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PGSl TI ONS
1. Purpose. To prescribe procedures for establishnment of new

positions and for abolishment of positions in all prograns
adm ni stered by the University of Hawai‘i.

2. oj ecti ves.

a. To prescribe guidelines for the establishnment of new
posi tions.
b. To authorize Vice Presidents and Chancel l ors (hereafter

referred to as Chancellor(s)) or their designee(s) to
approve the establishnment of new positions.

C. To specify the procedure for abolishment of established
permanent State funded positions.

3. Applicability.

a. This Procedure applies to all new positions which are
included in the University of Hawai ‘i State Qperating
Budget funded by General Funds, Special Funds, and
Agency Funds.

(1) Positions affected include:
(a) Al Board of Regents positions.
(b) Al QGvil Service positions.

(2) New positions funded by Federal or Trust funds for
speci fic purposes are tenporary positions subject
to applicable University and State personnel
policies and procedures. Therefore, all requests
to create and/or fill Federal or Trust. fund
positions are to be submtted to the University
Per sonnel Managenent O fice (UPMD for processing
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via the respective office of the Chancellor or
Vi ce President.

b. This Procedure al so applies to the abolishnent of
per manent positions on CGeneral, Special and Agency
f unds.

Positions to be Established.

a. This Procedure covers all new positions, either
permanent or tenporary and funded by State funds
(CGeneral, Special and Agency), to be processed in
accordance with the procedure prescribed in Section 5c
after the fiscal year budget expenditure plans for the
affected prograns are approved.

b. New posi tions incl ude:

(1) Additional permanent positions authorized for
wor kl oad i ncreases.

(2) Additional permanent positions authorized for
pr ogr am expansi on.

(3) New permanent State funded positions established
to convert extramurally funded positions to State
f unds.

(4) Permanent positions affected by:

(a) A change in the original purpose and need due
to different programdirection resulting in
new duties and responsibilities. (If such
change involves a position variance, i.e., a
change in series and class of a position
authorized in the State operating budget, it
shoul d be discussed with the dassification
Section of the University Personnel
Managenent G fice (UPMD prior to submtting
the request to the UPMO for processing in
accordance with the Governor's Admnistrative
Drective 1981-2.)

(b) Adjustnent(s) in the budget programstructure
requiring correction of appropriation codes.
This is a housekeepi ng function which usually
does not require new job descriptions.
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(c)

(d)
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Reorgani zation or transfer to anot her
organi zational unit. (See Admnistrative
Procedure A9.040 if organi zati onal changes
are invol ved.)

Significant changes in the functions of the
unit in which the position is assigned. (See
Admni strative Procedure A9.040 if organiza-
tional changes are involved.)

Tenporary positions nmeeting one of the follow ng
condi ti ons:

(a)

(b)

(c)

(d)

If positions are required to carry a unit or
activity over an exceptional peak work period
or for an energency, they nay be established
only for the specific period not to exceed
Ssix(6) nmonths or to the end of the State
fiscal year (June 30 next), whichever is
shorter.

If positions are required to inpl enent
projects or functions authorized or included
in the appropriations act, they are to be
establ i shed on a fiscal year basis (not to
exceed June 30). Any extension w |l depend
upon approved budget expenditure plans which
specifically provide for such extension.

|f a budget request for a permanent position
is contenpl ated or pending and the need for
services is inmmedi ate, the tenporary position
may be established if a permanent position is
included in the Chancel l or's operati ng budget
request. However, if the position is deleted
fromthe Chancellor's request or at any
subsequent | evel of review (President, Board
of Regents, Covernor, Legislature) the
tenporary position is to be termnated wthin
30 days after notification that the requested
posi ti on has been del et ed.

