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Chapter:
Personnel
Modification No.  045 
Subject:
Temporary Staff Employees  


I.
Short‑Term Temporary Employees

A.
Short‑term temporary employees are those hired for three months or less on a full‑time basis to meet a specific need.  Any exceptions must be approved in advance by the Director of Employment and Development.


B.
These employees are not eligible for College benefits, except for those benefits that are required by law, i.e., workers compensation and FICA.


C.
These positions may be filled upon completing the short‑term temporary request form and forwarding to the Director of Employment and Development.  The request must include justification and identification of the source of funds.

II.
Long Term Temporary Employees

A.
Long‑term temporary employees are those hired for more than six months to meet a specific need.  Normally employment will not exceed one fiscal year.


B.
These employees are eligible for College benefits, except for long‑term disability, self‑improvement leave, and other long‑term leaves.  Benefits for part‑time employees shall be on a pro‑rata basis.


C.
Long‑term temporary positions are established upon approval of the Executive Vice President upon recommendation by the Director of Employment and Development.  The administrative official must justify the position and identify the source of funds.  Requests should be sent to the Director of Employment and Development.

III.
Substitutes

A.
Units required by law to maintain minimum staffing levels, such as the swimming pool and day care centers, with prior approval from the Director of Employment and Development, may be permitted to have substitutes on the payroll as short‑term temporaries for longer periods of time (exceeding three months) and not provide benefits to the employees.


B.
Administrative officials must justify these positions and identify the source of funds when making the request.

IV.
Time Recording

A.
Supervisors must maintain a record of time worked by the short-term temporary employee.
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1.
The temporary employee who is supplied by an external agency will have a time slip to be signed confirming hours worked ‑ their time should not be recorded on the regular College payroll vouchers.

2.
The temporaries hired directly by the College should have their time recorded on the student/temporary payroll voucher.




a.
The name will not appear pre‑printed on the voucher at the time of initial employment; it must be written in along with the employee's social security number.




b.
The supervisors must take the responsibility for recording this time on the appropriate vouchers since the temporary employee may no longer be working at the time of the payroll deadline.



3.
Payroll Deadlines ‑ Keep in mind that the deadline for entering information into the payroll system occurs several days before the actual close of each pay period.  Therefore, temporaries hired near the end of a pay period, or who are late in submitting tax forms and payroll information, may not be processed in time to be paid on schedule for days worked during the first pay period.



4.
The requesting office must notify the Human Resources Office in writing of the last day the temporary employee worked in order to terminate the individual and have his or her name removed from the payroll.

Administrative Approval: September 21, 1987; May 23, 1990; March 10, 1998.
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