San Joaquin County

REQUEST FOR STANDBY PAY STATUS FORM
For approval for standby status in accordance with County Policy and MOU Section 4.2.4, this form is to be completed and submitted to Human Resources Director for initial review.  HR will forward the request, along with recommendations, to the County Administrator for final review and approval.  

	Request Date:
	     

	Proposed Effective Date*:
	     


	Department
	     
	Budget Unit #
	     

	Contact Name
	     
	Phone #
	     


*Note:  All Standby Pay requests must be submitted for approval prior to assigning an employee to standby status.
1.  Describe the need or reason that standby status is required.  

     
2.  What is the anticipated duration for standby status?

     
3.  What is the name and title of the employee selected to receive the standby pay supplement?

	Name:
	     
	Class Title:
	     


4.  Are there other employees in the department receiving Standby Pay for the same reasons stated in #1 (use separate sheet to list employees if needed).





 FORMCHECKBOX 
  Yes

 FORMCHECKBOX 
 No

	If yes, please identify the employee’s name and classification

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     


5.  Is this request submitted to replace an employee who is currently receiving Standby Pay for the same standby requirements?





 FORMCHECKBOX 
  Yes

 FORMCHECKBOX 
 No
	If yes, please complete the following:

	Name
	Class
	Delete Date

	     
	     
	     


6.  How will the Standby status be scheduled in a bi-weekly pay period?  

     
7.  How was the standby status appointment determined? (i.e. What selection method was used?)  

     
	Department Approval:      

	Date:       


                                    (Signature of Appointing Authority)

For County Human Resources Division Only

	Date Received:     
	Reviewed by Analyst:     
Reviewed by Supervisor/Principal:      
	Recommended by:     

	Comments/Concerns:
     


For County Administrator’s Office Only

	Date Received:     
	Reviewed by:     
	Approved by:     

	Comments/Status

     


INSTRUCTIONS FOR COMPLETING THE “PAY FOR STANDBY STATUS”  REQUEST FORM:

Prior to assigning an employee to standby status the request must be completed and submitted to the Human Resources Director for initial review.  HR will forward the request, along with recommendations, to the County Administrator for final approval.  The form can be completed and forwarded to the Human Resources Director by email or a hard copy may be produced and submitted to the Human Resources Director.  Email is the preferred method of delivery.  Allow 10 working days for the evaluation and approval process. Human Resources will notify the department of the final decision regarding the standby pay request.

Reviewed: 01/19/23

Revised: 01/19/23

