USING TEMPORARY EMPLOYMENT TO RESOURCE readySC™ BUSINESS NEEDS
(Processes and Procedures)
As a primary user of the South Carolina Technical College System’s (SCTCS) temporary employment practices, readySC™ is required to work within the following policies and procedures as established by the Board.
	Policy
	8-7-100
	Employment Practices

	Procedure
	8-7-100.1
	Employment Practices (Definition of Temporary)

	Procedure
	8-7-100.2
	Employment Practices (Provisions related to Temporary status)

	Policy
	8-2-105
	Compensation for Temporary Faculty

	Procedure
	8-2-105.1
	Compensation for Temporary Faculty (Requirements for rate schedule)

	Policy
	6-1-100
	Customized Training

	Procedure
	6-1-100.1
	Customized Training (Establishing a training project, budgeting, and Board approval)

	Policy
	8-2-104
	Overtime Compensation

	Procedure
	8-2-104.1
	Overtime Compensation (Definitions & Approval requirements)



This Processes and Procedure document describes how readySC™ applies the above listed to meet its overall mission and business needs.  The Processes and Procedures specifically addressed in this document are…
ESTABLISHING TEMPORARY EMPLOYMENT RESOURCES FOR USE IN readySC™ PROJECTS 
DETERMINING THE NEED FOR TEMPORARY EMPLOYEES
RESOURCING readySC™ PROJECTS WITH TEMPORARY EMPLOYEES
HIRING NEW TEMPORARY EMPLOYEES FOR readySC™ BUSINESS NEEDS
PAYING TEMPORARY EMPLOYEES
readySC™’s ultimate deliverable is customized training for SC based companies.  To that end, readySC™ relies heavily on the use of temporary employees to fill needs that vary in duration from a few hours to time periods that exceed a year.  readySC™ Project Managers (Area Directors) are responsible for resourcing each project[endnoteRef:1] based on unique project goals and outcomes.  Because of the custom and dynamic nature of projects, managers utilize a variety of methods to find instructors, curriculum developers, subject matter experts, support personnel, etc. to ensure each project has the right resources and the right time. [1:  Project is defined as a potential or active training project.  It is customary for readySC™ to work with other economic development allies in the recruitment of companies to locate and expand in SC.  Therefore, some of the temporary employment needs for readySC™ are directed at recruiting efforts that do not result in readySC™ training.
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ESTABLISHING TEMPORARY EMPLOYMENT RESOURCES FOR USE IN readySC™ PROJECTS
There are three primary sources from which to select individuals for temporary employment to meet readySC™’s business needs.  Specifically these sources are…
· Temporary employees currently working for readySC™.
· Must have current paperwork on file.
· Must have available hours to work under the current conditions of employment.
· Temporary employees that have previously worked or are currently working elsewhere in the SCTCS.
· If currently working within the SCTCS, must have available hours to work under the current conditions of employment.
· Specific paperwork and offer of employment to work for readySC™ required.
· Qualified individuals that are not currently employed as a temporary by readySC™ or elsewhere within the SCTCS.
Additionally, temporary employees are eligible to be rehired with the following provisions.
· No single period of employment can exceed 12 months.
· There is a 2 week break in service during the 12 month period prior to rehire.
DETERMINING THE NEED FOR TEMPORARY EMPLOYEES
For each readySC™ project the following applies with regard to determining the need for temporary employees.
· Responsibility is with the Project Manager working in collaboration with readySC™ Sr. Managers.
· Factors involved in the decision to use temporary employees include (but are not limited to) the following…project schedule, project budget, specific project requirements with regard to planning and delivery, availability of in house resources.
RESOURCING A readySC™ PROJECT WITH TEMPORARY EMPLOYEES
When it is determined that a readySC™ project will need to utilize temporary employees it is the responsibility of the Project Manager, working in collaboration with readySC™ Sr. Managers, to develop a plan and strategy for resourcing the project to meet necessary goals and outcomes.
· Determine project needs based on project specifics such as project schedule, project budget, project discovery/design/delivery requirements, specific training requirements, support requirements, etc.
· Match project needs with existing resources.
· Consider current and SCTCS temporary employees that are logistically available for the project.
· Determine need for new temporary employees.
· If it is determined that new temporary employees are needed to meet the project needs, then follow the process below for HIRING NEW TEMPORARY EMPLOYEES FOR readySC™ BUSINESS NEEDS.

