Prepared by the O fice of Human Resources.
This replaces Adm nistrative Procedure No. A9.620
dated July 1982.

July 11, 2000

RECRUI TMENT, SELECTI ON AND APPO NTMENTS

A9. 620 RECRUI TMENT AND REASSI GNVENT OF EXECUTI VE AND
MANAGERI AL PERSONNEL

1. Pur pose. To inplenent Section 304-11 HRS, Faculty, and
conply with Section 9-1-a-2 BORP, Executive Appoi ntnents.
The purpose of this procedure is to facilitate and expedite
the recruitnment process and ensure Executive and Manageri al
vacancies are filled by the highest qualified applicant
avai |l abl e through recruitnent or reassignment procedures.

2. bj ective. To prescribe the procedures and guidelines for
recrui tment of excluded Executive and Managerial (E/'M
personnel as required by the BOR policy and to summari ze
exi sting practices on reassignnent of these excluded
personnel to other positions.

3. Applicability/ Responsibility. This instruction applies to
all canpuses and activities within the University of Hawai
and shall be followed in naking all recommendations for
appoi ntments to Executive and Managerial positions.

4. Ref erence. Applicable provisions of Adm nistrative
Procedure A9.570, Appointnment Procedures for BOR Personnel,
and Adm nistrative Procedure A9.900, EEQ AA in Recruitnent
and Sel ecti on.

5. Recruitnment. The official responsible for recruitnment to
fill an EfM position shall be guided by the follow ng:

a. An E/ M position may be filled from anong personnel
regularly appointed to positions in the sane category
with the approval of the President or Board of Regents,
as appropriate, without public or internal |isting.

b. An Executive or Managerial position may be filled on an
acting basis for short periods fromanong regularly
appoi nted BOR personnel w thout public or internal
listing.
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Pursuant to Board of Regents’ Policy, Academc E/ M
Positions should generally be advertised nationally.
Non- Academ ¢ (Adm ni strative) Positions should
generally be advertised locally, but may be advertised
nationally to obtain a broader applicant pool.

In cases where a determ nation is nmade that national
advertising is not required for the filling of
Manageri al academ c positions, the President nay wai ve
such recruitnent. Such circunstances nmay ari se wherein
the required expertise in higher education, academc
devel opnent or other service or research requirenents
may be found at the University of Hawai#i or within the
State. The recruitment notice shall be listed in the
Uni versity position vacancy announcenents and a
newspaper of general circulation within the State.

Wai ver of any recruitment requirenents for Executive
positions, including national advertisenent for
academ ¢ Executive Positions, require the approval of
t he Board of Regents.

The followng is a listing of recruitnment requirenments
for E/ M positions:

Executive (Academ c): Nat i onal Search required,
however, the Board of
Regents can wai ve such
requi renent.

Executive (Non-Academ c): Nat i onal Search not
required.
Manageri al (Academ c): Nat i onal Search required,

however, the President
has the authority to
wai ve such requirenent.

Manageri al (Non-Academ c): Nat i onal Search not
required.

Vacancy Announcenent Procedures

l. Recrui tment Period: The mnimumrecruitnent period

for nationally advertised positions is fifteen
(15) working days prior to the closing date. The
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m ni mum application period for statew de
recruitnment is ten (10) working days prior to the
cl osi ng date.

1. Posting Requirenents: Al E/Mpositions should be
listed in the University position vacancy
announcenents and a newspaper of general
circulation within the State. Nationally
recruited positions should al so be advertised in
appropriate publication(s) which will reach the
desired potential applicant pool.

Recruitnment for E/M positions may include
invitations for nom nations, outreach letters to
potential applicants, organizations, or
institutions for the purpose of encouraging a

br oader applicant pool and affirmative action
recruitnent.

Reassi gnment. Executive and Managerial personnel may be
reassigned to any suitable position outside these cl asses
wi t hout the position being listed or otherw se advertised

for filling according to the foll ow ng:
a. To a bargaining unit position in which return rights
resi de.

b. At the option of the University to any suitable
position provided such reassignnent is not contrary to
a col l ective bargai ni ng agreenent.

Gui delines on Sel ection of Executive/ Manageri al enpl oyees.
When the Board of Regents approval is required, the
President has the responsibility to recomrend personnel
appointnments to the Board for action.

The President, in devel oping and maki ng recomendati ons for
Board action, shall ensure the foll ow ng:

a. These gui delines shall be followed in making al
recommendati ons for appointnents to
Executive/ Managerial positions. The guidelines need
not be foll owed where tenporary assignnents are
i nvol ved and where reassignnents within E/M categories
are made because of organizational changes.
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I n addition, where appropriate, an advisory search,
screening or interview conmttee may be established to
advi se the President or other responsible
admnistrator. Were an advisory committee is
established, direction shall be provided the conmttee
by the President or other responsible adm nistrator as
to:

1) The scope of the conmttee' s tasks.

2) The criteria to be followed if candidates are to
be eval uat ed.

3) Appropriate tinme limts.

4) Equal Opportunity and Affirmative Action
CQuidelines for recruitnment and sel ecti on.

5) The form of any recommendati ons to be made.
(Exanpl e: each candi date shall be classified as
"qualified" or "not qualified" wthout any
i ndi cation of ranking.)

Wher e canpus heads or other senior |level EEM

adm ni strative appointnments are invol ved, the President
shall periodically informthe Board of Regents of the
status of the selection process. On other

appoi ntnments, the official conducting the search shal
periodically report on its progress to the President.