If tenporary positions are necessary to
accomodat e positions previously established
under extramural (federal and trust) funds
they nust be specifically authorized in the
budget expenditure plans. These positions
may be approved to June 30 next.
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(e) If tenporary positions are needed for new
i ncome produci ng conti nuing educati on
prograns under special funds, they nay be
established to the end of the fiscal year in
whi ch the positions are to be established.
Ext ensi ons shal | be acted upon on a case by
case basis. However, if such prograns are to
be conti nued as on-goi ng prograns, the
positions rmust be authorized in the
appropriate budgets.

Procedure for Establishnent of New Positions. (Note:
The filling of authorized vacant positions are to be
processed in accordance with Admnistrative Procedure
A9. 485.)

a.

Chancel l ors or their designee(s) at their respective
systemlevel (no further del egation to Deans or
Provosts, except West O ahu Col |l ege) are authorized to
approve the establishnment of new positions. The
designee's nanes are to be submtted in witing to the
Uni versity Personnel Managenment CGfice (UPMD.

Est abl i shnent of new positions, including extensions of
tenporary positions if applicable. are to be submtted
in the follow ng nmanner:

(1) Prepare "Request for Position Action" (SP-1) with
appropriate information described in Attachnent A
Attach copy of official position organization
chart (3 copies) specifically indicating the
| ocati on of position requested (see Attachnent B).
A so, refer to Admnistrative Procedure A9. 250 for
APT positions and to Adm nistrative Procedure
A9.300 for instructions in preparing Gvil Service
posi ti on descriptions.

(2) Ensure that each request remains wthin budgetary
and position ceilings.

(3) Submt fornms for establishing new positions with
pertinent justifications and organi zational charts
to the UPMD QO ganizational charts are required
for all SF-I's to indicate the organi zati ona
| ocati on of the position requested.

Upon conpl etion of the necessary personnel actions, the
UPMOW Il transmt a copy of the approved "Request for
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Position Action”, SF-1. to the University Budget
Gfice.

Abol i shment of Positions.

The initiating unit or office is to prepare Form SF-1,
Request for Position Action to abolish any established,

per manent position. Upon approval by the appropriate
Chancel l or, the request is forwarded to the UPMO for
appropriate action, after which a copy of the SF-1 will be
sent to the University Budget O fice.

Forns to be Used.
a. Gvil Service Positions

(1) Request for Position Action, Standard Form 1.
(white carbon set) to establish or abolish
per manent positions, change the FTE or funding or
extend tenporary positions.

(2) Position dassification FormDPS 206, Rev. 9/1/66
(one pink and five white) with three copies of job
description for establishnment of new positions
and/ or redescription of existing positions.

(3) Two copies of Position Evaluation Form DPS 219;
stating distinguishing responsibilities of the job
which justifies the particul ar recomrended
cl assification.

b. Board of Regents Positions

(1) Request for Position Action, Standard Form 1 (pink
carbon set) to establish or abolish pernmanent
posi tions, change the FTE or funding, or extend
tenporary positions.

(2) Job description (nmultiple carbon set Form39) to
establ i sh new positions or to redescribe existing
posi tions.

C. Forns fromthe UPMD are available at the Chancellor's
Cfice for operating units at each canpus.
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Attachnent A

| NSTRUCTI ONS FOR PREPARATI ON
O REQUEST FCR PGSl TI ON ACTI ON

Pl ease read and follow these instructions closely to insure
accuracy and conpl et eness.

Sanpl e [tem Nat ure of
Ref. No. Nurrber I nformation I nstructions
Preparation of Form Prepare Request for
Position Actions (SF-1) by
usi ng the bound set with
carbons and addi ng as nany
singl etons as needed for
program files and approval by
department chairnman, principal
i nvestigators, deans and
directors.
1. SF-1 Docurent Nunber: A 5-digit docurment nunber
(assigned by Personnel (FNNNN) to uniquely identify
O fice) each civil service SF-1
docunent .
F = W al pha code
N = 4-digit nunber which
uni quely identifies
the SF-1 transaction
2. Posi tion Nunber: Enter the position nunber of
(for positions wthin the new position affected by
aut hori zed ceil i ng) this action. For the
establ i shnent of a new
position, enter the "Pseudo"
posi tion nunber of the vacant
posi tion.
3. Program | D Enter the program I D to which
(for positions wthin this position is assigned.

