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I.  General Procedures 
 

The Governing Board approved the fiscal year 2019-2020 budget on May 28, 2019. The following Temporary Guidelines 
remain in effect for fiscal year 2019-2020. Please refer to Administrative Procedures for details and rules regarding 
temporary employment. Temporary job 0 Tw 2 (12.3 (y)282sd (g)-12..3 (o)-12.023 Tw 0l Tf7 0 T7au)]TJ
0.218 Tw 3.5ment
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day of work for pay.  



https://maricopa.sharepoint.com/sites/DO/human-resources/benefits/Pages/default.aspx
https://maricopa.sharepoint.com/sites/DO/business/rm/Shared%20Documents/VSSA.doc
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TEMP JOB 
TYPE/JOB TITLE DESCRIPTION 

RATES 
JOB 

CODE 
EARN 
CODE 

PAY 
TYPE 

SIS 
ASSGN 
TYPE MINIMUM MAXIMUM 

            

MISCELLANEOUS JOBS 
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TEMP JOB 
TYPE/JOB TITLE DESCRIPTION 

RATES 
JOB 

CODE 
EARN 
CODE 

PAY 
TYPE 

SIS 
ASSGN 
TYPE MINIMUM MAXIMUM 

            

OCCUPATIONAL/HEALTH (continued) 

EMT Lab Tutor EMT 
Certified 

Provides curricula tutoring for 
students in Medical Technology/Fire 
Science or Police Academy training 
programs using required teaching 
materials.  Must be a certified EMT. 

$13.71 $22.56  
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The below temporary job codes require employee time entries made in order to receive pay for each job. 
 
When an employee does not have a positioned or primary job, the employee must be hired onto a position using one of 
the job codes listed below in order to be paid for reported hours. Additional hours at the same campus can be reported by 
entering the account code string for the course(s). 
 
When subbing at a different campus than the primary job, an additional position number and record are required for entry 
and payment of those hours.   
 
For more on how to enter substitute hours please locate the QRG, (quick reference guide) within the Employee Learning 
Center’s Resources area for HCM. 
 

 
TEMP JOB TYPE/JOB 

TITLE 
DESCRIPTION 

RATES 
JOB 

CODE 
EARN 
CODE 

PAY 
TYPE 

SIS 
ASSGN 
TYPE MINIMUM MAXIMUM 

            

HOURLY INSTRUCTOR/EDUCATION SUPPORT 

Substitute Pay 
Instructional 

Paid for each 25 minutes.  Use if 
this is the ONLY position for the 
employee at your college 

$19.00 $19.00 4028 SBD Time 
Entry 

 

Substitute Pay Evening 
Instructional (ONLY 
teaching evening and NO 
Day 

Paid for each 25 minutes.  Use if 
this is the ONLY position for the 
employee at your college 

$19.00 $19.00 4029 SBE Time 
Entry 

 

OCCUPATIONAL/HEALTH  

CPAT Proctor Candidate Physical Ability Test 
(CPAT) Proctor. $28.87  $29.12  4370 CPA Time 

Entry 
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ASSIGNMENT 
TYPE/JOB TITLE DESCRIPTION 

RATES 
JOB 

CODE 
EARN 
CODE 

PAY 
TYPE 

SIS 
ASSGN 
TYPE MINIMUM MAXIMUM 

            

BAND, CHOIR, THEATRE 

Band Director Two weeks @ $713.00 for each 30 
hour week. $713.00 $2,994.50 4300 BDD Addl 

Pay  

Band Assistant One week @ $713.00 for each 40 
hour week. $713.00 $2,411.00 4301 BDA Addl 

Pay  

MISCELLANEOUS 

Speech Activities Director Directs speech activities. 
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As of HCM R4 conversion, the following additional assignments have no job codes within HCM.   
Descriptions of the SIS codes found on these assignments are below. 
 

SIS 
CODES CODE TITLE DESCRIPTION 

SIS 
ASSGN 
TYPE 

      
RAS Reassigned Time Reassignment of
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Appendix 
 

A. Faculty Formulas 
 

  
 

Department Chair % of Residential Faculty Base 
�x 11% of schedule base salary 
�x 1% of schedule base salary for each Residential Faculty member in the department (excluding the chairperson). 
�x 0.5% of schedule base salary for each adjunct faculty member and for each full-time staff member or equivalent 

supervised by the chair.  
�x Pay for part-time staff who are supervised and evaluated by the Department/Division Chair shall  be  prorated  

(e.g.,  two  half-time  staff  members  equal  one  full-time  staff  member).  Pay will not be granted for supervising 
Federal Work Study employees.  

   
 

Occupational Program Director D.2.3 
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B. Supervision Duties from Residential Faculty Policy (RFP) 
(continued) 

 
Department/Division Assistant Chairs 

Based on the needs of the Department/Division, the Department/Division Chair may identify one or more individuals 
from the Residential Faculty of the Department/Division, in a manner prescribed in the College Plan, to serve in the 
following non-chair supervisory roles. 
Department/Division Assistant Chairs shall be Residential Faculty, as defined by the RFP, who are accountable for the 
supervision or management of a Department/Division within the college. Each Assistant Chair shall perform a subset of 
the duties set forth in Section D.1.1.2. as assigned by the Chair. 
 

Academic Program Director 
Each Academic Program Director shall perform the following duties, in addition to any 
duties and responsibilities articulated in the College Plan: 
 Oversee academic program 
 Coordinate completion of required program reports 
 Recruit, mentor, and evaluate Adjunct Faculty 
 Plan, manage, and oversee the program schedule 
 Ensure allocated resources are used effectively and efficiently 
 Facilitate the selection of the appropriate Instructional Council(s) representative(s) 
 

Service Program Director 
Each Service Program Director shall perform the following duties, in addition to any 
duties and responsibilities articulated in the College Plan: 
 Oversee service faculty area (e.g., Library or Counseling Services) 
 Coordinate completion of required program reports 
 Recruit, mentor, and evaluate Adjunct Faculty 
 Plan, manage, and oversee the program schedule 
 Ensure allocated resources are used effectively and efficiently 
 Facilitate the selection of the appropriate Instructional Council(s) representative(s) 
 

Lab Technician Supervisor 
Each Lab Technician Supervisor shall perform the following duties, in addition to any 
duties and responsibilities articulated in the College Plan: 
 Recruit, mentor, and evaluate lab technicians 
 Ensure allocated resources are used effectively and efficiently 
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