Multi-Location Appointments Guidelines

The Multi-Location Appointment process has been developed for use throughout the UC system to facilitate the ability of employees at one location to perform work at another UC location.  The process ensures that the employee is kept “whole” in terms of service credit, vacation and sick leave accruals, and health and welfare benefits.  The holiday schedule of the employee’s home location is followed.

This process may be used for any appointment with the exception of Work for Others projects and, in some cases, where the appointment type is covered by a collective bargaining agreement.  Work for Others is defined as, “when Berkeley Lab is performing work (either research or support services)

for another campus, given the condition that Berkeley Lab has a special or unique service or expertise.”  Teaching assignments are not considered Work for Others.

If there is any question as to whether or not an appointment is Work for Others, Jeff Weiner, Manager of the Sponsored Projects Office, must be consulted.

The Home Location is the primary location, usually the location at which the employee holds his or her initial appointment.  The Host Location is the secondary location.

Instructions

When an employee wishes to accept an appointment at another UC location, he/she must complete the Multi-Location Appointment Request form and have it signed by his/her supervisor and division director.  Approval is based on the needs of the employee’s work unit and may include a revision of the employee’s duties and responsibilities.

The form is then submitted to the Manager of the employee’s Human Resources Center or designee who will initiate the appointment process with the host location.

Once the multi-location appointment process is completed, the employee will enter his/her time into LETS using his/her usual project id(s) for the work performed for Berkeley Lab and the special project id provided for the work for the host location.  Time is entered in the number of days (and half-days) that most closely approximate the percent appointment at the host location.

Questions?

If you have questions about:
Contact:

Work for Others
Jeff Weiner (ext. 7143)

Appropriate type of appointment (other than WFO)
Mary Bishop (ext. 5270)

Finance

Sallie Frainier (ext. 6955)
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