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PROCESS OVERVIEW

Form 6 Approval Process

Front Line
Manager
Completes Form 6

Form &
Submitted to VP

VP Submits
Form 6 to Fiscal

Fiscal Reviews
Budget

HR Processes
Form &

Manager/Supervisor prepares Form 6.
Must get timesheet approver’s signature and
budget manager signature on form.

Manager/Supervisor submits Form & to
appropriate VP for approval.

WP Submits Form 6 to:
susan.wheet@solano.edu for fiscal review.
Fiscal must receive the Form 6 four days
before it is due to HR to be placed on Board
Agenda (see Board Material Preparation
Schedule), to give time far the fiscal
approval process.

Fiscal will review budget. If thereis a
prablem with the budget, fiscal will work
with budget manager to resolve. Once
resolved, fiscal will sign Form & and forward
to Human Resources.

HR will pracess Form & once all signatures are
on Form 6. HR will submit a copy to payroll of
the finalized form 6.

Nate: if new emplayee, all employment
paperwork must be received, and all
clearances (TB/fingerprints) must be cleared
prior to start date.




PROCESS OVERVIEW

When to Use a Form 6

Education Code Section 88003

Substitute and short-term employees employed and paid for less than 75 percent of a college year, shall
not be part of the Classified Service.

Solano Community College Board Policy 4710

Short-term employees: Any person who is employed to perform a service for the district, upon the
completion of which, the service required or similar services will not be extended or needed on a continual
basis. May not exceed 25 hours per week or 100 hours per month.

&  Short Term Project — Cannot exceed 150 work days or 399 hours per fiscal year; whichever comes
first.

®  Short Term S5easonal — Cannot exceed 135 work days or 399 hours per fiscal year; whichever
comes first.

®  Short Term Periodic — Cannot exceed 105 work days or 399 hours per fiscal year; whichever comes
first. (Mot to exceed more than 35 days each semester, or summer session.)

Substitute employee: Any person employed to replace any classified employes who is temporarily absent
from duty and an employee who has resigned or retired as long as the position is in the process of
recruitment. May not exceed 25 hours per week or 100 hours per month.

* [egve of Absence Substitute — Cannot exceed 150 work days or 999 hours per fiscal year;
whichewer comes first.

*  Resigned or Retired Substitute — Cannot exceed 60 calendar days including Saturdays and Sundays.
If needed, an extension may be requested by the Department Manager and forwarded to HR for
approval. [CSEA positions will require Association approval.] May not exceed 995 hours per fiscal
year; PERS retirees may not exceed 260 hours; whichever comes first.

Student worker employee: Full-time students employed part-time and part-time students employed
part-time im any cellege work-study program or in a work experience education program and which is

financed by state or federal funds. May not exceed 25 hours per week or 100 hours per month.

Regular Employee — Additional Assignment: Any regular employee who will be werking in an

additienal assignment temporarily. Due to complications in the Fair Labor Standards Act, classified
employees with an additional assignment may not work any overtime. Stipends are not an option for
classified employees.

Hourly Academic [Faculty): Any additional assignment given to faculty member; may be a Full-time
faculty member, or an Adjunct faculty member.




There are job descriptions for most positions; they can be found on the HR website homepage.
Go to: https://welcome.solano.edu/hr-homepage/ and click “Employee Resources”
1. Select “Job Descriptions” from the Drop-Down menu.
2. Use the Search tool to find specific job titles. Click a title to see the full job description in a pop-up
window.

Union Contracts Salary Schedules EEO Plan

5 | Job Opportunities v | Policies & Procedures A Employee Resources ¥ HR/Employee Forms

& SOLANO sbcacos) caeicsy sioarsmRe v cestey poecics T O I

Human Resources ' Job Opportunities ~ | Policies & Procedures | Employee Resources v | HR/Employee Forms | Contact Us
Annual Employee Notices »
Discrimination Complaint Form
Faculty Minimum Qualifications
Health & Welfare Benefits

Injury Prevention Program
PLEASE READ BEFORE USING FORMS:

Job Descriptions

Public Service Loan Forgiveness bat. You must

Retirement
] QUESTIONS? ASK FALCON

The job description should match, as close as possible, the tasks that you need your employee to do.
If your job description is not listed, please speak with the Human Resources Director.

You may not create a new job description without discussing and receiving approval from the Human
Resources Director. Please note, if you choose to consider a new job description, you may be required to
have the position approved by the Governing Board.

You will be hiring for: CSEA; Operating Engineers; Interpreter; or Short-term Seasonal, Periodic positions.
There are a total of four (4) salary schedules to choose from (samples below). Current Salary Schedules are
found online at https://welcome.solano.edu/hr-homepage/ choose “Salary Schedules” as shown in the
screen shot below.

You will determine the employment based on one of the positions from the salary schedules.



https://welcome.solano.edu/hr-homepage/
https://welcome.solano.edu/hr-homepage/

Human Resources

Union Contracts Salary Schedulr:s EEO Plan

All Salary Schedules are located on the HR homepage. They are updated as changes are
approved by the Governing Board.

Short-term, Seasonal & Periodic Positions

Short-term, Seasonal, Periodic and Student Worker Salary Schedule
Effective 07/21/2022
I an i

Assistant Athletic Coach $17.50/522.00 (Max of $8,300.00 per seasonal sport) i H
Athletic Onsite Administrator 536.50 SpeCIaI Pro]eCts
Driver 515.75
Fire Science Academy Classroom Assistant $15.75
lourney Level Assistant $26.00 The Special Projects
Lifeguard $15.75/516.75
Maintenance/Facilities 515.75 POSition and Pay
Note taker $52.25 per semester
Office Assistant $15.75
Public Safety Officer $26.00 Rate M be
Registration Aide $15.75/516.75
Special Projects $26.00-578.50 ¢ Approved by the
Sworn Public Safety Sergeant $41.75
Teaching Apprentice $22.00 H uman ReSOU rces
Telemarketing 515.75 .
Theatre staff: Director.

Box Office Clerk $15.75

Box Office/House Manager 515.75

Production Assistant $15.75

Theatre Assistant 515.75

Theatre Event Technician 517.25

Senior Stage Technician 5$19.25 Pa |d in |ncrement5
Tutor $16.75/517.25

Student Workers of S5

All Student Workers $15.75
The following Student Worker Positions have designated ranges. The higher pay rate and minimum qualifications are Pa Y Ran ge :
determined by the manager:
Early Learning Center Staff: $ 25 - $75

Aides 515.75

Intern 1 516.25

Intern 2 516.75

Lab Assistant 1 517.25

Lab Assistant 2 518.25

|

Disabled Services Program:

Adapted PE Assistant 515.75

Maobility Assistant $15.75
Tutor $16.75/517.25




Temporary Interpreter Positions

SOLANO COMMUNITY COLLEGE

Temporary Interpreter Salary Schedule

Effective 07/21/2022

Title Levell  Levell L

Beginning Interpreter 1575 $1675

Intermediate Interpreter 51775 51875 51975

‘Advanced Interpreter 52200 52400 52625

intern $2725

Leve Skills / Education
Beginning Interpreter | ASL 2 eligible (or) and | Satisfactory skill assessment

for this level of placement.

demonstrated competency for this level.