aut hori zed ceil i ng)
e.g. UH 101

UCH 102
4. a. Requesting a. Type in “University of
Departnent: (CS) Hawai ‘i ,” canpus, division
(Wite) and program
or
b. Requesting Canpus, b. Type in canpus, division
Di vi sion, Program and program
(BOR) (Pink)

5. 1. Type of Action Mar k appropriate bl ock. |If



10.

11.

12.

Request ed:

Type of Position:

Posi tion Control :

Funds Avail abl e:

Posi ti on Nunber :

Position Title:

Cccupati onal G oup:

a. SR Step: (C9

or
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none are applicable, type the
type of action requested and
mark with “X'.

Mar k appropriate bl ock; NTE
nmeans “Not to Exceed;" bl ank
space is for the date.

1 = Wthin authorized ceiling
- positions authorized by the
current appropriations act.

2 = Beyond aut horized ceiling
- positions above authorized
count, i.e., Governor's pool
positions assigned to UH or
positions transferred from
anot her State departnent.

3 =No ceiling - tenporary, or
any other position not
controll ed by the
appropriations act, i.e.
extramural Iy funded and

| egi sl ative grants where noney
for a specific programis

aut hori zed but no

determ nati on on position is
made at sane tine.

Mar k appropri ate bl ock.

I nsert nunmber for all existing
positions; Leave blank for new
positions; type in position
number for conversion from
extramural funds to State
operating funds.

For establishnent of a new
position, enter the new or
desired position title. For
all other actions, enter the
existing title.

Enter appropriate code for the
position title requested;

| eave blank if code is not
known.

a. For civil service,

i ndi cate sal ary scal e synbol
(SR WB, W, etc.), level and
st ep.



13.

14.

15.

16.

17.

18.

10.

11.

12.

13.

14.

b. Range/ Step: (BOR

BU:

Qrgani zati onal Code:

| sl and:

Appropriation: (CS)
or
Account Code: (BOR)

Per Cent:

Ti me Aut hori zed:

Justification:

Dat e:

Si gnat ure:
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b. For BOR indicate
classification synbol (E 1,
P, etc.), rank or pay range
and step.

I ndi cate bargaining unit of
posi tion.

I ndi cat e enpl oyi ng agency code
of requesting unit.

Type in appropriate code
nunber as foll ows:

1. Hawai ‘i 2. O ahu
3. Mol oka'i 4, Kaua'i
5. Maui 6. L~-na'i
7. N‘ihau 8. Qut of
State

Use official Chart of Account
Code whi ch includes the Fund,
Year, Appropriation and
Depart nment .

Enter percentage to one

deci mal point for each
appropriation which total the
Time Aut horized (18).

e.g. 100.0
75.0
33.3

Enter the total percentage of
time to be worked.

Cte reasons for needing
position; attach additional
sheets as needed.

Enter date signed on | oose or
singl eton SF-1.

Depart nent Chairman, Principal
I nvestigator or responsible
initiator should sign; the
Chancel | ors or desi gnees

shoul d countersign and forward
to University Personnel
Managenent Cffice to fill a
vacant position to establish a
new position or to extend a
tenporary State funded

posi tion.
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. DEAN

DEPARTMENT OF EDUCATIONAL FOUNDATIONS

Chairman (Appointed from Imstruntional Positicus)

Secretary II, SR 12, #13672

Instructional Positions (7.50)

Tull-times #B83952 #82517,
#82678, * $#83196
#84261, #84333

Tart-timer #82141 (.50), #83051 (.50)
#85054 (.50)

UNIVERSITY OF HAWS AT MANGA
COLLEGE OF EL .TION
EDUCATICHAL FOUNDATIONS

Position Organization Chart
Chart ¥YIII
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