Prepared by the O fice of Human Resources.
This replaces Adm nistrative Procedure No. A9.540
dat ed May 2002

September 2015

RECRUI TMENT, SELECTI ON & APPO NTMENTS

A9. 540 RECRUl TMENT AND SELECTI ON OF FACULTY AND
ADM NI STRATI VE, PROFESSI ONAL AND TECHNI CAL ( APT)
PERSONNEL

1. Pur pose

To i npl enent Section 304-11 H R S., Personnel, and to
conply with Board of Regents' Policies, Section 9-1(1),
CGeneral Appointnments, and Board of Regents' Policies,
Section 1-5, Policy on Nondiscrimnation and Affirmative
Action. The purpose of this procedure is to facilitate
the recruitnment and sel ection process and to ensure
conpliance with University hiring policies, affirmative
action and equal enpl oynent opportunity guidelines, and
the respective coll ective bargai ni ng agreenents.

2. bj ect i ves

To prescribe procedures for recruitnment and sel ection of
Faculty and Adm nistrative, Professional and Techni cal
(APT) personnel .

3. Applicability/ Responsibilities

This adm ni strative procedure applies to the recruitnent
and sel ection of the best qualified for all faculty and
APT positions regardl ess of funding source. It does not
apply to casual appointnents which are covered under

Adm ni strative Procedure A9.480, Casual Appointnents;
graduat e assi stants which are covered under

Adm ni strative Procedure A9.550, Appointnment of G aduate
Assi stants; and |lecturers, cooperating teachers,

counsel ors which are covered under Adm nistrative
Procedure A9.560, Appointnment of Lecturers and
Cooper ati ng Teachers/ Counsel ors.

The President, Chief Executive Canpus Oficers or their
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of ficial designees, State Director for Career and
Techni cal Education, and Manoa Deans and Directors are
responsi bl e for ensuring that appoi ntnment recommendati ons
have been reviewed for conformance with this procedure
and ot her appropriate policies and procedures and are
supported by sound human resources nmanagenent practices.

Pr ocedur es
a. Recr ui t nent Procedur es

For each position vacancy, the departnent or other
hiring unit shall:

1) Refer to Adm nistrative Procedure, A9.485,
Filling of Vacant Positions, for specific
procedures and forns to be conpleted; UH Form 17
(EEQ AA) Suggest ed Checklist for
Recruitnent/H ring Process (Attachnment 1).

2) Revi ew t he position description (for APT
positions) for accuracy, and, as appropriate,
update to ensure currency of work assi gnnent and
conpliance with the Anericans with Disabilities
Act of 1990.

Requests for establishnent of new APT positions
or updating of existing APT positions with
significant changes in the duties nust be
submtted to the Chancellor’s designee or the
University Ofice of Human Resources (OHR), as
appropriate, for action under the procedures
established by Adm nistrative Procedure A9. 210,
Cl assification and Conpensation Plan for APT
Per sonnel .

3) Anal yze work force for underutilization. Before
initiating recruitnent, the
Dean/ Director/Provost or official designee shal
refer to the current Affirmative Action Plan or
contact the Director of EEQ AA (Menoa and System
units), the Canpus EEQ AA Coordi nator (Hil o/ West
Oahu), or the CC Director of EEQ AA (Conmunity
Coll eges) to determine if there is
underutilization in the job group for which
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recruitnent is to be carried out.

Conduct affirmative action/recruitnment. |f
there are underrepresented groups, affirmative
recruitnment efforts should be nmade in addition
to the mninmum advertising specified in 4.c.,
Vacancy Announcenent Procedures, bel ow. Contact
the Director of EEQ AA (Menoa and Systemunits),
t he Canpus EEQ AA Coordi nator (Hilo/Wst Gahu),
or the CC Director of EEQ AA (Community
Col l eges) for nore information on affirmative
recruitnment. Exanples of affirmative
recruitnment efforts may include:

a) Specifying a |onger recruitnment period to
encourage a broader applicant pool.

b) I ncl udi ng menbers of underrepresented
groups on commttees for recruitnent,
screening, interview ng and sel ection.

c) Encour agi ng nenbers of underrepresented
groups to apply for higher-Ilevel positions.

d) Sendi ng copi es of advertisenments to
or gani zati ons which may bring the avail abl e
positions to the attention of mnorities,
as identified by the underutilization
anal ysi s.

