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Today’s Agenda

= Family Medical Leave Act
=  Selection Committee Training

= New Forms/Documents on HRS website

= Hiring Short-Term
Employees, Substitute Employees, Professional Experts, and Volunteers

Administrative Performance Evaluation
- Timeline/Checklist for Calendar Year 2010
(Handout)

Grants/Contracts

Emplo\/ nent, Diversity, and Employee Relations CHABOT
T LAS POSITAS
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Family Medical Leave Act

‘= Q. How soon after an employee provides notice of
the need for leave must an employer determine
whether someone is eligible for FMLA leave?

A. Absent extenuating circumstances, the regulations
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Family Medical Leave Act

- Overview

Covered employers must grant an eligible employee
up to a total of 12 workweeks of unpaid leave during
any 12-month period for one or more of the following

REcause of a serious health condition. -/g
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Family Medical Leave Act

Military Family Leave Provisions of the FMLA (Handout)

For any qualifying exigency arising out of the fact that a covered
military member (spouse, son, daughter, or parent) is on active duty
or call to active duty status

Activities that are considered qualifying exigencies and will permit
eligible employees who are family members of a covered military
member to take FMLA to address the most common issues that arise
When a covered member is deployed

Quelitying exigencies include military-sponsored functions,
gaunseling sessions, “rest and recuperation” making appropriate
aliieineial and legal arrangements, arranging for alternative childcare.
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Selection Committee Training

Administrative/Management Hiring
Procedures

lassified Hiring Procedures
=aculty Hiring Procedures
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http://www.clpccd.org/HR/HRGovForms.php

Checklist for Hiring Short-Term
Employees, Substitute Employees, Professional
Experts, and Volunteers

#A FINAL CLPCCD Compliance Form 2 OB 2010.pdf. - Adobe Acrobat Pro
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CHABOT-LAS POSITAS COMMUNITY COLLEGE DISTRICT
Office of Human Resource Services

.r_L£ Checklist for Hiring

Short-Term Employees, Substitute Employees, Professional Experts, and Volunteers

Short-Term Employee (Completed Classified Application form must be submitted if applicant has not previously
held position title in that unit or if the individual has had a break in service for ohe year or more.)

Short-term employees are not a part of the classified service. They are employed and paid for less than 75 percent of a college year
(including holidays, sick leave, vacation and other leaves of absences, imespective of number of hours worked per day) and they are not a
part of the classified service. A “short-term employee” is “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 continuing basis.” (Ed Code, §
BE003). Shori-term employees are hired for services that are not reoccurring and are not a permanent component of a district's operations.
Short-term employees employed by Chabot-Las Positas Community College District may not exceed 150 working days within a college
year.

Substitute Employee (To cover temporary leave of classified member)

(Completed Classified Application form must be submitted if applicant has not previously held position title in
That unit or if the individual has had a break in service for one year or more)

Substitute employees employed and paid for less than 75 percent of a college year (including holidays, sick leave, vacation and other
leaves of absences, irmespective of number of hours worked per day) are not a part of the classified service. A substitute employee is any
person employed to replace any classified employee who is temporarily absent from duty. (Ed Code, § 88003).

Substitute employees employed by Chabot-Las Positas Community College District for the temporary leave of a classified member may not
exceed 150 working days within a college year.

Substitute Employee (Recruitment)

(Completed Classified Application form must be submitted if applicant has not previously held position title in that
unit or if the individual has had a break in service for one year or more.)

When a district is in the process of filling a vacancy with a permanent employee, a district governing board may fill this vacancy through the
employment, for not more than 60 calendar days, of one or more substitute employees, unless a collective bargaining agreement in effect
provides for a different time period.

Professional Expert
Professional experts are not part of the classified service. They are employed on a temporary basis for a specific project. Professional

experts are hired for their specialized knowledge or expertise not generally required of, or found within, the employee classifications
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= http:lhwww.clpced.orgfHR/documentsfFinallegallseofShort TermEmployees. pdf - Windows Internet Explorer
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Chabot Las Positas Community College District
: E,_ Office of Human Resource Services

Use of Short-Term Employvees, Substitutes, and Professional Experts

Community College Districts are not required to expand the ranks of the Classified
Service to cover work that is not an-ongoing component of their services or activities.
The Education Code provides some flexibility for a Community College District to
employ persons outside the classified service in very specific sifuations. as noted below:

1. Short-Term Employee
2. Substitute Emplovee
3. Professional Expert Emplovee

Short-Term Fmplovee
Education Code 83003 defines a short-term employee as one that is hired to perform a

service that once completed will not be extended or needed on a continuing basis.
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~= http:ffwww. clpocd orgfHRfdocumentsfEwaluation  Timelines?300 9. pdf - Windows Internet Explorer
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Grants and Contracts

= Please contact Human Resource Services for
assistance regarding items associated with
employment.
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'ployment, Diversity, and Employee
| Relations Update
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