Intermediate ASL3 eligible and and | Range advancement at
Interpreter documentation of discretion of manager is
interaction and/or contact contingent upon completion of
with the Deaf community additional skills enhancement
) t kills assessment
‘Advanced Interpreter | ASL4 eligible and and | Range advancement at
documentation of discretion of manager is
interaction and/or long-term contingent upon completion of
contact with the Deaf additional skills enhancement
mmunity y t d a skills assessment
skills assessment evaluation evaluation.
for this level.
Intern Completion of ASL certificate | and | Satisfactory skills assessment.
). in ASI for this level.
Operating Engineers Positions
2022 - 2023

LOCAL 39/OPERATING ENGINEERS

SHORT-TERM PROJECT/TEMPORARY/SUBSTITUTE

Operating Engineers

Effective 07/21/2022
Al R These positions assist in
Custodian 515.68 H
— o ‘ the following areas.
General Maintenance Worker 515.68
Grounds Maintenance Technician $15.68 .
Kinesiology/Athletic Assistant 515.68 L Ath | etics
Theater Technician 515.68
Lead Custodian $16.20
Warehouse Operator 516.20 .
Theater Production Technician 517.74 ® A u tO m Otlve
Athletic Trainer $19.33
Anatomy,/Physiology Lab Tech 520,17
Automotive Lab Technician $20.17 e Facilities
Biology Lab Technician 5017
Biotechnology Lab Technician 520,17
Chemistry Lab Technician 520.17
Physical Science fEngineering Lab Technician $20.17 e Science Depa rtment
Science Lab Technician 520,17
Welding Lab Technician 520.17
Carpenter $22.05 . .
Electrician 52205 e Telecommunications
Maintenance Engineer 522.05
Lead Carpenter $23.03
Lead Engineer 523.03
vehicle & Equip. Mechanic 523.03
Telecommunications Network Technician $26.41
Telecommunications Metwork Engineer $27.63

Board Approved: 07/20/2022

CSEA Positions




2022-2023
CSEA SHORT-TERM PROJECT/SUBSTITUTE SALARY SCHEDULE

Effective 07/21/2022
TITLE RATE OF PAY TITLE | RATE OF PAY
Cook $15.68 ELC Programs Specialist $19.75
ILeaming Resources Technician Il §19.75
Instructional Lab Assistart | [ sis89 [Outreach Speciali §19.75
Photography Lab Technician §19.75
Administrative Assistant | $16.59 Purchasing Technician §19.75
Clerical Specialist $16.59
Cc logy Lab Assistant $16.59 JAccounting Technician $20.62
Instructional Assistant | §16.59 Admissions & Records Analyst §20.62
Occupational Ed Assistant §16.59 [Career & Job Placement Coordinator §20.62
JStudent Services Assistant | §16.59 ICun-icqum Analyst $20.62
Financial Aid Specialist $20.62
Administrative Assistant || 17.3 Payroll Specialist 20.62
Cashier 17.31 Research Analyst / Res. & Plan. 20.62
Instructional Lab Assistant || 17.31 |Siudent Affairs Specialist 20,62
Leaming Resources Technician | §17.31
[Altemate Media Specialist §21.58
Account Clerk 18.11 EOPSICARE Coardinator 21.58
JAccounting ialist | 18.11 Financial Aid S Analyst 21.58
JAeronautics Lab Technician 18.11 Payroll li 21.58
Cosmetology Lab Technician §18.11 [Transfer Center / Articulation Coordinator $21.58
Veterans Affairs Coordi §21.58
Administrative Assi 1] §18.91
ICusmmer Support Techniian §18.91 Enterprise Resouree Analyst §22 51
Early Leaming Center Assistant §18.91 echnalogy i §22.51
Distance Education Technician 18.91
DSP Specialist 18.91 ELC Program Assistant Director [ §2347
Payroll Assistant 18.91
Payrall Technician §18.91 JAccountant [ s2481
Palice Services Technician §18.91
IScheduling Special §18.91 Payroll Analyst (Lead) §25.77
|Student Services Assistant Il [ DSP §18.91 Principal Research & Data Analyst $25.77
Student Services Assistant Il | Fin Aid §18.91 Senior Information Reporter $25.77
IStudent Senvices G l §18.91 Net $25.77
TVICinematography Lab Technician $18.91
| nformation Analyst | §26.08
[Accounting Specialist I1 §19.75 [Technology Specialist (Lead) | 52698
Administrative Assi |\ $19.75
JArt Lab Technici $19.75 Info AnalystiDatabase Administrator (Lead) $32.30
Facilities Operations Assistant §$19.75

Board Approved 07/20/2022

CSEA
These positions assist in a variety of areas on campus. Please choose the position that

best fits the help that you need in your department.




RECRUITMENT

There are two types of Recruitment for Short Term Temporary Employees.

A. Advertise/Post the Position on NEOGOV

B. Hire Direct

A: Post the Temporary Position on NEOGOV:

To have a fair hiring process for those position that will be longer than six (6) months,
recruitment for this position should be posted for at least 15 days. Positions will be posted to
the College’s NEOGOV recruitment site at https://www.schooljobs.com/careers/solanocc

= Menu > JOB OPPORTUNITIES 3] Signin

Career Pages

powered by

NEOGOV @

Search Q 25jobsfound =  BZ IF sort - Y Filter ~
Job Title ~ Job Type Salary & Closing & Posted % Category Department Location Job Number
. Adjunct $66.18 - Continuous 115/21 Accounting and School of Fairfield, CA ADJ-ACCT-
Accounting Instructor (PT)
Faculty $80.28 Finance / Education /  Applied 21
Hourly Instructor / Faculty - Technology
Other and Business
. Adjunct $66.18 - Continuous 04/25/22 Education / Faculty / School of Vacaville, CA ADJ-AERO-
Aeronautics Instructor (PT)
Faculty $80.28 Instructor / Faculty - Applied 22
Hourly Other Technology

and Business

After the advertising period, and when you are ready to review candidates, Human Resources
will release to you those candidates who meet the minimum requirements.

e Choose those candidates you wish to speak with and schedule the interview.

