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A9. 570 APPQ NTMENT PROCEDURE FCOR BOARD COF RECGENTS PERSONNEL

1. Purpose. To pronul gate procedures assuring that the Board
of Regents can discharge its statutory responsibility for
approvi ng faculty, research, extension, admnistrative, and
prof essi onal and techni cal appointnments before the
appoi ntment has been legally commtted or execut ed.

2. Ref er ences.
a. Adm ni strative Procedure A9.480, Casual Appointnents

b. Adm ni strative Procedure A9.540, Appointnent of Faculty
and APT

C. Adm ni strative Procedure A9.550, Appointnent of
G aduat e Assistants

d. Adm ni strative Procedure A9. 630, Service Beyond Age 70

e. Adm ni strative Procedure A9.560, Appointnent of
Lecturers and Cooperating Teachers

f. Adm ni strative Procedure A9.900, EEQ AA I n Recruitment
and Sel ection

g. Adm ni strative Procedure A9.905, Policies and
Procedures on Affirnati ve Action Plan for Veteran and
Handi capped

h. Adm ni strative Procedure A9.500, Residency Requirenents
for Public Enpl oynent

3. Authority. No final appointnment commtnent or fornal
contractual arrangenent can be nmade with any candi date until
the Board of Regents has authorized it or until approved by
t he person(s) who

a. G aduate Assistants - Chancell or UHM and furt her
del egated to the Dean of the G aduate D vision.
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b. Lecturers - Chancel l ors appoi ntrrents bdl ow rank 4 (may
be redel egat ed per Executive Policy E9.104)
C. Cooper ati ng Teachers and Counsel ors - Chancellors wth

authority to further delegate to the Dean of the
Col | ege of Education (UHVM) and the Dean of Arts and
Sci ences, UHH

Applicability/Responsibility. This directive applies to al
University activities for Board of Regents' appointnent,
regardl ess of source of funds. The appointing authority
must insure that all appoi ntnents be nmade in accordance with
this instruction and the appropriate References |isted
above.

Pr ocedur e.

a. Appoi nt ment recommendations for faculty and APT
personnel nust be submtted in tinme to be acted upon by
the Board before the proposed effective date of the
appoi ntnent. Appoi ntment recommendations for the fal
senmester nust be submtted in tinme to be acted upon at
the Board's July neeting. Appointnent recomrendations
for the spring senester nust be submtted in tine to be
acted upon at the Board' s Decenber neeting.

b. Recomrendations for faculty or APT appointnents are to
be nade using the form SF-5B.

1) The prospective appointee is not to sign the
SF- 5B

2) The oath of loyalty and the federal and state tax
wi thholding forns are to be submtted with the
SF-5B. Aliens may request a waiver of oath of
| oyalty under Section 85-34, HRS.

3) The University Personnel Ofice will release a
copy of the SF-5B for payroll action imedi ately
upon approval of the appointnent and distribute
the remai ning copies as required. The enpl oyee is
to be given a copy of the SF-5B upon receipt of
t he approved copy.

4) It is the responsibility of each Chancellor or his
designee to insure that all personnel forns are
conpleted. It is preferable that all personnel

fornms acconpany the SF-5B but this may not be
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feasi ble in sone instances.

Two checklists are therefore established: Checklist A
Attachrment |, lists those docunents whi ch nust
acconpany the SF-5B whi ch recomrends an appoi nt ment ;
Checklist B, Attachment 2, lists those docunents which
may fol low | ater but which shoul d be conpleted no | ater
than the individual's first duty day and forwarded

i mredi ately thereafter to the University Personnel
Gfice. Al fornms required on each checklist should be
forwarded together to avoid unnecessary admnistrative
wor k.

C. Appoi ntmrent of Graduate Assistants and Lecturers for
regul ar academc prograns are to be nade using the
SF-5B. The personnel forns indicated in Checklist C
Attachment 3, nust acconpany the SF-5B. The SF-5B
shoul d be submtted as far in advance of the effective
date of appoi ntnent as possi ble but, in any event, no
later than the first work day of the enpl oyee. Refer
to Admnistrative Procedures A9.550 and A9. 560 for
appoi ntnent criteria.

d. Conti nui ng Education and Surmer Session Lecturers and
Cooperating Teachers and Counselors are to be appoi nted
using the WH Form6 (PERS). The Form 6 shoul d be
submtted as far in advance of the effective date of
appoi ntnent as possi ble but, in any event, no | ater
than the first work day of the enpl oyee. The personnel
forms required and the limtations for these types of
appoi ntments are contained in Admnistrative Procedure
A9. 480, Casual Appoi ntnents.

