
NEBRASKA DEPARTMENT OF EDUCATION


ADMINISTRATIVE MEMORANDUM #504


ISSUED: March, 2010
TO:

Nebraska Department of Education Staff

FROM:

Dr. Roger D. Breed, Commissioner of Education

SUBJECT:
TEMPORARY EMPLOYEES
CONTACT:
For assistance contact Human Resources at 471-5026.
	
PURPOSE

This document specifies the policy and procedures for utilizing the services of temporary employees in the Nebraska Department of Education.


POLICY - When the services of temporary employees are needed, because of peak workloads, special projects, the temporary absence of a permanent staff member, or other short-term needs, the Leadership Council Member (LCM) or designee can authorize the employment of a temporary employee or can initiate a contract under the Nebraska Department of Education’s (NDE) contracting procedures.  

OBTAINING TEMPORARY SERVICES THROUGH SOS -- DAS State Personnel operates Specialized Office Services (SOS), a temporary employment program for state agencies. 

A. Sources of Temporary Employees Through SOS

1. SOS Employment Pool - DAS State Personnel serves as the employer and handles all payroll-related processes.  The cost is billed back to the user agency and is generally based on the hiring rate of the pay grade of the classification requested plus 24% to cover employment-related costs such as Social Security, Workers’ Compensation, and Unemployment Insurance.

2.
Private Temporary Employment Agencies - DAS State Personnel has letters of agreement with several private temporary employment agencies.  If qualified employees are not available from the SOS pool, SOS will contact one or more temporary employment agencies to fill the request.  The cost is billed to the user agency based on the fee schedule of the temporary employment agency.  

B.
Provisions of Temporary Employment

1. Duration – Temporary employees secured through SOS (including those supplied by private temporary employment agencies) may be hired for a maximum of 2080 hours.
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2.
Payment – Temporary employees are paid on an hourly basis for the work performed.

3.
Health Insurance – SOS temporary employees who have a work assignment of at 

least six months in duration and who work at least 20 hours per week may


purchase health insurance through the Nebraska State Insurance Program as provided by law.

4.
Retirement – Temporary employees are not eligible to participate in the retirement programs offered through the state.

5.
Vacation and Sick Leave – Temporary employees are not entitled to accrue vacation or sick leave.  

C. 
Procedure for Obtaining and Utilizing Services of Temporary Employees

1.
Obtaining Services of Temporary Employees – To obtain the services of a temporary employee, staff, upon the approval of the LCM or designee, must contact Human Resources (HR) and provide a description of the essential duties of the job to be filled, the employment period, and desired work schedule.  Based on the information received, HR will complete and submit the SOS request form. SOS will notify the hiring supervisor of the temporary employee’s name and availability once the request has been filled.  

2.
Monitoring Job Performance – SOS staff monitor the job performance of the employees they place through phone calls to the immediate supervisor of the temporary employee.  After the assignment ends SOS sends a job evaluation form to the supervisor.  Private temporary employment agencies monitor the job performance of the employees they place through phone calls, personal visits to the work site, and/or job evaluation forms.  Provide a copy of the completed job evaluation form to HR.
3.
Time Sheets – Time sheets provided by SOS or the private temporary employment agency must be completed and signed by the temporary employee and forwarded to the immediate supervisor.  The immediate supervisor must:  (a) add the business unit coding, sign the time sheet and return the original to the temporary employee along with a copy for his or her files; (b) provide a copy to NDE Central Accounting for payment to SOS or a private temporary agency; and (c) retain one copy for his/her files.  The temporary employee is responsible for submitting the original copy of the signed time sheet to SOS or the private temporary employment agency within the required timeframe.  

4.
Billing – DAS State Personnel will bill NDE on an Intrastate Transaction Document (ITD) for the temporary services secured through SOS.  The private temporary employment agency will bill NDE directly for services of employees provided through their employment agency.  Central Accounting will process these documents for payment and will retain copies of the documents along with copies of the time sheets.
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5.
Temporary Employees in Offices Outside of Lincoln – SOS may contact Nebraska Workforce Development to obtain the services of a temporary employee in locations other than Lincoln.  All procedures outlined for obtaining services of temporary employees (e.g., monitoring job performance, time sheets, and billing) will apply.
Obtaining Temporary Services Through NDE Contract – An alternative to obtaining temporary services through SOS is to contract for those services through the NDE contracting procedure.  Temporary positions that establish an employee-employer relationship, and are six months or more in duration, must be posted and advertised using the procedures outlined for filling vacant positions in Administrative Memorandum #501.  See Administrative Memoranda #110 and #111 for the processes to follow when entering into a contract for services.

ORIENTATION – Regardless of the length of assignment, each temporary worker must receive a brief orientation on the following NDE policies by HR or the immediate supervisor:

· Drug-free Work Place (NDE Personnel Rules);

· Sexual Harassment Prohibition and Reporting Unlawful Discrimination

(NDE Personnel Rules and Administrative Memorandum #505); and,

· Acceptable Use of Computer Equipment, Internet Access and Electronic Mail (Administrative Memorandum #708).

OTHER ISSUES TO CONSIDER – If a temporary worker will be at NDE for more than a day or two, consider the following:
· Send a note to your team/floor/office (or at a minimum, your receptionist) to introduce the temporary worker and specify the expected employment period;
· If the temporary worker will need computer access, an e-mail account, etc., notify your network administrator well in advance of the start date; and,
· Notify NDE HR if the employment period is extended beyond the original ending date.