Applicants shall be infornmed of the availability
of canpus security and crinme statistics
information. Applicants should be referred to
the respective canpus security office and/or

i nformed of the canpus web page for such

i nformation.

Faculty positions that were advertised and
filled on a tenmporary or non-tenurial basis,
nmust be re-advertised and a conpetitive search
conducted if they are to be filled on a tenure-
track basis, unless otherw se specified.

Unsolicited Resunes
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Col | eges/ Departnents may retain unsolicited resunes.
However, if retained, the resumes nust be eval uated
and consi dered whenever appropriate vacanci es occur.
| f not retained, the unsolicited resunes should
either be returned to the individuals, or the

i ndi vi dual s should be notified that consideration
for a University position requires an application
for the specific advertised position in accordance
wi th advertised application requirenents.

Vacancy Announcenent Procedures

The appropriate Chief Executive Canpus O ficers or
their official designees, State Director for Career
and_Techni cal Education, or Minoa Deans and
Directors shall review the recruitnment sources.

Al'l pertinent aspects of the position nust be
advertised. Paid job notices in a Hawai ‘i newspaper,
The Chronicle of Hi gher Education, or other

prof essional journals nmay be abbreviated for cost
savi ng purposes or to create nore readable
advertisements. Such abbreviated notices nust be
approved by the Appointing Authority or Designee;
and all applicants should be sent or referred to a
copy of the unabridged advertisenent, e.g., via
mail, e-mail or web site.

1) Recruitnent Period

a) APT vacancies: Al APT positions nust be
advertised at |east ten (10) working days
prior to the closing date.

b) Faculty positions at the Conmunity Coll eges
and tenporary/non-tenurial faculty
positions at four-year canpuses my be
filled through local recruitnent only,
unl ess the applicant pool is inadequate.

Such positions nmust be advertised in a
newspaper with statew de distribution at
| east ten (10) working days prior to the
cl osi ng date.
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Nat i onal Faculty searches: Faculty
positions to be filled through nati onal
recrui tment nmust be advertised at |east
fifteen (15) working days prior to the
closing date. (National searches are
required for all tenure-track vacanci es at
four-year canpuses.)

Cl osi ng dates: Vacancy announcenents with
specific closing dates should have the sane
date in all advertising venues.

For waivers of closing dates (e.qg.,
continuous recruitnment for hard to fill
positions), refer to section 6,
“Exceptions.”

red Adverti sing Venues
Work at UH or successor: all positions

i) All APT and faculty positions shall be
adverti sed at Work at UH or its
successor.

ii) Departnents are to route announcenents
to their Chief Executive Canpus
O ficer official designee, or Manoa
Deans and Directors, as appropriate,
for review prior to publication.

iii) Should there be a significant error in
t he advertisenent (e.g., mninum
qualifications, salary, etc.), the
adverti sement should be corrected and
republished with a change to the
closing date, if appropriate.

Newspaper with Statew de Distribution
In addition to the listing at Work at UH or

its successor, the foll ow ng guidelines
apply to advertisenments in a newspaper with
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statew de distribution

i) Faculty positions filled only through
| ocal recruitment nust be advertised
in a newspaper with statew de
di stribution.

i1) Faculty positions filled through
national recruitnent may be advertised
in a newspaper with statew de
di stribution.

i) No applicant from outside the
Uni versity APT workforce shall be
approved for appointment in the
absence of statew de recruitnent.