Exception Procedure. In the event of circunstances such as
unf oreseen operational requirenent or the unexpected | oss of
a faculty nenber, the President or his authorized
representati ve(s) may nmake an exception to the requirenent
for advanced Board approval for faculty and APT personnel .
Each exception will have to be justified as truly
exceptional and will require the witten approval of the
President or his designee(s).* A request for exception
shoul d be in nenorandum form and nust acconpany the SF-5B.
The appoi ntnent nust be approved before the individual is
permtted to begi n work.

Routing. The SF-5B or UWH Form 6 (PERS) is to be processed
t hrough nornmal admni strative channels for the type of
appoi ntnent being effected. Chancellors are to prescribe
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t he channel s appropriate for their operations. As a
mnimum the University Personnel Ofice requires the
signature of the Chancellor or his designee.

Ef fective Dates of Appoi ntnent.

a. APT and 11-nonth Facul ty Appointnents: APT and
11-month facul ty appoi ntnents shall be effective no
earlier than the date of approval unless retroactivity
has been specifically authorized.

b. N ne-nmonth faculty appoi ntnments: The duty period of
nine-nonth faculty shall be as prescribed in the Unit
07 agreenent as foll ows:

"I nstructional Faculty Menbers in the |
(I'nstructional) and C classifications are on duty for
ni ne nmont hs of continuous service, with salary paid
over a twelve-nonth period. The beginning and endi ng
dates for the duty period for each canpus w Il be
determned by the University provided that the
begi nning date shall be between August 15 and Sept enber
15, except that Faculty whose duties are other than
classroominstruction nay be assigned a duty period
begi nning two weeks earlier than the cal endar
established for the canpus.”

C. New appoi ntees are expected to be available for duty
during the period stated in the policy to be entitled
to the full year's salary. A new appoi ntee shall not
be paid for a full year's salary unless he/she is
avail able for duty on the first activity day indicated
on the respective canpus' official academ c cal endar.
The sane principle applies to spring senester hires.
The academ c cal endar governs the | atest date on which
the faculty nenber nust be available for duty to be
entitled to a full senesters' salary.

*As designated by del egation of authority of the President.



(1) Execution of the Oath of Loyalty is a condition of employment as stated in
Section 85-32, HRS. Aliens may waive Oath of Loyalty, Section 85-34 HRS.

{2) Retain clearance document in hiring unit.

(3) Required only when supervisory subordinate relationship will exist between
supervigsor and employee. Indicate "NA" if not applicable.

(4) Required for new APT employees only.

(5) Must be executed and in University Personnel Office within 31 calendar days
of effective date of appointment. Eligibility: appointments of half time
or more and at least three months' duration.

{6) Required for non~citizen employees only.

SUBMITTED BY DATE

DEPT. /UNIT TELEPHONE

UH Form 28a (PERS) Rev. 6/82 ATTACHMENT 1



CHECKLIST B A9.370
PERSONNMEL PROCESSING., BCR PERSONNEL

NAME TITLE
EFFECTIVE DATE FTE POSITION NO.

The following personnel forms must be completed and forwarded to the University
Perscnnel Office no later than the individual's first duty day. They may be
completed earlier and submitted with the SF-3B and Checklist A forms.

Ise a check mark (o ' to indicate that the forms have been completed and are
attached.

If Checklist 8 and the forms are not sent with the S$F-3B, send them directly to the

Faculty Records Office. Do not separate forms from <hecklist.
FORMS FACULTY APT
Xerox Copy of Social Security Card ..... e
Personnel Record Card - University of Hawaii ......... .
UH Bio-Bibliograpny ..... ety et N/A

Employees' Designation of Beneficiary - State of HI

Employees’' Retirement System - State of HI, Form l-A
(note #1) i s e e

Salary Assignment/Cancellation ~ State of HI, Form D-6C
Bank Assignment ....... i e e

Employees' Claim for Prior Creditable Serwvice ..........

vacation Addendum (see A8.950) ....... e e h et e

Ethnic Background FOLIM .....vocuvennns e e

Lifesavers Club Application (Optional)..........c..vonnnn (5) (5)

Hawaii Public Employees Health Fund Enrollment,
Application Form E-1 {(notes #2 and #4) ...... ..o

Medical Plan Ins. Deduction Authorization Form,
D-63 Health Fund (notes #3 and #4) .. ....eeev i ivioans

(1) If appointment is 50% FTE or more and appointment period is more than 3 montns.