HIRING NEW TEMPORARY EMPLOYEES FOR readySC™ BUSINESS NEEDS
To facilitate the hiring process, readySC™ has established the following.
· A rate schedule with job requirements in accordance with Procedure 8-2-105.1, Compensation for Temporary Faculty (Requirements for rate schedule).
· Job descriptions to align with the rate schedule.
The process for hiring temporary employees for readySC™ business needs requires a decision to pursue one of two tracks for each position.  One track includes an open posting process to find potential temporary employees.  The other track does not include an open posting process.  Either or both tracks can be utilized to meet the specific needs as identified through the process for RESOURCING A readySC™ PROJECT WITH TEMPORARY EMPLOYEES.   The procedure for each track is detailed below; many steps are common for the 2 tracks.
	Open Posting Track
	No Posting Track

	The first step in hiring a new temporary employee is to receive the approval to hire from the readySC™ Operations Director or designee.

	readySC™ Project Manager (or designee) works with SCTCS HR to…
· Determine recruiting and advertising strategies and plan.
· Develop advertising specifics.
· Develop review and screening plan.
· Develop interview and selection plan.
	readySC™ Project Manager…
· Collaborates with readySC™ Sr. Manager(s) on staffing strategy.
· Uses local and statewide allied network to locate potential temporary employees.
· Matches candidates to project needs.
· Interviews and selects candidate(s) for hiring.

	HR conducts advertising.
	

	HR and readySC™ conduct review and screening.
	

	readySC™ and/or HR conduct interview and selection.
	

	End of 2 track process




	readySC™ Project Manager…
· Completes a Request for Personnel Action for selected candidate.  To include the following attachments or information.
· Job title to align with job descriptions noted above.
· Rationale for pay rate aligned with rate schedule and job requirements noted above.
· Sends completed/signed Request for Personnel Action 
· Sends completed/signed State Application 
· Sends completed/signed I-9 Employment Eligibility Verification Form and required documentation from candidate.  
· Sends completed/signed Authorization/Release Form for background check
· Sends ALL above forms together as a package by fax or email for readySC Director of Operations approval and signature.
· Mails original completed I-9 and Authorization Release form to HR.

	readySC™ Director of Operations…
· Generates and approves Request for Personnel Action.
· Ensures I-9/State Application/Authorization Release Forms are received and attached to Personnel Action
· Hand carries to Finance for approval of funding.

	Finance…
· Approves funding.
· readySC™ will hand carry to HR for on boarding process.

	HR processes Request for Personnel Action for readySC™ temporary employees. 
· Ensures readySC™ management and Finance Division have approved hiring action.
· Completes necessary background checks.
· Complete I9 verification.
· Informs readySC™ Project Manager that an offer of employment can be made.
· Confirms start date and hiring rate.
· Prepare offer letter.

	readySC™ Project Manager makes official offer and informs candidate that HR will contact them for on boarding.
· Reviews position details with candidate and makes job offer.
· Notify HR of candidate’s acceptance (HR will send letter upon notification).
· Notifies candidate that SCTCS HR staff will contact them via telephone and/or e-mail to complete their orientation/in-processing. 
· Provides candidate a Temporary Employee Orientation Packet (TEOP) or directs to www.readySC™.org  (follow link at bottom of page) to obtain TEOP materials. 

	HR conducts employee orientation, establishes employee personnel file and processes payroll and retirement documentation.
· Sends Notification of Employment letter to temporary employee.
· Establishes temporary employee personnel file.
· Contacts candidate via phone/e-mail to schedule orientation appointment.
· Conducts candidate orientation and guide candidate through completion of applicable forms included in the TEOP.
· Receives all applicable employee documents.
· Forwards applicable payroll and retirement forms Finance and Retirement System, as appropriate.


	Finance establishes employee payroll record.
· Sets up employee on Comptroller General Payroll
· Confirms payroll set-up with HR and readySC™
· Informs employee of timesheet requirements and submissions.

	readySC™ Admin Service Center records and processes incoming candidate selection documents.   
· [bookmark: OLE_LINK4][bookmark: OLE_LINK5]Receives approved readySC™ Form 100.01, Request for Personnel Action from HR.
· Logs candidate name, project assignment, job title, and hourly rate in the readySC™ Temporary Employee Roster
· Files Request for Personnel Action in Temporary Employee file.



PAYING TEMPORARY EMPLOYEES
Since readySC™ is part of a State agency it is bound by all State and Board policy and procedure related to paying employees.  Within that policy and procedure readySC™ operates as follows.
· Pay rates for temporary employees are established according to the rate schedule with job requirements; reference Procedure 8-2-105.1, Compensation for Temporary Faculty (Requirements for rate schedule).
· Adjustments to pay rates require justification and approvals as defined by the Request for Personnel Action.
· Timesheet requirements and submissions must be followed.
· Overtime is a rare exception.  When necessary, State and Board policy and procedure apply.

