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TAP employees are eligible for Sick Leave Pay. Eligible employees are provided with a 

sick bank of 60 hours, per calendar year, upon completion of their 90th day of 

employment. However, employees may only use five (5} days paid sick leave per 

calendar year, depending on their normal work day. For example, 

Schedule breakdown: 

1. 5/40 = 40 paid sick hours

2. 9 /80 = 45 paid sick hours

3. 4/10 = 50 paid sick hours

4. 3/12 = 60 paid sick hours

Jury Duty Pay 

If you receive a summons for jury duty while you are employed by TAP, you should 

immediately notify your TAP supervisor of your status. TAP cannot hold your current 

assignment open but will attempt to re-assign you once your jury service is complete. The 

TAP office will not request an excuse or deferment of your jury service on your behalf. TAP 

employees do not receive pay from the County for jury service. 

Interview Pay 

TAP employees are paid for actual hours worked. Therefore, if you are scheduled for a 

County or external interview, you will not be compensated for the time spent away from 

your assignment while you attend the interview. 

Bilingual Pay 

Some temporary assignments require bilingual skills of candidates performing the work. 

Generally, the positions require that an employee perform bilingual translations as part of 

their job function and regular duties at least 50% of the time. TAP employees assigned to 

positions requiring bilingual skills are eligible to receive bilingual pay. Compensation for 

bilingual pay varies according to usage of the second language requirements of the job. 

Prior to an employee receiving bilingual pay, the employee must pass an assessment test 

that confirms their bilingual skills. 

Employees who receive bilingual pay for an assignment designated as requiring bilingual 

skills and are later placed on a new assignment that is not designated as requiring 

bilingual skills, will not continue to receive bilingual pay. 

Direct Deposit 
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UNDERSTANDING YOUR PAY & TIMEKEEPING 

PROCEDURES 

Timekeeping and Timesheets 

Temporary employees sent on assignment are required to keep a record of hours 

worked on assignment for timekeeping purposes. Employees will not be paid without 

supervisory approval of their time worked on an assignment each period. 

Timesheets 

The Temporary Assignment Program publishes a timesheet template on the HR 

Department's website. TAP employees may access this document at www.rc-hr.com. 

TAP employees must use this timesheet template for all hours worked on assignment. 

Timesheets for TAP employees must be submitted to assignment supervisors for approval. 

Assignment supervisors then submit timesheets to their department payroll 

representatives for entry in the County's payroll system. TAP employees with questions on 

their paycheck related to timekeeping while assignment should contact the department 

payroll representative in the department where they were/are assigned. All other 

inquiries related to pay rates, eligibility for bilingual pay, dates of employment, etc., 

should be directed to the TAP office. 

At the end of an assignment, timesheets accounting for all work performed to the end of 

the assignment must be submitted to the supervisor of the temporary worker's assignment 

for signature. 

Shift Differentials 

TAP employees on assignment with departments that work beyond normal business 

hours are eligible for shift differential. TAP employees are eligible for the following 

differentials only: 

• Shift differential Z0l for hours worked from 6:00pm until 11 :00pm; or if starting work

after l :00pm, shift differential Z0l for hours worked from 3:00pm until 11 :00pm.
• Shift differential Z02 for hours worked from 11 :00pm to 7:00am.

The eligibility criteria and reporting procedures are described on the timesheet 

document. 
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All County of Riverside employees are encouraged to participate in Rideshare. 

Rideshare offers a variety of services such as vanpools and carpool matching. Preferred 

parking is available at some facilities for those who carpool. Additional information is 

available through the Rideshare office by calling (951) 955-1118. 

Medical Benefits 

As a County of Riverside Temporary or Per Diem employee, you may be eligible to 

enroll in medical coverage under our CalPERS health program. Take advantage of this 

initial opportunity to elect coverage for yourself and your eligible family members. Your 

initial eligibility period is within the first 60 days of your employment. Eligible employees 

include your spouse/registered domestic partner and your natural or stepchildren who 

are under age 26; children of whom you have legal custody or guardianship under 

age 26; and eligible dependents who are over age 26 who are incapable to self-

care. Complete details describing dependent eligibility and documentation 

requirements are available on the Benefits website at https://rc-hr.com/benefits. 

State Disability Insurance 

The County of Riverside does not pay into State Disability Insurance (SDI), and therefore 

its employees are not eligible to receive SDI benefits. If you should become disabled 

while working for TAP, you may have eligibility for SDI based on work you performed with 

another employer. You should consult with SDI to obtain further information on filing a 

claim and determining your eligibility for benefits if you become disabled. 

Work Related Injury or Illness 

If you should be injured on the job while on an assignment, you should immediately 

notify your assignment supervisor or a member of management in the department in 

which you are assigned and the TAP office. If you are disabled by an occupational 

injury, the TAP office will work to identify possible assignments where you may work 

within your work restrictions, if applicable. 

If your injury or illness developed gradually (like tendinitis or hearing loss), report it as 

soon as you learn or believe it was caused by your job. Reporting promptly helps 

avoid problems and delays in receiving workers' compensation benefits. 
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