Note: this is not a formal interview process. You may choose to interview the candidate
yourself, or you may bring in an additional employee to join you in the interview, whom
you believe would provide good input regarding candidates’ ability to fill the temporary
position.

o Set up anin-person interview, or

o Set up a phone interview, or

o Setup aZoom interview

e Select the candidate and inform them of your decision.



https://www.schooljobs.com/careers/solanocc

RECRUITMENT

B: Hire Direct

You may hire an employee without going through the advertising process if you know of that
employee’s desire to work in the department, the position is not for more than 6 months, and
the employee meets the minimum qualifications of the job description. You may move forward
and let the individual know of your decision to hire him/her.

NOW IT’S TIME TO COMPLETE THE HIRING PROCESS




HIRING PROCESS

Due to the Affordable Care Act, Short-Term Employees may not work more than 25 hours per
week or 100 hours per month.
e Cannot exceed 150 workdays per fiscal year or,

e Cannot work more than 999 hours per fiscal year.

e Retired annuitants cannot work more than 960 hours per fiscal year. Any hours above
this will affect their retirement pay and/or benefit contributions.

e Limitations on all Short-term employee types are listed on Page 4 in this manual.

Limitation Rationale:

1. The Affordable Care Act states that employees who work at least 30 hours per week, or 130
hours per month are qualified for health care. Solano Community College does not offer
health care to temporary employees.

2. California Education Code section 88003 (c) states that a; “’Short-term employee,’... shall
not extend beyond 75 percent of a school year.” And section 88003 (d) states that;
“Seventy-five percent of a college year means 195 working days; including holidays, sick
leave, vacation, and other leaves of absence, irrespective of number of hours worked per
day.” (2020, p. 937)

What this means is that when we include those holiday days and other leaves mentioned,
Human Resources has determined that 150 days of actual workdays is the maximum a
temporary employee may work, to stay within the 75 percent rule.

3. If an employee works more than 999 hours, they MUST enroll in CalPERS. This means that
with every job they work, with any CalPERS organization, they will be required to pay into
CalPERS retirement (FY 22-23 rate is 8%), and the organization they are hired at (this
includes Solano Community College) will have to also pay the employer portion (FY 22-23
rate is approx. 25.37%). This will add an additional 25.37% to the cost of your temporary
help, and the employee will receive 8% less take-home pay.

*NO MORE THAN 25 HOURS PER WEEK or 100 hours per month
*NO MORE THAN 150 days OR 999 HOURS; WHICHEVER COMES
FIRST
*RETIRED ANNUITANTS NO MORE THAN 960 HOURS.




HIRING PROCESS
CONDITIONS OF EMPLOYMENT

MUST HAVE FINGERPRINT CLEARANCE
MUST HAVE TUBERCULOSIS CLEARANCE
MUST HAVE GOVERNING BOARD APPROVAL
MUST FILL OUT A TIMESHEET & SUBMIT TO
SUPERVISOR TO BE PAID

ON®m>

Note: all requirements MUST be completed prior to first day of employment.

Applicants should be given the Live Scan Fingerprint Memo and Form, and the TB Memo &
Authorization for Release of Information Form as soon as you have interviewed them, if you
intend to hire them. .

Applicants should begin their clearance process right away as they can take time to be
processed by the external agencies. Their employment may not begin until their clearances are
completed and received by Human Resources. Fingerprints are sent to the Department of
Justice (DOJ); the DOJ results are sent to the College through an Online portal.

ALL TEMPORARY EMPLOYEES MUST BE APPROVED BY THE GOVERNING BOARD.
Form 6’s must be submitted to Fiscal Services 4 days before it is due to HR.
Governing Board schedule is posted on: https://welcome.solano.edu/governing-board-meetings/

SOLANO COMMUNITY COLLEGE DISTR]
GOVERNING BOARD
2023
BOARD MATERIAL PREPARATIO RS EDULE
(The I* meeting of each month is 2 Study )
WHEN DO YOU WANT YOUR EMPLOYEE :
TO BEGIN? — Raguiar Business 011823 01704123 010S23 | ou0erz3 0113z
Study Session 0210123 01718123 011923 | 012023 0127123
Employee MUST be approved by the e T s o [ | o
Study Session
overnin oar e egin Regular Business 031523 03101123 oan22a | oanas 0310623
G g Board BEFORE they beg
X i Study Session 0410523 0/22i23 032323 | w242 03131123
working. Therefore, the earliest that e e | oo ooz | oenezs | oworm || oz
. . Study Session 0510323 04119123 042023 | 42123 04128023
person may begin will be the day AFTER —— P o Tomim o T soam
Board approval provided that all their Sty Sessen oeionz v | Genezs | osnom | usoaz
. . i X Reguiar Business 0612123 0607123 060823 | 08I09/23 06116123
hiring paperwork, Live Scan Fingerprints, P oroszs | owens | onowms | o
e . Study Session 08/02/23 07118723 072023 | omRNZ 0712823
TB & Employment Verification clearances cegior pram e | vamz | wwm | wanm
are received and reviewed by HR. Sty Session e S el B W s
Regular Busin 0812023 08106123 0a07i23 | owias 01523
Study Session 10004723 0920123 0e2123 | DaR2E3 09120123
HR will notify you when they are clear to Roguir Business | 1018123 oz | wwszs | oo | o
. . Study Session 110123 1018/23 19za | 102023 10027123
begin working
g . Ragular Busini 11523 1101123 12z | 1 1wz
,,,,,,,,, 12006/23 11120023 112123 12723 12001123




HIRING

PROCESS

The Form 6 (Personnel Payroll Action Form)

NEW EMPLOYEE | | YES | | NO FISCAL YEAR
FORM - & i A
PERSONMNEL PAYROLL ACTION
ittt
This formi wloy and not
for i sst have all
i live ol TB test
Tesults prior to the start of work.
SCCID# MAME
CLASSIFIED
[] Short-Term Temporary (not to exceed 150 days max or 998 hours, whichever comes first)
] Regular i (part-time to work additional hours)
STUDENT
FACULTY
[T] Full-Time Faculy  [] Adjunct Facuity
Payment will be made via:
[[] *Houry Academic ‘Must submit imesheeifs) [] Lump Sum Payment (Paid in months)
Flease indicate below the amount of time needed for this assignment and how i impacisfimpacted their overall load.
Full Load Distribution:
# Hours Per Week
This
T v
fes (grading, prep, office hours, efe.)
Additional Assignment -
Additional Assignment -
Additional Assignment -
“Additional Assignment -
JOB TITLE DIVISIONDEPT.
START DATE END DATE
Job Duties
a
HOURLY RATE or TOTAL $ NTE §, NTE HRS
FUNDI NAME
BUDGET DISTRIBUTION % - - - _
% - - - -
APPROVALS
= 3
Budget Manager {print) (sign)
Immediate Supervisor [
e (prin] [sign)
=
\ice President (of budger 0RG) (print) (sign)
|:| Employee is aware they must turn in timesheet(s) to be paid
|:| Employee is aware they will be receiving lump sum

“*FISCAL AUTHORIZATION*

[[] Budget code(s) are comect according to FOAPAL rules
[ Verified funds are available  Approved by

**HUMAN RESOURCES AUTHORIZATION*

Board Agenda Date Hourly Rate Position#
= Live Scan, 19 Docs
Refirement: || PERS [1STRS [JDBJCB [ Creditable [ Not Creditable

HR Approval Date

DO NOT have employee begin before the start date on the Form 6.




