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SHORT TERM, NON-CONTINUOUS
STAFF OPTIONS

Professional Expert

Definition: An individual with specialized technical or
professional expertise not typically found in the
classified service, hired for a specific project.

Purpose: Provide advanced technical or professional
expertise. (Ex: CPR)

Duration: Temporary; tied to project duration.

Pre-Approval: Supervisor must complete and submit
Forms HR-12 and HR-13.

Key Points: Cannot perform duties regularly assigned
to classified staff; at-will.

Work Out-of-Class (WOC) Assignment

Definition: A temporary assignment where a current
classified employee performs the full duties of a
higher-level classification.

Purpose: Temporary higher-level work during
short-term operational needs. (Ex: Absence or
vacancy)

Duration: Up to 5 working days in 15 without OOC
pay; beyond that, must be paid higher rate.

Pre-Approval: Supervisor must complete and
submit Form HR-03.

Key Points: Cannot replace properly filling a
higher-level vacancy.

Student Worker

Definition: A current, enrolled student employed part-time to perform
supportive tasks that supplement but do not replace regular classified work.

Purpose: Provide temporary, part-time work for students.

Duration: Must remain part-time; ends when student enrollment ends.
Pre-Approval: Supervisor must complete and submit Form HR-06.
Key Points: Cannot fill regular classified positions; no seniority.
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Substitute Employee

Definition: An individual employed to
temporarily take the place of an absent
regular employee or to fill a vacancy for a
limited period.

Purpose: Cover absences or short-term
vacancies. (Ex: Medical leave or recruitment)

Duration: Classified — up to 60 calendar days
in a vacancy for each assignment; and < 75%
of the school year (=180 working days).

Pre-Approval: Supervisor must complete and
submit Form HR-08.

Key Points: May not be used for ongoing
work; at-will.

Short-Term Employee

Definition: A person hired for a finite,
non-recurring project or service with a defined
start and end date set in advance.

Purpose: One-time, non-recurring project or
service. (Ex: New software)

Duration: = 75% of the school year (=180
working days).

Pre-Approval: Board approval required in
advance. Supervisor must complete and submit
Forms HR-01and HR-02.

Key Points: Cannot perform ongoing duties or
replace classified staff; at-will.

Other
Consideration

30 hrs/week may be
mandate for medical
benefits




