Prepared by the O fice of Human Resources.
This replaces Adm ni strative Procedures No. A9. 500,

dated July 1982.

August 1997

RECRUI TMENT, SELECTI ON AND APPO NTMENTS

A9. 500 RESI DENCY REQUI REMENT FOR PUBLI C EMPLOYMENT

1

Pur pose

To inpl enent Section 78-1, H R S., CGtizenship and Resi dence
of Governnment O ficials and Enpl oyees; Exceptions. Provides
for residency requirenent for public enploynent.

Applicability/ Responsibility

a. This instruction applies to persons appointed to civil
service positions and positions in the Adm nistrative,
Prof essi onal and Techni cal (APT) classification plan,
i ncl udi ng casual appointees in this category, except as
may be specifically exenpted.

b. This instruction does not apply to persons appointed to
positions in the faculty and executive/ manageri al
classification plans and to casual appointees in these
cat egori es.

C. The enpl oyi ng departnent is responsible for conpliance
with the recruitnment and sel ection process for public
enpl oynent .

Definition

"Resident"” neans a person who is physically present in the
State at the tinme the person clains to have established the
person’s domcile in the State and shows the person’s intent
is to make Hawaii the person’s permanent residence. |In
determining this intent, the follow ng factors shall be
consi der ed:

a. Mai nt enance of dom cile or pernmanent place of residence
in the State.

b. Absence of residency in another state.

C. See Attachnent 1 - Quidelines for Determ ning Residency

for State Enpl oynent.
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d. See Attachnent 2 - State of Hawaii Residency
Questionnaire. The information provided by the
enpl oyee on this formnmay be used to determ ne
resi dency st at us.

Sel ecti on

Cvil service. The selection and appoi ntnent of civil
servi ce enpl oyees shall be in accordance with appropriate
State Personnel Rules and coll ective bargai ni ng agreenents.

APT and Casual Appointnents. The sel ection and appoi nt nent
of APT and casual enpl oyees shall be in accordance with
appropriate University procedures and coll ective bargaining
agreenents. In addition, the follow ng shall apply in
accordance wth Section 78-1, HR S.:

a. The appoi ntee shall be a resident of the State at the
time of one’'s application for enploynent.

b. If all other factors are relatively equal, first
consideration shall be given to residents who have
filed resident incone tax returns with the State or who
have been claimed as a dependent on such a return at
the tinme of their application for enploynent.

C. A certification of residency status (Attachnment 3) nust
acconpany all recommendati ons for appointment unl ess
residency is exenpted under paragraph 5 below. Only
persons recommended for appoi ntnents should be required
to file certification. Certifications should not be
required of all applicants at the tinme their
applications are accepted.

Excepti ons

Appoi ntees to APT positions requiring highly specialized
technical or scientific know edge and skills may be nmade
wi t hout consideration of residency upon approval of the
System Director of Human Resources

Requests for approval are to be submtted by nenorandum and
shoul d contain the foll ow ng:

a. a description of the required specialized know edge and
skills consistent wwth the official position
description of record.
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evidence that recruitnment failed to produce a suitable
candi date who neets the residency requirenent (attach a
conpl eted Form 17).
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Attachment 1
GUI DELI NES FOR DETERM NI NG RESI DENCY FOR STATE EMPLOYMENT

"Resident"”, used synonynously with "domcile", is a
conbi nation of physical presence in a place and the intent to
make such place one's permanent hone. |In order to becone a
resident of the State of Hawai ‘i, one nust take action to becone
a permanent resident of this State.

Resi dence, for purposes of enploynent, is established by one
who is physically present in the State while, at the sane tine,
intending to make Hawai ‘i one’s permanent honme. The prior
resi dence nust be relinquished and steps nust be taken prior to
the job application to evidence the intent to make Hawai ‘i the
per mmnent honme. Exanples of such affirmative steps include the
filing of personal Hawai ‘i Resident |Inconme Tax Returns,
registration to vote in Hawai ‘i el ections, nenbership in
vol untary organi zations in Hawai ‘i, operation of a business or
hol ding of a position in Hawai ‘i, or ownership of residential
property or continuous rental of a place of residence on a | ease
basis in Hawai ‘i .