HIRING PROCESS

Required Employment Application Documents

The only paperwork needed for a returning temporary employee is a Form 6 &
Board Approval.

For the most up e W-4 (Federal Tax withholding)

e DE-4 (CA State Tax withholding)

e Direct Deposit Form for Payroll with voided check (Optional
but recommended)

e Personnel File Data Information

e Oath or Affirmation of Loyalty (required by State of
California)

Please do not use e Policies and Procedures Form

OUT OF DATE e Classified Application

FORMS as this ¢ |-9 Employment Verification Form (completed with
supervisor- WET signature required)

e Include copy of item(s) used for I-9 Employment Verification

e Security and Confidentiality Agreement

e TB Memo & Authorization for Release of Information Form

to date Short -
Term Temp
Employee
Application forms
contact HR

will delay the
employment
application

Samples of the Documents required for NEW employee.

W-4 DE-4

i

. “_4 [Empioyod’s Withioiding Cartonn E_ LYY L) EMPLOYEE'S WITHHOLDING ALLOWANCE CERTIFICATE

RS e e e o Tore 1 vy iy | o022 Complete this form so that your employer can withhold the comect Califomia state income tax fram your paycheck
=== .
s T L] Enter Pe
| First, Middle, Last Name Social Security Number
i £
Parsorsl _'ﬂ
______ =rEL==A Address Filing Status
= Lo me
[m) S\NGL[nr MAKR\ED {with two or more incomes)
CR=bad City, State, and ZIP Code O MAR me)
E'—""'*""""-'—' o HEADOF HOUSEHOLD
c_;u-quu‘-ﬂn-' P — tp-l.p::--pxnm-n:mlmm-:tm-:a 1. Toul Number of.
et e i 2 A ovaes, s e on e ol e A, Worte ), -

= -:mt-t-mlnluhﬂn:-n-.dnn =:l---ihwtniww- N

[——— o o e aun, f any, you want withheld each pay period if employer agrees), (Worksheet B and -

Wera i L 18 e oS0 1 o P T o s e 4 Exemplion from Withholding
1 Lo Wil et Wcristn o a2 e S el Sl o3 b by v s 3. I.claim exemption from withhaiing for 2020, and | certify | meet both of the conditions for exemption.

all--:tmpu:-'\u'q:ﬂ-nbh-c r.rrl’uu-npl‘ or Weite “Exeropt” here:
i i oo, o o s ey b wid - w [ 4. Lcertty uncer peralty of perjury that | am not sublect to Cal fomia withholcing. | meet the conditans set
i -=— m-nm!-hlﬂ-pﬁ 3 e e e - gt forth uncr the Service Mamber Civil Relief Act, as amendec by the Miltary Spouses Residency RefiefAct  (Check box here []
c_.u-qu)-mu n—uuqoﬁun—n- s h-np Sk o o i o (i wl Tinder The penalles of perury, 1 oo e o i Txcood e b
b aczarie f yau oo i 3-4ft o B o -4 b g ey 10 which I am enitied o, i taim o winokding, (e 1 eni 1 s emmpL RS,
Bhox ¥ s il e i e S o o b A, o e i B
Clum MaSray s o Ry e vt i 1 ek Employes's Signature Date.
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A caris v e i e ]
Bmps qn—-:—: Wom jotas. 1y wart e Wit 7 P o
ool = -ﬁ:—_-maa-mm
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e i
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annual tax. For state withholcing, use the warksheers on this form.

MPTION FROM WITHHOLDING: 1

+ this act, check the box on Line 4.

ide proaf of exemption upon request
c




HIRING PROCESS

(Optional Direct Deposit Form)

SOLANO COMMUNITY COLLEGE
AUTHORIZATION AGREEMENT FOR ELECTRONIC DEPOSITS

Full Name 56010,

Address Gity Zip

s select one of the faloung and provide required nformation
[]  Estabish new siectronic deposit

] Change of secount number [——
e e o

[ Change ofinsttution (bank) "

[C] Terminste axisting siecronic deposit*

* 1 shanging nsttution (ank) or terminsting deposit, provide previeus depest info abous

Inereby authoriza ¥ College, hersinafier . 1o nitiate cradit entries and, if
neceszany, to @ agi for mor, to my sceount as indicated below. |
slse autharize the depository nsmed below, hersinsfier called BANK, to credit andlor debit the same o such account.

Bank Name

Transi/ABA (Routing) Number
Cheaking [] savings []

This suthority is to remain in full force and effeet unil COMPANY has received written notification from me of intent to
teminate in such 3 manner as to afford COMPANY and BANK 3 reasonable opportunity to act.

lunderstana that a 50 day notice s raquirad to terminate or changs this authoriy. Initial

| understand that f | change or close my sesount and fail to naty the Payroll Dept prior to
the 10th (Faculty/Staff) or the 20th (Student/Temp) of the manth, my pay may be delayed
for up 10 2 weeks if an ACH retum is processed Initial

AVAILABILITY OF FUNDS

Generally, funds uil be available to the employes s of the opening of business on the pay date, provided that the.
‘empioyer has infiated and deposited its payroll fles on 3 Smely basis. However, some remote institutions may not
physically receive enries untl afier the opaning of business on the employee's pay date. In these cases, the
instiution may not be sble to snswer employee's inguiries thst day; howsver, the funds represented by the slesironic
payment should be svailsble for cash d payment of check ted ‘s acoount.
during that banking day. Regulaion E obligates the receiving instituon to post transactons s of the payment date
and employes's statements should reflect that posting date.

