 Class 3 Short-term Temporary

Appointment Extension Guidelines


Special time limitations apply to Class 3 Short-term Temporary appointments with job codes that would be included in AFSCME Local 1761 or 888 titles if they were regularly appointed positions.  Extensions to the special time limitations may be requested using the attached form and submitted to the Office of Labor Relations at apptextensions.OLR@hr.rutgers.edu. Requests for submission must be received thirty (30) days prior to extension. There is no guarantee of approval for extensions. 
· Special Time Limitations:  
· AFSCME LOCAL 1761 limitations –
· A Class 3 employee who is hired to perform a job which, if it were a regularly appointed position, would be included in the AFSCME Local 1761 negotiations unit, may only be appointed for up to twelve (12) consecutive months with a four (4) month extension if necessary. The 24-month length of appointment allowance, therefore, does not apply. Class 3 employees with the following job codes: 03330 – Clerical Assistant and 03331 – Laboratory/ Technical Assistant, working twenty (20) or more hours per week fall into this category.

· AFSCME LOCAL 888 limitations –
· A Class 3 employee who is hired to perform a job which, if it were a regularly appointed position, would be included in the AFSCME Local 888 negotiations unit, may only be appointed for up to six (6) consecutive months with a three (3) month extension if necessary.  The 24-month length of appointment allowance, therefore does not apply. Class 3 employees with the job code: 03332 – Service / Maintenance Worker, working twenty (20) or more hours per week fall into this category.

· [bookmark: _Toc310542300]Once a Class 3 appointment has reached the end of an approved extension time limit, the hiring unit must  select  one of the following options: 
· May reduce workweek schedule to less than 20 hours per workweek, create a Class 4 Casual position under the Class 3 and Class 4 Employment Policy 60.1.5, and appoint to a Class 4 Casual employee. Schedule may be fixed, varied or intermittent, but hours worked are limited to an average of less than 20 hours per workweek per quarter.

· If there is an expectation of continued employment beyond that which is permissible by the Class 3 and Class 4 Employment Policy 60.1.5, for 20 or more hours per workweek, may create a new Class 1 Regular Staff position. Appointments may be up to full time.

· May eliminate the position

· Consult the Class 3 and Class 4 Employees website http://uhr.rutgers.edu/Class3andClass4/index.htm for more information. 

· Please contact your HR Consultant, the Office of Labor Relations (848-932-3020), or your HR Representative in Camden (856-225-6475) or Newark (973-353-5500) with any questions or for assistance. 
Class 3 Short-term Temporary

Appointment Extension Request Form


This form must be completed and submitted to the Office of Labor Relations at apptextensions.OLR@hr.rutgers.edu to request an appointment extension permissible by the AFSCME LOCAL 1761 and 888 negotiated agreements. This form applies to Class 3 Short-term Temporary positions working twenty (20) or more hours per week in the following job codes: 03330 – Clerical Assistant; 03331 – Laboratory/ Technical Assistant; 03332 – Service/ Maintenance Worker. Requests for submission must be received 30 days prior to extension. There is no guarantee of approval for extensions. 
The following information is required and must be completed for this request to be considered:
Department Name:      
[bookmark: Text2]Employee ID:      				
[bookmark: Text1]Employee Name:      
[bookmark: Text3][bookmark: Text4]Class 3 Job Code:      				Class 3 Job Title:      
[bookmark: Text16]Start Date:       				Hours Worked:        
Requested Extension: (Select one)
[bookmark: Check1]|_|	AFSCME Local 1761:  	12 months + 4 month extension	
[bookmark: Check2][bookmark: _GoBack]|_|	AFSCME Local 888: 	6 months + 3 month extension	

Extension Start Date:       			Extension End Date:      
Reason for Extension:  
[bookmark: Text8]     

The individual below has approved submission of this request form and certifies that the information in this document is accurate and complete.
[bookmark: Text13][bookmark: Text14]Name of Supervisor:       				Title:       		
[bookmark: Text15]Date:       

Office of Labor Relations Only
Approval    |_|	Denial	|_|	
Comments:      
Name:      				Date:       
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