ORANGE COUNTY SOCIAL SERVICES AGENCY
ADMINISTRATIVE POLICIES AND PROCEDURES MANUAL
Subject:

Temporary Help Positions

Approved:

Number: C 6
Date: 07/07/09

________________________________________
I.

PURPOSE
To establish guidelines and procedures for requesting, processing and utilizing temporary help positions.

________________________________________

II.

POLICY

A.

SS
A

Temporary help positions are authorized to meet immediate, short-term or emergency staffing needs.
Temporary help employees are provided by various temporary help agencies with established contracts
with the County of Orange. They are not intended as substitutes for situations that would normally
require a regular position. The request and approval process is simplified in order to respond
expeditiously to short-term and emergency needs.
Flex time and overtime are not authorized for temporary help employees. Temporary help employees are
eligible for overtime when they work more than eight (8) hours per day. Supervisors must ensure that
temporary help employees do not exceed an eight (8) hour shift and do not work overtime.
Authorized Utilization

Government Code 31000.4 authorizes use of temporary contract staff. Temporary help positions
are hired only through temporary help firms on a contractual basis. These positions are primarily
for clerical and general labor positions where the need is immediate and short-term (contractors
can respond in 24 hours). Contracts are not to exceed 90 calendar days, including extensions.
Unauthorized Utilization
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B.

III.

O

Temporary help positions are also filled in order to (a) meet long term or new program staffing
needs, (b) evaluate employees before placing them in a regular position, and/or (c) avoid costs of
employee benefits where a regular position is required.

________________________________________

PROCEDURE
A.

Request for Approval
1.

The requesting supervisor/manager or designee contacts the Social Services Agency (SSA)
Human Resources Career Development (HRCD) Analyst to determine the equivalent
classification in the master contract and ensure that the contract is cost effective for the
County.

2.

The requesting supervisor/manager or designee completes and signs Temporary Help
Request form (Attachment A) who will forward request to their Division Director or designee
who in turn forwards the request to SSA HRCD Analyst once approved.

3.

SSA HRCD Analyst performs the following actions:
a.

Reviews form to determine if the request is an extension of a current contract. If it is
an extension to an existing contract, ensures that the total days requested on the
original request and the extension do not exceed 90 calendar days.

b.

Contacts requesting supervisor/manager to confirm duties to be assigned and tentative
dates of assignment.

c.

Contacts contracting firm(s) to obtain prospective employee information, hourly rate,
and appropriate classification.

d.

Assigns a temporary help number for tracking and enters this number on the form.

B.

Calculates estimated cost based on the dates of assignment and hourly rate, and enters
this information on the form.

f.

Obtains approval signature from the SSA HRCD Manager or designee.

SSA HRCD Analyst submits the completed form to the Director of Administrative Services or
designee for approval. Once approval is acquired, SSA HRCD Analyst performs the following
actions:
a.

Submits the completed form to SSA Procurement Services for purchase agreement
development.

b.

Contacts contracting firm(s) to obtain personal employee data and submits a
background clearance request.

c.

Once the background clearance and purchase agreements have been completed, SSA
HRCD Analyst contacts the requesting supervisor/manager provides name of
temporary help employee, and confirms start date/time.

d.

Notifies temporary help agency of final approval and confirms employee start date.

e.

Distributes copies of approved request to contracting firm, SSA Procurement Services,
Financial Services, the approving supervisor, and the temporary employee’s supervisor.

Responsibilities
1.

2.

SS
A

4.

e.

The temporary help employee’s supervisor should:
a.

Verify and authorize timesheets, retain copies, and forward to SSA Procurement
Services.

b.

Contact SSA HRCD Analyst if the employee fails to report, performs in an
unsatisfactory manner, terminates, or is hired by the County (after 30 days as
temporary help). Any questions or changes are directed to SSA HRCD Analyst.

c.

Ensure temporary employee does not work beyond 90 days.

SSA HRCD Analyst will track and inform supervisor and manager of contract expiration (90
days) 30 days in advance of expiration.

ATTACHMENTS
A.

Temporary Help Request Form
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