Signature. Date
Ce-Signator, if oint account Date
Payroil Dept. Signature Date

Revsion aate s1ar1s

Personnel File Data

& Solano Community College

Direct Deposit Form - OPTIONAL but
recommended

PLEASE MAKE SURE THE FOLLOWING:

e Attach a Voided Check or letter from
Bank with Account Routing Number

e Bank information on form is the
same as the check

e Employee has initialed and signed
form

SOLANO Personnel File Data Information
Employee Nome SodalSecuri .
Aaaress: Apts
=
= = =
Home Phone: Cell:
Address Release Authorization: (O staff O supervisor O studems O ok Al O Noone*
Phone Release Authorization: () Staff () Supervisor () Students () OK Al © Noone*
ot o chec hisbo, : :
Birthdate: Gender) Mae © Female
Ethnicity:
© cambodian O Pacific Isiander © American Indian/Alaskan Native © Hispanic
© Chinese © Guamanian Tribe/Group/Village ©Q Indian
O Hawaiian () Ssmean ©) Central American
Japanese (3 Filipino © South American
Korsan © Other Pacific Isiander © Mexican Amsrican/Chicanci
© aotian s} ve
© vietnamese
Other Asian © White, Non-Hispanic O 0ther, Non-White
Disability: (©) No Disability [s] raquiring s}
Veteran Status: () Ves ONo Citaenship: () USGtizen () Foreign National
(The isneeded status as required by law )

Are you s current member of any of the following retirement systems? () Yes Olo
f yes, lecse indicate which system

O 5TRS - State Teachers' Retirement System (Cash Balance Plan) O PERS - Public Employees’ Retirement System
© 5TRS - State Teacher's [ Benefit Plan) z
Name of System:
i member of any of the ., please complste the following:
Assignment: O Futitime OFarttime  Employer (other than SCC):
[Ty —]
Are you retired from any of i " Oves Ot
11 yes, which system:
PRIMARY CONTACT IN CASE OF EMERGENCY:
Name: Address:
Home Phone: Work Phone:
due: ious i ident, when the i ], the.
District authori their y

Oath or Affirmation of Loyalty

OATH OR AFFIRMATION OF LOYALTY

(This form is under Section 3 of Article XX of the Constitution of the State of California)

(print full name),

-
do solemaly swear (or affirm) that-

Check apprapriate box

I 8. Citizens:
I will suppert and defend the Constitution of the United States and the Constitution of the
State of California against all enemies, foreign and domestic; that I will bear faith and
allegiance to the Constifution of the United States and the Constifution of fhe State of
California; that T take this obligation freely, without any mental reservation or purpose of
evasion; and that I will well and faithfully discharge the duties upon which I am sbout to

enter.

|

l

mployees who are ot U. S. Citizen
T will support the instifutions and policies of the United States of America during the period
of my sojourn in the State of California; that I take this obligation freely, without any mental
reservation or puspose of evasion: and that I will well and faithfully discharge the duties
upon which T am about to enter.”

claiming religious exemption under the Religious Freedom and R
Act of 1093:

I agree o loyally and lawfully discharge the duties of my assigned position and. in
accordance with the performance of these duties, [ agree to abide by the Constifution of the
Unifed States and the Constitution of the State of California and any and all laws set forth by
the federal and state governments and the Solano Community College District.”

Executed this day of

City State

I cartify (or declare) under penalty or perjury that the foregoing i mue
and corract.
Ee

Signature




HIRING PROCESS

Policies and Procedures

Solano Community College District

Policies and Procedures

SOLANO

COMMUNITY COLLEGE

As 2 naw employee, you must review our policie3s and procedures that are located at:

http://wrwr.solanc.edu/district_policies/

Administration Policies, Series 2000

* 2067 Computer and Network Use

Human Resources Policies, Series 4000

4215 Smoking on Campus

4270 Sexual Harassment [far employess and studsnts)

* 4285 Unlawful{Prohibited Discrimination {employees and students)
* 4300 Drug-Free Workplace

+ 4710 Employees Not Included in the Classified Service

Please print your name, sign and date below, confirming you have reviewed the sbove policies and
procedures.

Print Nama Signature Date

Form I-9
(Employee Completes Page 1)

Employment Eligibility Verification USCIS

USS. Citizenship and Immigration Services

» START HERE: Read instru Iy ing thi i
during completion of this form. Employers are liable for errors in the completion of this form.

ANTLDISCRIMINATION NOTICE: It s llegal 1o discriminate against work-autherized individuals. Employers CANNOT specy which document(s) an
§ - vt

identity. The refusai o hire or continue to mploy an individual because the

Department of Homeland Security Form19

must be available, either in paper or electronical

xpiraton date may
Section 1. ion and i d sign Section 1 of Form 19 no later
of sccepting a job offer.)
Last Name (Family Name) First Name (Given Name) Middde inital ‘ Other Last Names Used (i any)
City or Town St |2 Cose

Address (Strect Number and Name) ‘m. Number

Date of Birth (mmiddiyyy) | US Social Securty Number

HEREEREEENN

Employes's E-mail Address

Employes's Telephone Number

| am aware that federal law provides for imprisonment andlor fines for false statements or use of false documents in
connection with the completion of this form.

I attest, under penalty of perjury, that | am (check one of the following boxes):

[] 1. A citizen of the Uinted States.

0z - - e Ued

O= Humer);

[] + An shen authorzsd 1o work ol (xpration oate, 1 applcabie, mmcdyyyy)
Same aliens may write "NIA” in the expiration date field. (See instnuctions)

Al of i
An Alfen Regisiration NumberUSC! OR Form 134 A

1. Afien Registraion NumberUSCIS Number:
OR

o complete Form -9
OR Foreign Passport Number.

R emm
o bt e = T Sace

2 Form |24 Admission Number:

3. Foreign

Country of Issuance:

Classified Employment Application Form

CLASSIFIED

OYMENT APPLICATION

=== b i s

Hms,

g s | &+

EDUCATION:

[

wares Aarded |5 i
[E——— o inar aren
Tax or me | compums

it ks Sl mgutber Sotimurn Sl

4000 Suisun Valley Road * Suisun, CA 34385-3197 * Phone: 707/864-7128 ® www.solano.cc.caus

Form I-9 — Page 2
(Hiring Manager completes Page 2)

~ Employment Eligibility Verification
Department of Homeland Security

USS. Citizenship and bnmigration Services

Employer or Authorized Representative Review and Verinication

Empioyer You
| must pnyscay examine ane aocument o List A OF & comiation of ane document o List B 3nd ans document rom List a5 isted an the “Lists
lor Accepranie Documents. )

[Employes Info from g Last Harme (Fariy rame) ilriles oven ame] T |GresrarpmTgron oo
—
ListA ListB AND TistC
identity and Employment Authorization igsnirty Employment Authorization
Document Tite [Dosument T Document Tiie
Tesuing AEOry suing Aumorty 1550ng ALnORY

Document Fumber

Expration Date (7any) (MmBEYYIY
S

TEEing AUETOrTY (Additional Information

[Expiration Date (7 any) (MAVEGYIYY EXpiraton Dats (¥ any) (MMGaNYTY]

Do ot i i Thl Spece

Expraton Date (7 any) (MMEGYITY

Document Tite

Tesuing Auorty

Expraton Date (7 any) (MMEGYYTY]

Certification: | attest, under penalty of perjury, that {1) | employee,
e named, and (3] to the best of my knowledge the

‘ Signature of Employes Today's Date (mmiddiyyyy)

Breparer and/or Translator Certification (Check onel:
| ]

sction 1)

| »
Tattest, under penalty of perjury, that | have assisted in the completion of Section 1 of this form and that to the best of my

knowledge the i is true and correct.