Al though it is not expected that one will acconplish all of
t he above, pertinent indicia wll be expected if one clains the
State of Hawai ‘i as one’s residence. Any person claimng the
State of Hawai ‘i as one’s residence is legally liable to file a
Hawai ‘i State Resident Incone Tax Return if one has had any
taxabl e earnings. Residence in Hawai ‘i and residence in another
state cannot be held sinultaneously.
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Attachment 2

STATE OF HAWAI * | RESI DENCE QUESTI ONNAI RE
UNI VERSI TY OF HAWAI * |

Dat e:

Appl i cation of for
( Nare) (Job No., Title)

Every individual has either a domicile (residence) of origin or a domcile of
choice. Unless one acquires a new domicile of choice, his/her domicile nust
be one of his/her origin. A new domicile may be acquired in several ways. To

det ermi ne whet her you have acquired or maintained residence in Hawai‘'i at the
time you submtted your application for enploynent by the University of
Hawai ‘i, we will evaluate the information you provide to the questions bel ow
1. a. If you previously clainmed residence in another jurisdiction, did
you subsequently decl are your change of residence to Hawai'i
either orally or in witing? [ 1 Yes [ 1 No
b. If your answer to 1.a. is "Yes", specify the details, including

dates. (If available, present docunments with this conpleted form
to substantiate the change; e.g., mlitary discharge or separation
papers or official conmmunications to proper authorities informng
t hem of such change.)

2. I ndi cat e bel ow any other information which you feel would substantiate
your claimof residence in Hawai‘i.

3. a. Are you registered to vote in a jurisdiction other than Hawai'‘i?
[ 1 Yes [ 1 No
b. If your answer to 3.a. is "Yes", when and where did you | ast

register to vote in such jurisdiction?

(Month and Year) (City and State)
4. a. Have you voted in an election conducted by a jurisdiction other
t han Hawai ‘i ? [ 1 Yes [ 1 No
b. If your answer to 4.a. is "Yes", when and where did you |l ast vote

in such jurisdiction?

(Month and Year) (City and State)
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5. a. Have you filed Hawai ‘i State inconme tax returns with the State of
Hawai ‘i Tax Col |l ector? [ 1 Yes [ 1 No

b. If your answer to 5.a. is "Yes", did you file such returns as a
resi dent of Hawai ‘i ? [ 1 Yes [ 1 No
C. If your answer to 5.b. is "Yes", when did you file incone tax
returns as a resident of Hawai‘i?
(Month and Year)
d. If your answer is "No" to 5.a. above, did you file incone tax
returns for another state, as a resident of that state?
[ 1 Yes [ 1 No
e. If your answer to 5.d. above is "Yes", for which state did you
last file such returns?
(Month and Year) (State)

6. a. Did you attend a college or university in a jurisdiction other
than Hawai ‘i which granted benefits to students who are residents
of that jurisdiction? [ 1 Yes [ 1 No

b. If your answer to 6.a. is "Yes", did you enjoy such benefits as a
resi dent of that jurisdiction? [ 1 Yes [ 1 No

"I hereby certify that all statements given are true and correct to the best
of my know edge and belief, and | agree and understand that any m sstatenents
of material facts herein may cause forfeiture of all rights of any enpl oynent
in the service of the University of Hawai‘i."

(Dat e) (Signature of Applicant)
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Attachment 3
CERTI FI CATI ON OF RESI DENCY

| ama resident of the State of Hawai‘i. [ ] Yes [ 1] No

Dat e residency established

Date last filed Hawai ‘i State Resident | ncone Tax Return

Si gnature of Applicant

Dat e
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