
 START: Staff and Academic Reduction in Time
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HRSTR distributes copies 
of the START Contract or 
Amendment as follows:

1. One copy to the 
employee

2. One copy mailed to : 
Retirement 
Administration
Office of the President  
300 Lakeside Dr. 5th

Floor, Oakland, CA 
94612

3. Original to Employee 
file

Finish

Supervisor in 
conjunction with the 
Department Head, 

approves the request 
based upon business 

operations and 
workload 

considerations.  

If the Unit is participating in 
START, Employee initiates 
and completes a START 

Contract UBEN 2701 
(2008-2010).

Supervisor forwards 
approved and signed 

START Contract to the 
Principal Officer for final 

approval 
(if applicable).

HRSTR confirms begin 
date for time reduction 

with Employee.

HRSTR receives 
the approved and 

completed employee 
START Contract UBEN 

U2701 or Contract 
Amendment UBEN 

2711.

HRSTR enters 
START action in 
PPS. Refer to the 
PPS User Manual 

4.15 for 
instructions. 

Start

Supervisor is aware of 
the Employee’s begin 

date to reduce time and 
the new schedule to 

follow.

Help/Forms/Resources

Are you eligible to 
participate in the START 

program?

YES

NO You may not reduce your time 
through the START program,  
you may consider a voluntary 

reduction in time. Discuss 
options with your Supervisor.

Supervisor or Principal 
Officer will provide 
HRSTR with the 
completed and 

approved START 
Contract UBEN 2701 or 

Contact Amendment 
UBEN 2711.

Upon receipt of the 
Contract, HRSTR 
confirms Contract 
includes all required 
signatures and verifies 
employee is eligible to 
enroll in the program. HRSTR communicates to 

the employee via email, 
and cc’s the supervisor to 

confirm the following: 
Begin date and duration 
of time reduction
Importance of adhering 
to indicated schedule
Accrual adjustment 
procedure
Reduced holidays 
procedure

If you would like to 
make changes to 
your current Start 
Contract, please 

complete the 
START Contract 

Amendment UBEN 
2711.

Report time worked and 
leave taken accurately 

on your timesheet. 
Inform your HRSTR if 
you deviate from the 

contracted time 
reduction. 

Update any Service 
Team internal 

databases, including 
timekeeping systems. 
Refer to the CruzPay 
Timekeeper START 
Instructions for CP 

users.

http://shr.ucsc.edu/shr-procedures/process_map/start.pdf

HRTSR reviews the 
Payroll OEU calendar to 
determine if Employee’s 
desired effective date is 

within an open OEU 
period.

If the OEU period needed 
is closed, the HRSTR will 
need to communicate the 
new effective date (1st of 
following month) to the 

employee. 

http://shr.ucsc.edu/announce/start/program.htm
http://shr.ucsc.edu/toolkits/hr-service-teams/_toolkit_hr-service-teams.htm