‘Signature of Preparer or Translator ‘mes Date (mmiddiyyyy)

Last Name (Famiy Nams) First Name (Given Name]

Address (Streat Number and Name) City or Town o Cose

(2) the above-listed document{s) appear to be genuine and i
employee is authorized to work in the United States.
The 2 da —a Y] i i
o poyeror Togays Tioe of Empioyer
‘Hmm i Organizaion Name.
5 i ana Name) | ity or Town [sate [21P coce

SeCon 3. Revercation and Remies i ‘employer ]

A New Name (¥ appilcable) [B-Date of Rehire i appicatie)
Lastame (ramiy wame)

First Name (Ghven Name) Widdie Inbal | Date jomiddyyyy)

[EF or

Dosument TRe Document Humper ‘ Expiranon Date @ any) (rAvoayyyY)

T attest, under penalty of perjury, that to the best of my knowledge, thi i ek in th . and it
ploy . th be individual

“SigRatire of Empoyer Or ARMONZEd Represeniate

Tosys Date MMGBYTYY)

Nama ot Smpioye o Autharaed Represare ‘

Form 18 10212018 Pazedof3

Note: when verifying the I-9 documents, you MUST see IN PERSON the documents you are

verifying. I-9 must have an applicant WET SIGNATURE & you must ATTACH a copy of the
document(s) used for employment verification with the employment packet.




HIRING PROCESS

Security and Confidentiality Agreement

[m Security and Confidentiality Agreement

SOLANO
Security and confidentiality are matters of concern to all Solane Co and contract
imwhhnmhﬂ;ﬁ,mﬂeqlm m%wubmbyﬂmm ngﬂtﬁmdpnm

imncluding
Act of 1974 (FERP4), a federal Lww regarding the privacy of stadent records. SCCD and its enyployees are also bound by other federal and state Laws,

HIPAA and other medical information protection Laws, the Grabam-T each-Bliley Act and PCIDSS laws and rezulations protecting
payment card and financial and California’s ion Practices Act of 1977, to protect financial, employment and medical reconds.
(These laws and regulations are outlined on the reverse side of this docoment )

All SCCD enployes and student records are to be considered ial amd, therefore, each emgl of SCCD is
sa:nmymdmnﬁmmahryefd&mMmmzsmmammm“wbyhmmnummm
wniemmmmmsmhmgmsmsﬂxhnﬁnmalamm Regandless of employment stafus, these students take on
the same responsibility as an employes with respect to

An individual's conduct, sither on o off the job, may threaten the security and confdensiality of records. Each enployes and/or shudemt
enployesTepesenttive and'or contract staff member i expected to adhere o the following nies and regulations:

1. Enployees/Stadent Enployees' Contract Saff will not access or use, or allow others to access of use, any unauthorized information or
‘records maintained, shored or processed by the District =

2 WWWQWSBIWEMMWMLGMMWMWMWWM

ion acquired by virhae of their work assipnment or access to Distmict records.

3. EnoployeesSudent EnmployessContract Staff will not exhibet ar divulge the contents of any record or repert to any person except in the
conduct of their work assinment and in accordance with the District policies and

4 Contract Saff are tohmwmi\n‘lusﬂnﬂﬂnmmmﬂmnﬁhnalqpnhusmd
procedures partioular o their work assinment.

5. EnployeesShudent BmhyeesucmmSafmﬂnmhnmnglynﬂmhcmmbenﬂmhdmmymcmdaﬂs&mz

or misleading data. ’Shadent Employees/Contract Seaff will not knomingly expunge or cause to be expunged any record,

‘transaction o report of dafa entry.

6. EnployeesShudent Enployess'Contract Saff will not remove any afficial record or repart, ar copy thereof, fom the office where it is
mamntaned euwept in performance of their job-related duties.

7. Enployees/Student Enployess Contract Staff will not 2id, abet or act in conspiracy with anoher to violate amy part of this cods.

& Mymﬁgdawmdmmﬁmhwmmhmd(nmgmmndy

) i thy ity of their individual Compuster ID and
Paszword and their use ao:ssgmn!im@u! of the system.

Federal Laws: and ations

Eamily Righés and Privacy Act of 1974 Policy (FERFA)

The Educational Rights and Privacy Act of 1074 is a federal L the: of student records and the. the

mmmpmymﬂuﬁmggﬁmmm;mmm’gmm Gmnmau:gnnnwhp:mmwFMA

and fiture to comply with FERPA may result in federl fimds being withheld from SCCT.

) Student Faucafion Recard

Callege afficials (defined as any person engployed by the college in an admin: academic, research of suppert staff pesition, or a
‘of under confract o the o a 1o access FERPA information IF they have 2

%ﬂm ].'7 inferest ™ A “legitimar, i w mﬂnmﬂz;nﬁualspnammdsumcbym

agreement, a(ﬂrﬂaﬁhag\dﬁsaﬁnﬂmwhmﬂnsﬁsﬂpﬂ a sarvice or benefit relating to the shadent or
m;ﬁu)y(snm:shalﬂlm coumseling, job placement or financial aid) or disclosrs of information in response to a judicial arder o legally
issued subpoena.

Smdent may withhold Directory Infarmation by notfiing the Office of Admizsions and Fieconds in writing.

Solano Conmmmity College District will not release personalty identifiable information from a smadent’s education record without the smdent’s
‘WIiten consent B.m\i]ssiiﬂusmﬂmtsa; [parents are not pemuttad access to their son’s or daughter’s education records unless the student has

Information
Other information protected by state and federal laws and resnlations inchades, ut is not Hmited to:
= Meadical Treatment records that inchude records mamtined by phyzidans, psychiatrists and psvchologists
-  Engloyment records when enplovment is not confingent on being a sudent
- Raecords cexed and meintained by a law nforcement unit (campus safety)

Fedel and State legizlation i extensive and m;mmmnmﬂmlvmnh@—hdm Any legidlation
mmdm!mmmnghsa:\mvfacdmﬁdzmalmnfmﬂmmmwhdlhbmimgupm the Solano Camrmmity Collage Dismia, is also hinding
upon its Enplk Seaff, whather it i i this document or pot.

