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

1. Purpose. To inplenment Section 304-11 HRS, Faculty, and
conply with Section 9-1-a-2 BORP, Executive Appointnents.
The purpose of this procedure is to facilitate and expedite
the recruitment process and ensure Executive and Manageri al
vacancies are filled by the highest qualified applicant
avail abl e through recruitnment or reassignment procedures.

2. oj ective. To prescribe the procedures and gui delines for
recrui tment of excluded Executive and Managerial personne
as required by the BOR policy and to sunmari ze exi sting
practices on reassi gnment of these excluded personnel to
ot her positions.

3. Applicability/Responsibility. This instruction applies to
all canpuses and activities within the University of Hawaili
and shall be followed in making all recomrendations for
appoi ntments to Executive and Managerial (M personnel
concluding with submttal for Board of Regents approval of
appoi nt nent recomrendation. The President or designee shal
be responsible for ensuring conpliance with the foll ow ng
procedures and guidelines relative to recruitnment process
for all Executive (E) personnel prior to submttal for fina
review and recommendation to the Regents’ Commttee on
Personnel Relations of a potential appointee subject to
ratification by the Board of Regents (BOR). The President
or designee will also be responsible for confornmance to
stated procedures in nmaki ng excepti onal appoi nt ments
(including reappointnents) of E & M personnel in advance of
BOR approval in cases where services are urgently needed.

4. Recruitnment. The official responsible for recruitment in
the filling of a vacancy shall be guided by the follow ng:
a. An Executive or Managerial position may be filled from

anong personnel regularly appointed to positions in the
sanme category with the approval of the President
wi thout public or internal Iisting.
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b. An Executive or Managerial position may be filled on an
acting basis for short periods fromanong regularly
appoi nted BOR personnel wi thout public or interna
l'isting.

C. If the vacancy is one which is not expected to be
filled per paragraph a. above, but which requires
expertise in higher education and there is a potenti al
applicant pool within the University, the responsible
official may limt recruitnment to University personnel.
I n such a case, the position vacancy nust be listed in
the University Bulletin and contain a statenent that
the positionis limted to University personnel. Wen
recruitnment is so limted, non-University personnel
cannot be considered for selection.

d. If applications are to be solicited fromthe
Uni versity, and not necessarily nationally, the vacancy
must be listed in a newspaper of general circulation
within the State as well as listed in the University
Bul l etin.

e. If applications are to be solicited nationally, the
vacancy nust be listed in appropriate publication(s)
which will reach the desired potential applicant pool.
In addi tion, the vacancy nust be listed in the
Uni versity Bulletin and newspaper of general
circulation within the State

f. A mnimum application period of fifteen (15) working
days prior to the closing date nust be used. A |onger
peri od nmay be necessary in the case of nationa
advertising. Wen nore than one advertisenent is
pl aced, each shoul d indicate the sane cl osing date.

g. In addition to the University Bull eti n announcenents
and public advertising stated above, letters of
solicitation or other communications may be sent to
i ndi vidual s, organizations or institutions for the
pur pose of encouragi ng applications.

h. Appl i cabl e provisions of Admnistrative Procedures
A9. 570, Appoi ntnrent Procedures for BOR Personnel, and
Adm ni strative Procedure A9.900, EEQ AA in Recruitnent
and Sel ection, apply.

Reassi gnnent. Executive and Managerial personnel may be
reassi gned to any suitable position outside these cl asses
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w thout the position being listed or otherw se adverti sed
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
posi tion provided such reassignnment is not contrary to
a col l ective bargai ni ng agreenent.

Qui delines on Sel ection of Executives and Adm ni strators.
The President of the University of Hawaii has the

responsi bility where Board of Regents' approval is necessary
to recomrend personnel appointnents to the Board for action.

The President, in devel opi ng and naki ng recomrendati ons for
Board action, shall ensure that the guidelines outlined
bel ow are fol | owed

a. These gui delines shall be followed in making all
recomrendati ons for appointnents to top-level Executive
and Admni strative positions. These positions include
Deans, Associ ate and Assistant Deans, D rectors who
exerci se substantial discretion and have ngj or
responsibilities, and all other senior positions. The
gui del i nes need not be foll owed where tenporary
assignnents are invol ved; where additional duties which
are not substantial are assigned to an individual
previously appoi nted by the Board; where reassignnents
are nade because of organi zational changes.

b. Recrui tment of candi dates. EEQG (pen Hring
requirenents shall be followed. These requirenents
shoul d not preclude active recruitnment of highly
qual i fi ed candi dates including worren and mnorities for
consi derati on.

C. I n considering applications and nom nati ons, the advice
of know edgeabl e and i nterested persons and group nay
be sought as appropriate, either on specific candidates
identified as qualified by the President or other
responsi bl e admni strator, or on all candi dates.

During any phase of the sel ection process, al
candi dates shall receive the sane treatnent.

d. I n addi tion, where appropriate, an advisory comittee
may be established to advise the President or other
responsi ble admnistrator. Were an advisory commttee
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is established, directions shall be provided the
commttee by the President or other responsible
admnistrator as to

1) The scope of the coomttee' s tasks.

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

3) Appropriate tinme limts.

4) The form of any recommendati ons to be nade.
(Exanpl e: each candidate shall be classified as
"qualified" or "not qualified" wthout any
i ndi cation of ranking.)

Wier e canpus heads or other senior admnistrative
appoi ntnents are invol ved, the President shal
periodically informthe Board of Regents of the status
of the selection process. On other appointnents, the
official conducting the search shall periodically
report on its progress to the President.

Al'l recommendati ons for appoi ntnments under these
gui del i nes shall be nade to the Board of Regents by the
Presi dent .



	Purpose
	Objective
	Applicability/Responsibility
	Recruitment
	Reassignment
	Guidelines on Selection of Executives and Administrators

