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Limited Term Employee Flow Chart
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4-H Units and Councils are prohibited from hiring employees.  However, there may be times when the services of a limited term employee are needed.  In these cases, such as hiring camp employees, the following process should be followed.  
	Flow Chart  for Limited Term Employment

	County 4-H Council or Unit 
	County CE Office
	UC ANR Staff Personnel  Unit
	UC ANR Business Services Center

	





	
	
	


Processes hiring documents and provides employee with employment information.





Processes request for limited term employee.





Once approval is received, notifies county 4-H YDP staff and county director to proceed as needed following standard UC policies. 





Notifies UC ANR Business Services Center  (BOC) of the new hire





Reviews position description and creates request for limited term employee hire and submits to Staff Personnel Unit along with the UC account # to be used.











County 4-H YDP staff notifies 4-H Council/Unit, identifies or recruits person to be hired and completes paperwork required with the Staff Personnel Unit.





County office deposits check at local Bank of America following BOC process and identifies appropriate account to reimburse. 





County Director signs time sheet and submits to BOC for payment.





4-H Council/Unit writes check payable to Regents of The University of California for reimbursement of expenses and submits to county 4-H YDP staff and county director. 








Determines which staff need to be hired for the event, reviews position description and prepares a budget based on the UC position classifications. Consults the county director for current pay rates








Sets up payroll process to be paid from designated account.





Enters time in payroll system.





Provides accounting to county office.