Nat i onal Adverti sing

The foll ow ng positions shall be advertised
nationally in appropriate professional
journals, electronic bulletins, or other

sui tabl e nmedi a:

i) Al tenure-track faculty positions on
f our-year canpuses.

i1) Tenporary faculty appointnents at
four-year canpuses when the | oca
appl i cant pool may be i nadequat e.

i) Community Col |l ege faculty
positi ons when statew de
recrui tnment has been determ ned
by the Canpus EEQ AA Oficer, in
consultation wwth the Community
Col l eges Director of EEQ AA, to
be i nadequate to provide
qual i fi ed candi dat es.

ng dates
Al'l APT vacancy announcenents shall have

cl osing dates, and the closing dates should
be the sane for all advertising venues.
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Exceptions to the closing date requirenent
requi re CHR approval .

b) Facul ty vacancy announcenents nay have
cl osing dates or may have continuous
recruitment for hard to fill positions. In
cases of continuous recruitnent, the
recommended | anguage is, “review of
applications will begin on (date) and w ||
continue until the positionis filled.”

After the job announcenent has been approved for
publication, the hiring unit is responsible for
fundi ng and pl acing the advertisenent in
newspapers, journals, or other appropriate nedia.
Al'l advertisenents (except Work at UH or
successor) will include the phrase “Equal
Qpportunity/ Affirmative Action Institution” or
“EEQ AA Enpl oyer” if space is a prem um
Excepti ons
a) When there is any variation fromthe
advertising process for faculty positions,
prior approval must be obtained fromthe
fol | ow ng:

UH at MEnoa -

Director of EEQ AA
Community Col | eges -

CC Director of Human Resources or
CC Director of EEQ AA

UH at Hlo -
Director of EEQ AA (UHH)
UH - West Cahu

EEQ' AA Coor di nat or
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The foll owi ng are exceptions to the
f oregoi ng vacancy announcenent and
advertising rul es:

i)

i)

A bona fide visiting faculty nenber
with return rights to a hone
institution or to permanent enpl oynent
may be appointed w thout the necessity
of advertising. However, candi dates
for such appoi ntnments shoul d be
solicited from appropriate
institutions, and the selection should
be made from anong vi abl e candi dat es
using the sane criteria and procedures
as in making regul ar appoint nents.

Vi siting appoi ntnments should be for
one year or less. Visiting faculty
shal | not be subsequently appointed to
positions wthout appropriate

recrui tment and consideration of a

br oader applicant pool.

An Executive/ Manageri al appointee with
return rights to an APT or Faculty
position, pursuant to collective
bar gai ni ng agreenents and Board
policies, my be returned to her/his
respective position wthout
recruitnent. (See respective

col | ective bargaining agreenent or
appl i cabl e Board of Regents’

policies.)

A faculty nenber may be reassigned
within her/his |ocus of tenure.

A part-tinme tenporary position created
for an enpl oyee participating in the

I ncentive Early Retirenent (IER)
program need not be adverti sed.
However, the filling of the pernmanent
position vacated by the I ER enpl oyee
nmust be in accordance wth al
appl i cabl e policies and procedures on
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recruitnment and selection. (Refer to
Executive Policy E9.204, Incentive
Early Retirenment, and Adm nistrative
Procedure A9. 195, Establishnment of New
Posi ti ons and Abol i shnent of
Positions.)

V) A tenporary faculty position
established for recruitnent of a dual
career couple where the prinmary hire
is being_recruited for a tenure-track
posi tion.

Sel ecti on Procedures

1) Adm ni strative, Professional and Technical (APT)
- see Attachnent 3.

2) Faculty - see Attachnent 4.
Appoi nt ment Procedures

Refer to Adm nistrative Procedure A9. 570,
Appoi nt mrent Procedure for BOR Personnel.

Recrui t nent/ Sel ecti on Recor dkeepi ng

Affirmative action efforts and results shall be
docunent ed, and docunentation shall be retained in
the enmpl oying unit for at |east three years (from
effective date of appointnent), along with other
records related to filling the position. These
docunents are subject to inspection by University
officials and authorized representatives of federal
and state agencies which are concerned with EEQ AA
matters. The System Director of Human Resour ces,
Director of EEQ AA or Canpus EEQ AA Coor di nat or may
ask for copies of any of these docunents. The
foll ow ng shall be retained:

1) One copy of each job advertisenent.
2) Al'l applications submtted for the position.

3) Appl i cant eval uation form such as UH Form 16,
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(EEQ AA) Sanpl e APT Screeni ng/ Eval uati on Sheet
(Attachnent 3C).

| nt ervi ew questions, desired answers/responses,
i ntervi ewees’ responses, and rating sheets.

