Extra Help – Guidelines 

Extra Help employees are hired to complete temporary assignments in areas that involve maintenance, professional, service, secretarial, accounting and information technology related responsibilities. Hiring of clerical positions is processed through Extra Help Services in the Staff Human Resources office. Hiring of non-clerical positions is processed directly through individual departments. 
Since Extra Help employees work in temporary/as-needed assignments, there are no benefits associated with this form of employment at the University of Illinois.

Extra Help Appointments 

1. An Extra Help appointment may be made by a department to any position for work the department attests to be casual or emergent in nature and that meets the following conditions: 

1. The amount of time for which the services are needed is not usually predictable. 

2. Payment for work performed is usually made on an hourly basis. 

3. The work cannot readily be assigned, either on a straight-time or on an overtime basis, to a status employee.

2. Qualification determination shall consist of a review of the employee's application and a verbal interview, which is conducted by Staff Human Resources (SHR).  Qualifications will be determined to be Acceptable or Not Acceptable.  When skills are required for clerical/secretarial positions, an examination to demonstrate acceptable skills will be administered.  The applicant will be required to pass the examination at a standard established by the university.  A listing of those applicants who have been determined to be Acceptable shall be maintained at SHR.

3. Facilities & Services (F&S), can fill an Extra Help position by obtaining names of candidates from the Extra Help list of Acceptable candidates which is maintained at SHR.

4. Acceptance or refusal to accept an Extra Help appointment by a candidate shall in no way affect the candidate's position on any Extra Help list, or on any other register maintained by the university.

5. Classifications have been established in broad categories, such as administrative, professional, technical, clerical, trades, and service.

6. An Extra Help position may be utilized for a maximum of 900 hours of actual work in any consecutive 12 calendar months. The department shall review the status of the position at least every three calendar months.  If at any time it is found that the position has become an appointment that is other than Extra Help, the department shall terminate the Extra Help appointment.  If an Extra Help position has accrued 900 consecutive hours, the position shall not be reestablished until six months have elapsed from the date of the termination of the position.

7. Upon working 900 hours, an Extra Help employee cannot resume employment in any other Extra Help appointment at a place of employment until 30 calendar days have elapsed.

8. The department shall quarterly review its use of Extra Help appointments to ensure compliance with this Section.

9. Compensation of Extra Help employees shall be within the limits established for comparable service in status employment.

