


 
 What is a temporary employee anyway? 

 
 How to get your employee hired 

 
 A closer look at your favorite forms 

 
 (Hopefully) Helpful tips for smooth sailing 



Category Circumstances for Use Testing 
Process 

Length of 
Employment 

Provisional No current list is available to fill 
a regular position, full or part-
time. 

No test is 
required.  
Applicant must 
meet minimum 
qualifications. 

90 work days per 
assignment or until the 
list is established 
whichever is sooner.  
Consecutive part-time 
assignments  (not to 
exceed 6 hours/day) may 
be permitted. 

Special Part-Time 
Provisionals 
Tutors, Interpreters, 
Fire Tech, 
readers/graders, 
events/production 
assistants 

No current list is available to fill 
temporary position.  Incumbent 
will work non-consecutive, 
sporadic hours and dates. 

No test is 
required.  
Applicant must 
meet minimum 
qualifications. 

Not to exceed 6 hours per 
day for fiscal year 

Limited-Term (backfill) An  appointment is made from 
an eligibility list to fill a 
temporary absence of a regular 
employee. 

Test required 
(hired from  
eligibility list) 

length of employee's 
absence 

Limited-Term 
(additional temporary 
assistance) 

An appointment is made from 
an eligibility list to provide 
additional temporary assistance. 

Test required 
(hired from  
eligibility list) 

Six calendar months 

Professional Experts 
(Excluded from the 
classified service) 

on a temporary basis for a 
special project 

No test required no specific maximum but 
must be temporary 

DEFINITIONS 



 
Please email HR for eligibility list status.   

(unless Special Part-Time Provisional) 
 
 If there are 3 ranks of candidates on the eligibility 

list interested in the temporary assignment, you 
must select from the list.  These are considered 
limited-term assignments. 

 
 If there is no list or less than 3 ranks of candidates 

interested in the assignment, you may hire a person 
of your choice not on the list provided they meet 
the minimum qualifications for the classification.  
This is considered a provisional assignment. 

 
Employees cannot start working until the assignment 

has been approved by HR! 
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Just the basics… 
 

 A new authorization and relative status form is required 
every fiscal year for returning/continuing 
provisional/limited-term employees. New supporting 
paperwork is not necessary unless something has changed 
with regard to the information provided in such paperwork. 

   
 New supporting paperwork is not necessary for assignment 

revisions. 
 

 If  an employee is returning after a break in service of  over a 
year, a full new provisional/limited-term packet is required. 

 
 Provisional employees are paid at step 1 on the appropriate 

salary schedule.  To find the hourly rate, divide the monthly 
amount by 173.33.   
 The exception is a returning retiree or former 

employee who had advanced step placement prior to 
departure.  Please email HR for assistance in 
determining salary in these cases. 

 
 If  new to the assignment, an application is necessary as 

evidence the employee meets the minimum qualifications 
for the classification.  Employment history listed must 
include hours per week worked. 
 

 General provisional application link in new system: 
https://www.governmentjobs.com/careers/vcccd/jobs/1431547/pr
ovisional-pool-generic-application 
 
 
 
 
 
 

https://www.governmentjobs.com/careers/vcccd/jobs/1431547/provisional-pool-generic-application
https://www.governmentjobs.com/careers/vcccd/jobs/1431547/provisional-pool-generic-application






Professional Expert Tips 

 Location of Request for 
Professional Expert form: HR 
Tools 

 
 New employee?  

• Full paperwork packet(see 
Provisional) 

 Returning employee?  
• New supporting paperwork 

not required if no break of 
a year or longer  

 Current Employee? Explain!  
 
 Assignment dates cannot cross 

fiscal years. New 
authorization required each 
fiscal year. 

 
 Please keep a copy before 

sending to HR 
 
 Note: Assignments cannot begin 

until approved by HR.  

























Questions? 
 

Provisionals & Professional Experts 
Sarah Ayala x 5522 
 

Volunteers 
Maria Orozco x5526 

Once paperwork is received and complete, it will be forwarded to 
Michael Arnoldus for review and Michael Shanahan (professional 
experts only) for approval. 
 
When it has been approved, the requisitioner and manager will 
receive notification that the assignment was approved, as well as 
the date the new employees will be placed on HR Actions.   
 
From there, the paperwork is routed to the HR Technicians for 
further processing, and then routed to payroll  as the final step.  
 

As a reminder: 
All temporary employees cannot begin to work until the 

assignment has been approved by HR so please be proactive! 
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