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TEMPORARY SERVICE EMPLOYEE POLICY, GUIDELINES AND PROCEDURES

Policy

A temporary service employee (TSE) is a non-professional, temporary replacement for a Civil Service/Classified position. TSE employees may be used to fill a vacancy on a temporary basis until a regular replacement can be found, to cover the duties of a person who is on an approved leave of absence, and/or to perform a limited duration service. The assignment may be for a period of up to 6 months or 944 hours, whichever comes sooner, but in no case shall an assignment or temporary service employee exceed a total of 944 hours worked. Temporary service employees are paid an hourly rate.

Temporary service employees may be terminated at any time, with or without cause, during their assignment. Employment as a TSE employee conveys no entitlement or promise of full-time employment at the University.

Hiring Procedures

1. If a hiring manager determines that there is a need for a TSE employee consistent with the duration permitted under this policy, a list of job duties to be performed during the assignment and expected outcomes should be prepared for the review and approval of the divisional vice president. The expected duration of the assignment should accompany the request.
2. The hiring manager should complete the Position Action Approval Form (PAAF)*, obtain requisite signatures and attach a list of job duties and expected outcomes 

3. Upon approval from human resources, resumes and or applications will be provided for the review of the hiring manager.  The hiring manager will interview and select a TSE employee.  When a candidate has been selected, the Temporary Employee Request Form* shall be completed and signed. Attach the employment application/resume, W4 form, photocopy of employee’s social security card and an I-9 form (with copies of valid identification). Forward all documents to the director of classified staffing.  Note: All forms are available in Human Resources, 316 College Hall.

4. Human Resources shall forward all information to payroll for processing. 
5. The start date should be at the beginning of the supplemental pay period, usually on a Monday. 
6. At the end of the approved period, the assignment will automatically end and the employee’s pay will be discontinued. Human Resources will notify the hiring manager at least 1 week prior to the end of the assignment.

7. The employee should visit Human Resources to obtain proof of employment. A temporary University ID Card will be necessary to access parking on surface lots.  A temporary parking permit for the approved period of employment may be obtained from Standard Parking, located in the Red Hawk Deck.  
TEMPORARY SERVICE EMPLOYMENT REGULATIONS

(Continued)
8. A University e-mail account may also be established for the approved period by completing the required form which is available in Human Resources. 
Temporary Service Employees are not eligible for: 

· Holiday Pay

· Accrual of sick, vacation or personal leave

· Employee Health Benefits

· Participation in the State of NJ Retirement Plan

· Tuition Waiver/Reimbursement

If a temporary service employee is interested in regular full-time employment with MSU, he/she must apply for an available vacancy through the Division of Human Resources.  
PAGE  
1
HR Staffing Services  04/24/03


[image: image1.png]