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WHAT POSITION/JOB DESCRIPTION WILL FIT FOR THIS EMPLOYMENT? 
 

 
 
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. 
 

 
 
 
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. 
 
 

WHAT TYPE OF EMPLOYMENT 
WILL IT BE? 

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

 
 

Special Projects 

The Special Projects 
Position and Pay 
Rate MUST be 

Approved by the 
Human Resources 

Director.  

 

Paid in Increments 
of $5 

Pay Range:            
$25 - $75 
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Temporary Interpreter Positions 
 
 
 

 

 
 

 
 
 

 
Operating Engineers Positions 

 
 

 
 
 
 
 
 
 

CSEA Positions 
 

Operating Engineers 

These positions assist in 
the following areas. 

• Athletics 

• Automotive 

• Facilities 

• Science Department 

• Telecommunications 
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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. 
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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 

 

 
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. 
 

• 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 an in-person interview, or 
o Set up a phone interview, or 
o Set up a Zoom interview 

 
• Select the candidate and inform them of your decision. 

 
 

 

https://www.schooljobs.com/careers/solanocc
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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 
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Due to the Affordable Care Act, Short-Term Employees may not work more than 25 hours per 
week or 100 hours per month.  

• Cannot exceed 150 workdays per fiscal year or, 
• Cannot work more than 999 hours per fiscal year. 
• Retired annuitants cannot work more than 960 hours per fiscal year. Any hours above 

this will affect their retirement pay and/or benefit contributions. 
• 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.  
 
 
 
 

Limitation of Short-Term Temp Hours  

*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 

 12 

CONDITIONS OF EMPLOYMENT  

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/ 
 
 

 
 
 
 
 
 
 
 
 
  

A. MUST HAVE FINGERPRINT CLEARANCE 
B. MUST HAVE TUBERCULOSIS CLEARANCE 
C. MUST HAVE GOVERNING BOARD APPROVAL 
D. MUST FILL OUT A TIMESHEET & SUBMIT TO 

SUPERVISOR TO BE PAID 

 

WHEN DO YOU WANT YOUR EMPLOYEE 
TO BEGIN? 

Employee MUST be approved by the 
Governing Board BEFORE they begin 
working. Therefore, the earliest that 
person may begin will be the day AFTER 
Board approval provided that all their 
hiring paperwork, Live Scan Fingerprints, 
TB & Employment Verification clearances 
are received and reviewed by HR. 

HR will notify you when they are clear to 
begin working.  
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The Form 6 (Personnel Payroll Action Form) 
 
           Complete each section with the details required. 

 

 
 

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

1. Check the box for New 
Employee, Yes or No. 

2. Write the fiscal year. 
3. Employees’ ID, and name. 
4. Check the box for the 

Classified classification. 
5. Job Title. 
6. Division/Department. 
7. Start & End Date. 
8. Job Duties 
9. Outcomes/Deliverables 
10.  Hourly Rate of Pay (Use 

Salary Schedule). 
11. Include “Not to Exceed” 

amount & hours. 
12. Funding/Grant name. 
13. Budget Distribution code(s). 
14. Approvals – Names AND 

Signatures of Project, 
Budget, and VP of division.  

15. Send to Fiscal Services for 
approval 4 days before due 
to HR for Board Agenda. 

16. Fiscal Services sends Form 6 
to HR for Board Agenda & 
Processing. 

 



HIRING PROCESS 

 14 

 

Required Employment Application Documents 
 

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

• W-4 (Federal Tax withholding) 
• DE-4 (CA State Tax withholding) 
• Direct Deposit Form for Payroll with voided check (Optional 

but recommended) 
• Personnel File Data Information 
• Oath or Affirmation of Loyalty (required by State of 

California) 
• Policies and Procedures Form 
• Classified Application 
• I-9 Employment Verification Form (completed with  

supervisor- WET signature required) 
• Include copy of item(s) used for I-9 Employment Verification 
• Security and Confidentiality Agreement 
• TB Memo & Authorization for Release of Information Form 

 

 
Samples of the Documents required for NEW employee.  
 
                      W-4                                                                 DE-4 
                     

      
 

 

For the most up 
to date Short  -
Term Temp 
Employee 
Application forms 
contact HR  

Please do not use 
OUT OF DATE 
FORMS as this 
will delay the 
employment 
application 
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(Optional Direct Deposit Form)  

 
 
                Personnel File Data                                                     Oath or Affirmation of Loyalty 

                                        
 
 

Direct Deposit Form - OPTIONAL but 
recommended 

PLEASE MAKE SURE THE FOLLOWING: 

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

• Bank information on form is the 
same as the check 

• Employee has initialed and signed 
form 
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            Policies and Procedures                                    Classified Employment Application Form 
                

               
 
                              Form I-9                                                                   Form I-9 – Page 2 
            (Employee Completes Page 1)                                       (Hiring Manager completes Page 2) 

            
 

 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. 
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   Security and Confidentiality Agreement 

 
 
 
 
 
 

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. 
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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 

 
 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/
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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 
 

Human Resources creates an account in 
Keenan SafeColleges (employee personal 
email address may be used by HR). 
 

Employee will receive an email from 
Keenan SafeColleges prompting them to 
set up a password, which will allow them 
to access the online training videos  
 

It is recommended that the trainings be 
completed within 30 days of beginning 
employment.  

Athletics and Early Learning Center have Additional Training Requirements 

* Hazing Awareness and Prevention (Athletics) 
* Student Drug & Alcohol Abuse (Athletics) 
* Van Safety (Athletics) 
* Food Safety and Kitchen Sanitation (ELC) 
* Playground Supervision (ELC) 

Trainings Required at this time 
 

Bloodborne Pathogen Exposure Prevention 
Cal/OSHA COVID 19 Protection Plan 
General Ethics in the Workplace 
Hazard Communication: Right to Understand 
Managing Hazardous Waste in California 
Mandated Reporter: Child Abuse and Neglect  
Sexual Harassment Prevention for Non-Managers 
Slips, Trips and Falls 
Title IX: Roles of Employees 
Workplace Bullying: Awareness and Prevention 
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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.  
 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: 

 
 
 

2. They will be brought to self-service (SSB) and see this 
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3. They will click on “Return to Menu” on the right-hand side of the screen: 

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

 

   
 

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

 
 

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 90th 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. 
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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 21st of each month and ends of the 20th of the 
following month. Work performed within a pay period will be paid on the 10th of the month, following the last 
day of the pay period. 

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

Example pay period: 

 

 

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

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 13 14 15 16 17 18 9 10 11 12 13 14 15

21 22 23 24 25 26 27 19 20 21 22 23 24 25 16 17 18 19 20 21 22

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

30

April May June
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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.  

 

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).  

 

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 21st 
of each month. 

mailto:Payroll@solano.edu
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All Temporary employment ends at the end of each Fiscal Year (June 30). 
 
You have two choices. 
 

• Bring the employee back for the next Fiscal Year. 
• End the 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/dlse/ab1522.html 
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