___________________________________________________  Human Resources Guidelines 


Regular Classified Employees Working 

Temporary Assignments or Extension of Hours
Effective July 1, 2013

· All pay for temporary assignments will be off the appropriate regular classified salary schedules [i.e., Blue Collar (SEIU), White Collar (LRCEA), Supervisor (LRSA), Confidential and Confidential Administrative Assistant)].

· Temporary assignments are categorized into three areas:  Extension of Hours, Temporary Second Assignment, and Reclassification/Reassignment/Interim Assignments.

· Extension of Hours (under six months in length, or with varying schedules) and Temporary Second Assignments will be paid on the variable payroll.
· Regular Classified employees may work as Student Help employees, provided they meet the eligibility requirements and have the approval from both the VPA and HR Director.  Student employment will be compensated at the current Student Help employee rate.

· Working an Extension of Hours, Temporary Second Assignment, or Student Help employment cannot create an overtime situation.  Overtime is defined as working more than 8 hours in a day, more than 40 hours in a week, or six or more days in a work week.   
Extension of Hours:
Definition: 

A Regular Classified employee, whose assignment is less than full-time, accepts temporary additional hours in the same job classification as their regular assignment.  This includes 9, 10, 11 month employees working additional hours in the same job classification over the summer term.  (The exception is Food Service employees, who can work extra hours over the summer in any other Food Service position, and would be placed on a Temporary Reassignment – see the “Temporary Reclassification/Reassignment/Interim Assignments).
Rate of Pay:

· The employee’s rate of pay will be the same as their regular assignment, including step increments, longevity and shift differential pay, as applicable.  
· If the Extension of Hours assignment is six months or longer and the additional hours make their shift eligible for shift differential, they are to be paid shift differential for all the hours worked. 
· If the employee’s regular work assignment does not qualify for shift differential pay, and their Extension of Hours assignment is for less than six months, they do not receive shift differential pay.  In the event the employee receives an extension which places them over six months and their work schedule has been consistent, then the employee is to be paid shift differential for all hours worked (provided the employee is working hours that qualify for shift differential pay).  It will be up to the supervisor to ensure the appropriate paperwork is submitted to reimburse the employee the appropriate pay.
Process: 

· For an Extension of Hours under six months (including extensions over the summer), or over six months with varying hours, employees will be paid on the BS139 form “Classified Employees Differential & Overtime Timesheet”.  Hours should be submitted on the “Extra Hours” line.  A P103A form will not be required.  
· If over six months, with a consistent work schedule, the P103A form and P102B (or PeopleAdmin) submission will be required. In addition, for 9, 10 and 11 month employees, a revised annual work schedule will need to be submitted.
· For an Extension of Hours in a different sub-job code than the employee’s regular assignment, it is the responsibility of the hiring supervisor to ensure the employee meets the minimum qualifications for the position. 

· During an Extension of Hours, employees will accrue: Vacation, Sick, Personal Business and Personal Necessity.  Employees are eligible to use the following leaves: Sick, Five Month Law, Personal Necessity, Worker’s Compensation, Bereavement, Critical Illness, Jury Duty, Judicial Appearance and Quarantine.  Use of any of these leaves should be reported on the Absence Report.
· If the Extension of Hours is under a different supervisor, the supervisors will coordinate with each other to ensure only one absence report is submitted for the employee each month.
· Temporary extension of hours will not affect employee’s benefit eligibility; only permanent changes to classification affect benefit eligibility. For example: an employee at .400 FTE receives a temporary extension of hours that would put them at .500 FTE, they would not receive benefits since hour increase in temporary in nature.
Temporary Second Assignment:
Definition:
An employee chooses to work a temporary assignment in addition to their regular assignment, in a different job classification than their regular assignment.

Rate of Pay:
· Step one of the appropriate regular classified salary schedule.  Employees will not receive step increments or shift differential pay, but will receive longevity pay (if applicable).  
Process: 

· Employees working one or more temporary second assignments will be limited to 135 days per fiscal year for all temporary second assignments.

· Employees will be paid on the BS139 Form (Classified Employees Differential & Overtime Timesheet).  Hours should be submitted on the “TSA” line.  
· A P103A form must be submitted. 
· Employees must meet the minimum qualifications of the position.  
· Employees will earn Vacation, Sick, Personal Business and Personal Necessity and can also use any of these leaves during their Temporary Second Assignment.  Additionally employees are eligible to use Five Month Law, Worker’s Compensation, Bereavement, Critical Illness, Jury Duty, Judicial Appearance and Quarantine.  Leaves must be reported on their absence report. 
· If Temporary Second Assignment is under a different supervisor, the supervisors will coordinate with each other to ensure all absences are reported on one absence report each month.
· Temporary second assignments will not affect employee’s benefit eligibility; only permanent changes to classification affect benefit eligibility. For example: an employee at .400 FTE receives a temporary second assignment that would put them at .500 FTE, they would not receive benefits since hour increase in temporary in nature.
Temporary Reclassification/Reassignment/Interim Assignment:
Definition: 
Temporary Reclassification- An employee performing duties at a higher classification in addition to their regular assignment. 
Temporary Reassignment/Interim Assignment- An employee is relieved from their regular assignment to fill a vacant position on a temporary basis. This also includes Food Service employees who are being hired outside of their regular work schedule, in a different job code from their regular assignment.
Rate of Pay: 
Temporary Reclassification:
A. If the pay range is one or two ranges above the employee’s regular rate of pay, they will be placed at the same step on the new pay range.

B. If the pay range is three or more ranges higher, the employee will be placed on the step which will allow an upward adjustment of one step over their present rate of pay.

Temporary Reassignment/Interim Assignment:

A. If the pay range is lower than the employee’s regular assignment, the employee is placed at the step closest to their current base pay without exceeding it.

B. If the pay range is the same, the employee retains the same step.

C. If the pay range is higher, the employee is placed at the step which would allow an upward adjustment of one step over their present rate of pay.
· Assignments will not be subject to step advancement, except in assignments where the employee is entitled to an upward adjustment of one step over their present rate of pay.

· If an employee receives a step increase in their regular assignment on their anniversary date, their pay in the temporary reclassification/reassignment/interim assignment will be re-evaluated to determine if they are entitled to a step increase for their temporary assignment. 

· If the temporary work schedule qualifies for shift differential pay, it will be received for all hours worked.

· If the employee's regular work schedule qualifies for shift differential and their temporary assignment will be for twenty work days or less, they will retain shift differential pay.

· Employee will receive longevity pay if applicable.

Process: 

· Temporary Reclassification/Reassignment/Interim Assignment will be limited to one year.

· A P103A form must be submitted, as well as timesheets for assignments less than six months.  For assignments six months or longer, a P102B must be submitted along with the P103A, no timesheets will be required.
· Absence reports must be submitted.
· Employees must meet the minimum qualifications of the position.

· For Reassignments/Interim Assignments of two months in length or longer that are covered under a different Collective Bargaining Agreement than the employee’s regular assignment, the employee will participate with the Collective Bargaining Unit of the reassigned/interim position.  The employee will return to the Collective Bargaining Unit of their regular assignment once the reassignment/interim assignment ends.
For questions on these procedures, please contact: 

Hasmik Marjanyan – HR Specialist for Classified Staff:   marjanh@losrios.edu, 568-3107
Theresa Cuny – Sr. HR Officer for Employment: cunyt@losrios.edu, 568-3165

Brenda Balsamo – Director, HR: balsamb@losrios.edu, 568-3103
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