Bvslmmgﬂnsmlnmksxdx:dan: ‘Tesponshili ﬁu’m\xﬂmsmﬂ:epeimmufnwrapmﬂtﬂmswmchmdukamﬁm
Salano Commmmity College Dés iog T miraen prisacy of all distmict dam in accordance wih palicies ad procedures of
Solano Commumity College District. Ihawmﬂminnd!s(x:dﬂnsAmmmmaf

[—

Printed Name: Employee’s Signamre: Date:

IT Set Up Process

HR submits a work ticket
to the IT HELPDESK when
the new Temporary
Employee is set up in
Banner.

IT staff will reach out to
the Manager with their
form to complete and list
the IT supports needed by
the employee for their
position.

The Manager informs HR
when the employee’s
position ends so they can
terminate the employee
in Banner and inform IT to
terminate access.




HIRING PROCESS

Additional Information to Give Employee

There is a portion of the temporary employee packet that contains important regarding their
employment. This must be read by the temporary employee and is provided to them online or
in the employment packet. Only the Policies and Procedures Form needs to be submitted to
HR.

=% Policies and Procedures Form
This form returned to HR as part of the required new employee application documents
lists Solano Community College Policies; that it is expected are read by the employee
before the document is signed. Policies are located online;
http://www.solano.edu/district policies/.

Administration Policies, Series 2000
=%+ 2067 — Computer and Network Use

Human Resources Policies, Series 4000

4215 — Smoking on Campus

4270 — Sexual Harassment (for employees and students)

4285 — Unlawful/Prohibited Discrimination (employees and students)
4300 — Drug-Free Workplace

4710 — Employees Not Included in the Classified Service

e

=% Short-term Workers and Substitute Workers Memo
This document is an overview of the employment process, timesheet & payroll, and
other important information.

=% Online Training Required
This document lists the Online Short Term Temporary Employee trainings that the
employee is required to complete that are hosted on the Keenan Safe Colleges training
platform.

=% Healthy Workplaces/Healthy Families Act of 2014 -
Informational document about paid sick leave.

=%+ How to View Your Sick Leave in My Solano

% Keenan New Hire Pamphlet
This document discusses workplace injury/Workers’ Compensation

=% Campus Map



http://www.solano.edu/district_policies/

Manager & Supervisor Responsibilities

Orientation

It is the responsibility of the Manager to ensure that the new employee is given an orientation. The following
items should be discussed during the orientation.

Manager Orientation Components

Explanation of the hiring process (Live Scan, TB, Board Approval, and required employment paperwork,
e.g., I-9 and Security and Confidentiality Agreement).

Explanation of the timesheet/payroll process, who signs their timesheet. (See Timesheet/Payroll process.)
The employees’ roles and responsibilities.

Explain sick leave accrual and use; and how they may look up their leave in My Solano.

Expectations of the manager.

Show them around the department and introduce them to their coworkers.

The orientation must be provided by the manager, supervisor, or support staff in the Department, not by
another temporary employee.

Keenan SafeColleges Online Trainings

It is expected that the manager will provide time for the new employee to complete the Online Keenan
trainings; theses trainings are a condition of employment for the employee and are set up & required by
Human Resources.

Keenan Trainings Set-Up Trainings Required at this time
Human Resources creates an account in Bloodborne Pathogen Exposure Prevention
Keenan SafeColleges (employee personal Cal/OSHA COVID 19 Protection Plan

email address may be used by HR).

General Ethics in the Workplace

Employee will receive an email from Hazard Communication: Right to Understand
Keenan SafeColleges prompting them to Managing Hazardous Waste in California

set up a password, which will allow them
to access the online training videos

Mandated Reporter: Child Abuse and Neglect

Sexual Harassment Prevention for Non-Managers

It is recommended that the trainings be Slips, Trips and Falls
completed within 30 days of beginning Title IX: Roles of Employees
employment. Workplace Bullying: Awareness and Prevention

* Hazing Awareness and Prevention (Athletics)
* Student Drug & Alcohol Abuse (Athletics)

* Van Safety (Athletics)

* Food Safety and Kitchen Sanitation (ELC)

* Playground Supervision (ELC)

Athletics and Early Learning Center have Additional Training Requirements




Sick Leave
Healthy Workplaces/Healthy Family Act of 2014
Per the State of California’s Healthy Workplaces/Healthy Family Act of 2014 (AB 1522), temporary
employees may accrue sick leave based on the number of hours worked. Employee must work 90 or
more days to be entitled to paid sick leave.

Accruing Sick Leave
Accrual begins on the first day of employment.
Employee earns one (1) hour of sick leave for every 30 hours worked.
Employee can accrue up to 24 hours per year, for two years, for a total of 48 hours maximum.

YV V VYV V

Sick leave hours are tracked through Banner. Employee can view their sick leave hours in My Solano.

How to View Sick Leave through My Solano

1. Employee will log into their My Solano account. They will see “Temp Employee Pay Stub” link on
their home page. They will click this link:

ML Bl e i

Personal Information

Lipilate Addresses &
and Phones

Calendar

Update E-mal £

AddOrEsses Mo Calendars Retumnesd

Ipdate Emargency £y
Conlacls

—
Z g
—
e —
Change Passwan 3 f

< May 2018 >

12 13 14 15 16 “ 18

19 20 b b ) 23 4 25
26 a7 28 2 0 A

Temp Employee Pay Stub

Temp Empioyee Pay Sub

. Getting to Solano

My Events Gt My Calenda

Failed to get st of events
-
= —

[k [
e e e & 1/

2. They will be brought to self-service (SSB) and see this

Personal Information Student fEZXT=PY Financial Aid

Pay Stub
@ Choose a year and then select Display.

Pay Stub Year:




3. They will click on “Return to Menu” on the right-hand side of the screen:

N

RETURN TO MENU | SITE MAP HELP EXIT

4. They will see this menu and click on “Leave Balances”:

Personal Information Student A3 TU0ITETA  Financial Aid

Search Go

Employee

Benefits and Deductions
Retirement, health, flaxible spending, miscellanzous, Benefit Statement.

Job mmary
Pay ub

5. They will be brought to this screen and will be able to see the number of hours they have:

Personal Information Student FEOTINSR Financial Aid

Search

Leave Balances

[¥ SPECIAL NOTICE: Personal Necessity Hours are Number of Hours USED and NOT AVAILABLE BALANCE as Stated.

