








I. PURPOSE


This FSSP provides guidelines for the use of State funded temporary employees in Facilities Services departments.  Use of auxiliary funded temporary employees are to be coordinated with the appropriate auxiliary Director.

II. GENERAL


When SPA positions are created, the State funded annual salary is budgeted in the salary pool to be funded against object code 1210.  If the position is auxiliary supported, the annual salary is budgeted in the auxiliary account to be funded against object code 1210.    Salary dollars funded against object code 1210 are recurring until the position is abolished.  Therefore, if a permanent employee is not consuming 100% of the salary dollars funded against object code 1210, the balance of salary dollars for that position are available to fund a temporary employee against object code 1210.  The temporary employee is considered a “work against” the permanent employee’s position.  The temporary employee will be assigned the permanent employee’s position number for the portion of salary dollars available.  The HRMS system will indicate an hourly rate against the object code 1210 for the temporary employee.  Use of recurring salary dollars funded against object code 1210 to support a temporary employee does not impact Facilities Services operating budgets.  However, salary dollars funded against object code 1410 to create temporary positions are supported by Facilities Services operating budgets.  Therefore, salary dollars funded against object code 1410 are monitored and salary dollars consumed by temporary employees are forecasted to determine sufficient operating budget.    

With appropriate approval, the use of temporary employees provides Facilities Services management a valuable tool to fill FTE shortfalls for both routine and contingency workloads.  

III. RESPONSIBILITIES


Directors, Assistant Directors, and Managers are responsible for ensuring that the guidelines outlined in this FSSP are followed unless otherwise approved by the Senior Associate Vice Chancellor for Campus Operations.

IV. PROCEDURE


Primarily, temporary employees are used to keep FTE up to the authorized levels to ensure departments are fully mission capable at all times.  The Senior Associate Vice Chancellor for Campus Operations requires that all available salary dollars funded against object code 1210 for permanent positions be used to support temporary employees prior to funding against object code 1410.  Campus Operations Administration is responsible for approving temporary employees and monitoring the use of funding temporary employees against the 1410 object code. 

Below are situations that may create a temporary vacancy, a description of the appropriate funding to support the temporary employee, and required action upon the return of the permanent employee.   

A. Permanent Employee out on Short-term Disability.  A temporary employee can be used to fill in for a permanent employee out on short-term disability.  The temporary employee shall be funded 50% from the absent permanent employee’s position number (1210 object code) and 50% from a temporary position number (1410 object code).  Once the permanent employee returns to work the temporary employee is terminated or moved to another temporary assignment.

B. Permanent Employee in a Leave Without Pay Status. A temporary employee can be used to fill in for a permanent employee in a leave without pay status.  The temporary employee shall be funded as a “work against” under the absent permanent employee’s position number (1210 object code).  Once the permanent employee returns to work the temporary employee is terminated or moved to another temporary assignment.

C. Permanent Employee is out on Extended Sick or Vacation Leave with Pay. A temporary employee can be used to fill in for a permanent employee on extended sick or vacation leave with pay.  The temporary employee shall be funded from a temporary position number (1410 object code).  Once the permanent employee returns to work the temporary employee is terminated or moved to another temporary assignment.

D. Contingency/Special Projects.  Temporary employees may be authorized to support special projects that require staffing levels above those authorized.  Such requirements must be forwarded to Campus Operations for review and approval.  Temporary employees hired for specific projects are funded under temporary position numbers (1410 object code) and are terminated when specific project work for which they were hired is completed.
NOTE:  The exception to the required approval are the summer temporary employees utilized by the Grounds Services.  Summer temporary employees hired by Grounds Services in May, June, July, and August for summer work shall be funded against 2-57505-1410.  Grounds Services shall support original budget in account 2-57505 to fund the salary associated with summer temporary employees hired by Grounds Services.  (Account 2-57505-1410 shall not pull from the salary pool 2-57000-1410; benefits and overtime shall continue to pull from the salary pool.) Regular temporary employees hired by Grounds Services shall continue to be funded against 2-57500-1410 supported by the salary pool.     

E. Summer Building Improvement (SBI) Team.  Temporary Housekeeping employees hired to fill in for those housekeepers assigned to the SBI Team will be funded by Campus Living.  
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