
GUIDELINES FOR TEMPORARY ASSIGNMENTS AND APPOINTMENTS – LOCAL 88 EMPLOYEES
Usage of Guidelines:  These guidelines are intended for usage when a Local 88 employee is temporarily assigned to higher level duties in either a represented or non-represented classification.
Temporary Assignments vs. Reclasses:  Work out of class, temporary assignments, and temporary appointments are not to be used in conjunction with reclassification of employees.  Temporary assignments or appointments involve the deliberate assignment of higher level duties to an employee on a temporary basis, or the temporary appointment of an employee to a vacant position in a higher classification.  Reclassification of employees may only be used when the higher level duties are assumed gradually over time, as a result of changes in staffing, work load, etc.  Reclassification is typically retroactive to 6 months from the date the reclass request was received by Central Human Resources/Class/Comp.  Represented employees do not receive a pay increase on reclassification unless necessary to adjust the employee on step, therefore, placing an employee in WOC status when a reclass is pending may result in an overpayment when the reclass action is implemented.  Pay increase on reclass for management employees is at management discretion. 

	Duration
	Represented Classification
	Management Classification

	30 days 
or less
	· Type of Appointment:  Use Work out of Class.

· Posting:  Not required.

· Written Record:  Duties must be assigned in writing.

· Salary:  Pay is set same as for promotion – at least 1st step of higher class, and at least one step increase, but not 2 steps.  

· Step Increase:  If WOC bridges anniversary date and employee is eligible for step increase in home position, grant step increase in WOC position only if step increase in base position would result in WOC pay equaling less than one step (if steps between base and WOC salary range vary, defined as the percentage increase between the top two steps of base/home salary range).
· COLA:  If WOC bridges COLA effective date, apply COLA percentage to WOC rate.

· Return Rights:  Employee has right to return to permanent assignment.


	· Type of Appointment:  Use Work out of Class.

· Posting:  Not required.

· Written Record:  Duties must be assigned in writing.

· Salary:  Pay is set at management discretion, typical and recommended range is 5-10%.
· Merit/COLA:  No adjustment.  DO NOT apply management COLA or management merit increase date or amount.  
· Overtime Eligibility:  Do not change – same as for represented.

· Health and Welfare Benefits: Do not change – same as for represented.

· Return Rights – Employee has right to return to permanent assignment without loss of seniority

· Union Dues - Employee will continue to pay union dues or the alternatives and will continue to be represented by the Union.



	31 - 90 days
	· Type of Appointment: Use temporary assignment/appointment.

· Posting:  Not required

· Written Record: Written verification of the temporary appointment will be placed in the personnel file.

· Salary:  Pay is set same as for promotion – at least 1st step of higher class, and at least one step increase, but not 2 steps.  

· All other rules same as for 30 days or less.

	· Type of Appointment: Use temporary assignment/appointment.
· Posting:  Not required

· Written Record: Written verification of the temporary appointment will be placed in the personnel file.

· Salary: Pay is set at management discretion, typical and recommended range is 5-10%.
· Pay Types:  Remove shift differential, overtime eligibility, any other pay types limited to represented employees.

· COLA:  Employee will receive management’s COLA increase if the WOC bridges management’s COLA increase date.

· Step Increase: If WOC bridges anniversary date in home position and employee is eligible for step increase in home position, apply same percentage increase to WOC rate, e.g., if step increase in represented position is 3%, apply 3% to WOC rate. If employee is at top of range in home position, do not grant step increase.

· Leave Use and Accrual: Same as for management service.

· Health and Welfare Benefits: Do not change – same as for represented.

· Return Rights – Employee has right to return to permanent assignment without loss of seniority
· Union Dues - Employee will continue to pay union dues or the alternatives and will continue to be represented by the Union.




	91 days – 
6 months
	· Type of Appointment: Use temporary assignment/appointment

· Posting: Post opportunity within work unit.

· Selection:  Based on seniority or job related criteria established by management.

· All other rules same as for 31 days or more

	· Type of Appointment: Use temporary assignment/appointment.
· Posting:  Not required

· All other rules same as for 31 days or more


	6 months – 
2 years
	· Type of Appointment: Use Limited Duration appointment.

· Posting: Post within work unit first for transfer for employees in same job class, then as for regular vacancy.

· Selection:  For transfer, based on seniority per contract.  If no applicants/selection for transfer, post and fill as for regular vacancy in accordance with personnel rules.

· All other rules (pay, promotional probation, etc) same as for regular (permanent) promotion/appointment except employee has right to return to a position in previous class.
	· Type of Appointment: Use Limited Duration appointment.

· Posting: Post and fill as for regular vacancy in accordance with personnel rules.

· All other rules (pay, promotional probation, etc) same as for regular (permanent) promotion/appointment except employee has right to return to a position within previous department and job class.
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