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STAFF PERSONNEL UNIT  


             PROCEDURE & GUIDELINES 
ADMINISTRATIVE STIPENDS
 

PURPOSE

To assure procedures and criteria for administrative stipends are consistent for all ANR employees located at Berkeley, Davis, and Riverside campuses, as well as ANR offices throughout California, ANR has developed internal procedures and guidelines to determine when administrative stipends are warranted.

Administrative stipends are methods of providing additional compensation when employees are temporarily assigned significant responsibilities of a higher level classification/position or other significant duties which are not part of the employee’s regular position. The applicable provisions of personnel policy and collective bargaining agreements cited in these guidelines provide direction in determining the appropriate method of compensation. 

AUTHORITY
ANR administrative unit heads (i.e Statewide Program Directors, CE County Directors, REC Center Directors, and Administrative Unit Directors)
 have authority to recommend administrative stipends for one year or less. REC Center Directors must forward their requests to the Associate REC System Director for budgetary approval.  Stipend recommendations must be submitted in writing to the ANR Staff Personnel Unit for review and analysis.  The Staff Personnel Unit will forward the stipend recommendation to the Associate Vice President- Business Operations for budgetary approval.  The SPU will notify the administrative unit head of the ANR approved temporary administrative stipend.  Administrative unit heads must then notify the ANR Budget Director and coordinate the necessary budget actions.
CRITERIA

Below are factors to consider when determining whether a stipend is warranted.
· Stipends are, by definition, temporary, and should not exceed 12 months. 

· The proposed amount of the stipend should be set in accordance with the applicable collective bargaining agreement or UC policy. 

· Changes in workload may not necessarily result in changes in compensation. Examples include additional work assigned to cover short periods of vacation or other leave, acting as back-up, short-term special projects or assignments, or increases in volume when the nature/level of work is at the same level. 

APPROVAL PROCESS
(For the Davis-based ANR Units approval process goes to People Admin) 
No compensation commitment should be communicated to the affected employee prior to receiving official approval. 
To formally submit a request for approval of an administrative stipend the process is as follows: 

A letter/memo should be written and submitted first to the appropriate ANR administrative unit head (i.e. Statewide Program Directors, CE County Directors, REC Center Directors, Administrative Unit Directors, or AVP-BO) for review to   and include the following information: 
a) the name and current payroll title of the employee involved;

b) the reason for the stipend and the additional or temporary duties that will be assigned;

c) the beginning and end date(s) of the period of the temporary assignment involved;

d) the proposed stipend amount (percentage of the salary); and
e) identify funding sources.  
f)  make sure all appropriate departmental signatures are obtained.  
The Staff Personnel Unit will notify the administrative unit head of the approved effective date and stipend percentage amount.  The effective date of the salary action is typically the first of the month following the date the request was received.  If the department desires an effective date prior to or later than the first of the month, the requested date should be noted in the memo/request.
Relevant UC Policies
Collective Bargaining Agreements: http://www.ucop.edu/atyourservice/employees/policies_employee_labor_relations/collective_bargaining_agreements.html 
 
University of California, System wide
UCOP Policy and Procedure main page http://atyourservice.ucop.edu/employees/policies_employee_labor_relations/personnel_policies/index.html
UC PPSM 30 Salary http://atyourservice.ucop.edu/employees/policies_employee_labor_relations/personnel_policies/spp30.html
 
University of California, Davis
UCD Policy and Procedure main page http://manuals.ucdavis.edu/spp/spp-toc.htm 
UCD PPSM 30 Salary http://manuals.ucdavis.edu/spp/ppsm30.pdf 
� If employee’s ANR unit has a MOU with a campus unit, refer to that unit’s HR guidelines.


� Oakland ANR employees should refer to UCOP procedures.





PAGE  
3/1/2011


