1. Policy 

a.  A Certificate of Appreciation may be issued upon separation from 
service for retirement for all employees who have ten or more 
years of continuous satisfactory service as a certificated 
and/or classified employee. 

b.  "The presidents unanimously approved the recommendations . . . 
regarding the issuance of district certificates of appreciation. 
Additionally, each college will develop its own pattern for 
expression of appreciation to both classified and certificated 
retirees."    (College Presidents' Minutes, April 25, 1968) 

2. Procedures 

a.  When processing a resignation for retirement, if ten or more 
years of service is indicated by the records in the Office of 
Personnel Operations, the personnel clerk will initiate From 
C494, Certificate of Appreciation Eligibility Notice. 

b.  Form C494 will be reviewed by the Director of the Office of 
Personnel Operations and forwarded to the Office of Employer-
Employee Relations. 

c.  The Office of Employer-Employee Relations will review the 
Eligibility Notice for quality of service. If approved,--the 
form will be returned to the Office of Personnel Operations. 

d  The office of Personnel Operations will mail the top copy of Form 
C494 to the College or Division from which the employee retired. 
A Letter of Appreciation to the retired employee from the 
President of the Board of Trustees will be prepared and sent to 
the Board of Trustees' Secretary for signature and mailing,. 

e.  Colleges may order blank copies of the district Certificate of 
Appreciation from the Services Unit, Office of Personnel 
Operations, or may develop their own format of award. A copy of 
the District certificate is printed on the reverse side of this 
guide. 



f.  Colleges and Divisions using the District certificate should 
prepare it using the data from Form C494. To obtain the 
Signature of the President of the Board of Trustees and the 
Chancellor, the certificate should be mailed to the Chancellor's 
Office. 


