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Pay period and workweeks policy: All full-time or part-time, salaried or hourly employees are

paid biweekly, or 26 times per year. The DBC work week is from Thursday to the following
Wednesday. Paychecks are issued every other Tuesday. Payroll records will be uploaded to the
secure eSELFSERVE website on that day for employeesto review. Inthe event that the Tuesday
is a holiday, paychecks will be released the day before or after.

Holiday Pay: Part-time employees who regularly work 20 or more hours per week & have been
employed at DBC for 6 months or more are eligible to receive holiday pay ifit falls on a day that
they normally work. They will receive holiday pay for the number of hours that they normally
work. Holidays observed should be added to an individual's timesheet by entering "Holiday" on
that date.
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