(2) If appointment is for 50% FTE or meore and appointment period is ak least 3
months or longer.

olntee anreclls in the

atary to a oank.

(3} A Form D-63 1is requirad for the Health FTund when tne ap
medical plan. The Form D-60 is used for assigning net

I8 ]

(4) Alsc on Checklist A and included here for follow-up. If supmicted with
Checklise A, so indicate.

{5) Send to Unit Coordinator for Lifesavers Club.
SUBMITTED 3Y DATE
DEPT,/ UNIT TELEPHONE

UH Porm 29b (PERS) Rev. %/82 ATTACHMENT 2



CHECKLIST C A9.570
PERSONNEL. PROCESSING, GRADUATE ASSISTANTS AND LECTURERS

NAME TITLE
EFFECTIVE DATE FTE POSITION NO.

The following personnal forms or documents must be submitted with the appoint-

ment :eacommendation SF-5B to the University of Hawaii Personnel Office, Faculty
Records Qffice.

Use a check mark ( ) to indicate that the forma have baen complated and are
attached.

FORMS GRADURTE
ASSISTANTS LECTURERS

Xerox Copy of Social Security Card ...ceccncenacas.
Oath of Lovalty {(note #1) .....vvssvassresosnansansne

Employees’ Withholding Exemptions & 3tatua
Cartificate Hawaii, Form HW=4 ...oicosessviocsens

Emplovees' Withholding Exemption Certificates:
U.3. Treasury FOrm Wed ...ccosvvevvrnresrsscsacesns
U.3. Treasury form W=-5 (optional; W-4 also
required) iveevasnssssonvssancanrsrsssesenvoncoavecas

UH Form 17 (A%.900) (Grad. Div. will return to Dept.
AfERE CAVIOW) ccvcicvccrrisrrsosrasstnsonasnresane (NA)

Departmant of Labor Form UC-P-5 (A9.800) ....i....

O Porm 20 (ot $3) ..cniveerosrrsrsrrrccccnncirnnas

Faculty Appt Info Sheet (Im:.g. Status
of Porsign Nationals) Note #7 ........... (NA)

Aswaii Public Employeses Health Pund Enrollmant
Application, Form B-1 (note #4) ....ecveeaccesass

Madical Plan Ins. Deduction Authorization Form,
D~63, Health Pund (NOtw #4)..ccscavssvcrconcnansn

Perzonnel Record Card - University of Hawali ......
Employees' Designation of Beneficiary - State of HI

Employess’ Retizwsent System - Jtate of HI,
Form l1-~A (NOEE #8) ceccccncvsnsnsnnsescencsnnsonnces {NA)

Salacy Assignment,/Cancellation - State of HI,
Porm O-60, Bank ASSIiQRBENG .cccacsrsosssvsssrracs

UH Perscanel Data Fors seversascsseasevasnacanerans
Ithnic Background FOLM c.ccissssnrecssssnanencacnccs
Lifesavers Club Appliomcion (optional).cccsscerecse {€) {8)
Myberculosis Clearance (A9.520) ...ciecvvenseacccsse {2) (2}

Appointes has been informed of conditions of employ-
ment (A9.5350 for Graduats Assiscancs and A9.560
for Lectursrs) to include time and mathod of

PRYMENE. coryoenocncavasussrmssrsasranasnssssssncs

(1) Execution of Qach of, Loyalty is a condition of employmsnt as stated in
Section 85«32, SRS. Aliens may waive Cawh of Lovalty, 3ectiom 3514 HRS.

(2). Rewain clearsnes docmest® in hirioy unit.

{3) Required only whcn'mp':vimy sybordinats relationship will exist between
supervisor and employes. Indicate "NA" if not applicable..

{4) Must be exscuted and in University Personnel Office within 31 calendar days
of sffsctive date of appointment. Eligibility: appointments of half time orx
more and at least three months' ducation.

(S) 1f appointment is 500 PTE or more and appolntment period is mote than 3
moncns, excwpt Goaduate Assistants.

(§) Send to Unit Coordinator for Lifesavers Club.

(7} Regquired for non-citizen employeas only.
SUBNITTED: BY DATR
DEPT. /ONIY TELEPHONE

U Porm 380 (PERE) 6/82 . - ATTACHMENT 3
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