List of Leave Types
TYPE of Leave Hours or Days Available Beginning Balance Earned as of May 17, 2019 Taken as of May 17, 2019 Available Balance as of May 17, 2019

Sick Lv for Temps/Student Wrks Hours 8.33 .00 .00 8.33

[ Pay Stub ]
RELEASE: 8.12.1.5

[© 2019 Ellucian Company L.P. and its affiliates.

Using Sick Leave

The employer must: “Allow eligible employees to use accrued paid sick leave upon reasonable request.”

> Employee may use accrued sick leave beginning the 90™ day of employment.

» Employee may take paid sick leave “for employee’s own, or a family member for the diagnosis, care or
treatment of an existing health condition or preventative care, or for specific purposes for an employee
who is a victim of domestic violence, sexual assault, or stalking.”

» The request to use sick leave may be in writing or verbally.

The use of sick leave must be approved by the employee’s supervisor.

> Employee will indicate the use of sick leave on their timesheet.

A\ 4




Timesheet/Payroll Process

It is the hiring supervisor’s responsibility to explain the timesheet/timeline and payroll
process.

The process is explained in the Temporary new hire memo; however, it is important to insure the Temporary
employee understands the entire process.

The Payroll Process and Timeline
Employees are paid once a month. A pay period starts on the 215t of each month and ends of the 20™ of the
following month. Work performed within a pay period will be paid on the 10™ of the month, following the last

day of the pay period.

If the 10t of the month falls on a weekend or holiday, payday will be the Friday before.

Example pay period:

I TS .
S M| T |W|T|F]|S S M| T | W | T|F]|S S M| T |W|T]|F]|S

1 2 3 4 5 6 1 2 3 4 1

7 8 9 (10|11 |12 | 13 5 6 7 8 9 |10 | 11 2 3 4 5 6 7 8

14 | 15 | 16 | 17 | 18 | 19 | 20 12 1A3 14 | 15 | 16 | 17 | 18 9 |10 (11|12 (13| 14 | 15
i\ I\

\21/ 22 | 23 | 24 | 25 | 26 | 27 19 72/(\)( 21 | 22 |23 | 24| 25 16 | 17 | 18 | 19 | 20 | 21 | 22
V N

28 | 29 | 30 26 | 27 |28 | 29 | 30 | 31 23 | 24 | 25 | 26 | 27 | 28 | 29

30

O Beginning of the pay period * End of the pay period Pay day




TIMESHEET/PAYROLL PROCESS

Filling Out a Timesheet
To get paid, the employee must fill out a timesheet for each position they have each month. The supervisor

must forward it to payroll for processing. Each timesheet must have a matching Form 6.

SOLANO COMMUNITY COLLEGE DISTRICT
(CLASSIFIED TEMPORARY / SUBSTITUTE — FEDERAL WORKSTUDY — STUDENT WORKER TIMESHEET

FOR MONTH ENDING: wn 10 NAME:
v
Please check oppicabie ox: S0C D8
Temporary-Classified: n Department:
Substitute-Classified: n
Precsa do . ¥
Federal Wanistugy: n
CalWORKs: n
Piecas gl chack T Workmucy b e eve CoWDRIY TWE il
‘Student Werker: n
Pazma do g chack musient workar b o ore 2 Seg, 1l ae Fa. Worksnudy
IMPORTANT:

- Due in the payroll department on the 215t of each manth

- Enter your time, using & space Detween the time and AM o FM [or enter military time|

- Any shift exceeding & haurs must have an unasid bresk indicated [30 minutes minimum|

-Usz the 2nd In and Out columns anly if shift has unpaid oreaks

- Enzure the total hours per day, and total hours warked below are correct

- 23 hours per week maximum (all positions combined)

- Allinformation requested must e provides, inchudi ye= and budg) ger signature:

- I you Bre not able to type in your hours, pleazs email for azsistance: Payrolifizoisnc.edu
- sick beave iz used, please enter in the sick hours column ggly, 6o not include it in the In/Out columns

| pate In out In out [ Total Hours | sick Hours PAYROLL DEFT LISE OKLY
n
= HOURS x§ fHR=3
F7]
2 SIT
] noTES:

= p—— - —
its, and that i

9
record of actusl fime workex for the payrall perios 'mi*

[Nt recuires for tampy )

FORM 6 OKFIET 1T /
Empiayee Signature Date /
Eucgsr Mansger Signature Date

HE R H E R R R G R S R - L ]

Timesheet
Supervisor MUST make sure the
employee has a copy of the Excel file
timesheet, or a printed copy, so
employee can track their hours worked.

The Excel file timesheet has formulas
already in place to make it easier to
calculate hours worked.

A copy of the Excel file timesheet may be
requested from payroll at:
Payroll@solano.edu.

Processing Timesheet
Employee fills out timesheet, signs, and
submits to supervisor.

Supervisor verifies hours, signs the
timesheet, and submits to budget
manager.

Manager reviews timesheet, signs, and
submits to Payroll no later than the 215t
of each month.

Paychecks

At this time, all paychecks are mailed to the employee. The first paycheck will always be a

live check (even if a Direct Deposit is requested).



mailto:Payroll@solano.edu

EMPLOYMENT CONTINUATION OR SEPARATION

All Temporary employment ends at the end of each Fiscal Year (June 30).

You have two choices.

e Bring the employee back for the next Fiscal Year.
e Endthe employment, say thank you and goodbye.

It is important to note that temporary employment at Solano Community College is not a guaranteed
position. Each fiscal year, the department should assess the need for additional temporary help.

Bring Temporary Employee Back
If you bring the employee back for the next fiscal year, you will need to meet the following requirements.

» Governing Board Approval

» Create a New Form 6

» Employee may need to renew their Tuberculosis clearance as it must be renewed every four years. Ask
Human Resources if you have any questions.

Separation of Employment

If your temporary employee will not be returning, or if they leave during the fiscal year, please notify Human
Resources so they may end their employment record in Banner and let the IT department know to terminate
access to SCC platforms. If employee sends a written notice of resignation, please forward it to Human
Resources.

REFERENCES:

California Education Code (2020). Section 88003 (c) and (d), 937.

Internal Revenue Service. Affordable Care Act. Identifying Full-Time Employee
https://www.irs.gov/affordable-care-act/employers/employer-shared-responsibility-provisions

Solano Community College. District Policies. Employees Not Included in The Classified Service (4710).
http://www.solano.edu/district_policies/4000/BP4710.pdf

State of California. Department of Industrial Relations. Healthy Workplace Healthy Family Act of 2014 (AB
1522). May-22May 22https://www.dir.ca.gov/dIse/ab1522.html
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