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(A) [bookmark: _Hlk172280769]Summary. This policy outlines the administrative guidelines for casual employment arrangements within Youngstown State University. It defines the terms and circumstances under which casual employees are engaged, including flexibility in scheduling. The policy ensures compliance while supporting operational needs through casual staffing options. Casual employees are expected to adhere to workplace standards and procedures, and their engagement does not imply ongoing employment or guaranteed hours.

(B) Purpose. To establish guidelines for compliance and a process to identify which type of casual employment is appropriate under which circumstances.

(C) Definitions: 

(1) Intermittent
(a) Work is performed on an as-needed/as-scheduled basis with no fixed schedule.
(b) The duration can be open ended and, absent any intervention, will be automatically terminated after an inactivity period of greater than 3 years.
(c) Hourly appointment. An hourly rate must be established and a timesheet entered for payment.

(2) Occasional Service/Athletic Event Hourly

(a) Occasional Service
(i) To be utilized for project-based work, work of a short term or occasional nature. The duration is typically no longer than 6 months and should not cross the fiscal year.
(ii) Performs work under the direction of a supervisor.
(iii) Limited to 28 hours per week.
(iv) Cannot be enrolled as a student.
(v) Cannot hold any other employment type with the university.
(vi) Hourly appointment. An hourly rate must be established and a timesheet entered for payment.
(b) Athletic Event Hourly
(i) To be utilized by the division of Intercollegiate Athletics to support various events throughout the year. The duration can be open-ended and, absent any intervention, will be automatically terminated after an inactivity period of greater than 3 years.
(ii) Performs work under the direction of a supervisor.
(iii) Limited to 28 hours per week. Work is performed on an as-needed/as-scheduled basis to support athletic events.
(iv) Cannot be enrolled as a student.
(v) Cannot hold any other employment type with the university.
(vi) Hourly appointment. An hourly rate must be established and a timesheet entered for payment.
(3) Continuing Education

(a) Generally used for instructors of seminars or non-credit courses. Common uses occur in the Peace Officers Training Academy and the English Language Institute.
(b) Hourly appointment. An hourly rate must be established and a timesheet entered for payment.
(c) The duration can be open ended and will be automatically terminated after an inactivity period of greater than 3 years.

(4) Independent Contractor – not university employees.

(a) Processed through Procurement Services as they are not employees of the university and, therefore, not processed through the Office of Human Resources.
(b) Performs a service for the university but is free from immediate control or direction in the performance of his or her work under a contract of service.
(c) Determined by answering the key question of who has control. A worker is an employee, not an independent contractor, if the person for whom they work has the right to direct and control them concerning when and where to do the work.

(D) Parameters:

(1) Intermittent
(a) Should an intermittent employee assigned to a position that would be otherwise covered by the ACE bargaining unit agreement be assigned greater than 1,000 hours in any given contract year then they can petition for their appointment to be made a permanent part-time position.
(b) Sick leave earned based on 4.6 hours for every 80 hours in active pay status.
(2) Occasional Service/Athletic Event Hourly
(a) Occasional Service
(i) No leave accrual.
(ii) No parking pass, library access, or employee ID provided.
(iii) Contributes to the Ohio Public Employees Retirement System (OPERS).
(b) Athletic Event Hourly
(i) No leave accrual.
(ii) No parking pass, library access, or employee ID provided.
(iii) Contributes to the Ohio Public Employees Retirement System (OPERS).
(3) Continuing Education
(a) No leave accrual.
(b) Contributes to the State Teachers Retirement System (STRS).
(4) Independent Contractor
(a) Not university employees.
(b) Processed through Procurement Services.

(E) Procedures.
(1) Intermittent
(a) Hired through the university’s workforce management system, NEOED, with the support of HR staff. Contact hr@ysu.edu with specific questions.
(2) Occasional Service/Athletic Event Hourly
(a) Occasional Service:
(i) Hired through the university’s workforce management system, NEOED, with the support of HR staff. Contact hr@ysu.edu with specific questions.
(b) Athletic Event Hourly:
(i) Hired through the university’s workforce management system, NEOED, with the support of HR staff. Contact hr@ysu.edu with specific questions.
(3) Continuing Education
(a) Hired with the support of HR staff. Contact hr@ysu.edu with specific questions.
(4) Independent Contractor
(a) Processed through Procurement Services as they are not employees of the university and not processed through the Office of Human Resources.
(b) Contact newvendor@ysu.edu. 
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