Copy of conpleted UH Form 17, (EEQ AA) BOR
Recrui t ment/ Sel ecti on Form 17.

UH Form 18, (EEQ AA) Suggested Checklist for
Recruitnment/H ring Process (Attachnment 1).

Copi es of any rel ated correspondence.

M nutes of conmttee neetings.
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SUGGESTED CHECKLIST FOR RECRUITING/HIRING PROCESS

Recruiting Process

Position was analyzed for underutilized groups (women or minority groups) based on data from the
EEO/AA Office.

Position vacancy announcement was reviewed to insure that the minimum qualifications and desirable
gualifications are job related and are based on knowledge, skills, and abilities.

Recruiting methods and selected advertising media are adequate.

Position was advertised for at least 10-15 working days, as appropriate.

If underutilization exists, affirmative action recruitment was carried out.
Verified the advertising and clipped copies of published job announcements.

If a casual hire is appointed after minimal recruiting due to exigency (such as lack of time), the hiring
unit is notified that such appointment is contingent upon open recruitment.

Applicant was informed of availability of campus security and crime statistics information.
Hiring Process

Applicant pool is adequate.

All applications under consideration were received or postmarked by the closing date.

Persons involved in the evaluation and interviewing process were briefed on:

* search committee's charge

* confidentiality of evaluating and interviewing

* criteria for selection

* position description

* copy of advertisement

* minimum qualifications (MQs)

* desirable qualifications (DQSs)

* evaluation forms

* unlawful or improper pre-employment inquiries
* underutilized groups, if any

* A9.540 procedures

* recordkeeping

* APT priority status requirements, if necessary

Reasons for nonselection are documented clearly so there is no doubt that the most qualified
person is being recommended.

Final selection is in accordance with the MQ and DQ ratings on the Form 17 and evaluation sheets.

UH EEO/AA Form 18 (revised 7/00)
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Instructions for I nternal Posting of Job Opening Announcements
General Information
Designated personnel officers assign authorization to list job openings according to specific work group.
Authorized submitters must list job openings viathe Web site at <workatuh.hawaii.edu>. To submit,
complete al pertinent fields on the Web-based form and press SUBMIT when ready. Once cleared
for posting, announcements will appear online at the job opening listing via the announced web site.
Comments
Do not include EEO/AA references or minority recruitment statements.
Positions will be understood to be permanent, 11 month and full time unless otherwise specified.

Contact designated personnel officer to cancel or amend a posted job opening.

Faculty Position
(Note: multiple vacancies with similar requirements may be consolidated under one title)

POSITION TITLE, position number 000000; Campus name (and duty location if different from
application address); part time; expected duration/tenure status as appropriate; to begin MM/DD.
Duties: Briefly summarize. Minimum Qualifications. State degrees and experience required, not less
than in classification plan. Condense by avoiding repetition of phrases such as"knowledge of" and
"ability to." (Salary: optional). To apply: State method, materials required, address. Closing date:
MM/DD. Inquiries. Name and/or phone number.

APT Position
(Note: multiple vacancies with similar requirements may be consolidated under one title)

POSITION TITLE (working title {optional}); position number; Campus name (and duty location if
different from application address); funding source; to begin MM/DD; duration (only if temporary).
Duties: Briefly summarize major duties and responsibilities. Minimum Qualifications: Listin
accordance with approved position description. Condense by avoiding repetition of phrases such as
"knowledge of" and "ability to." Desirable Qualifications. As approved. Pay range: Indicate band
assignment and designated new hirerate. To apply: State method, materials required including UH
APT Application Form 64, address. Closing date: MM/DD. Inquiries. Name and/or phone number.
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APT SEL ECTION PROCEDURES

Individuals who apply for APT vacancies must complete the UH Form 64 “University of
Hawai‘i Application Form, Administrative, Professional and Technical Positions’ (Attachment
3A) or UH Form 64a " University of Hawai'i Application Form, Administrative, Professional
and Technical Positions’ for persons with disabilities (Attachment 3B). Resumes, |letters of
references, etc. may be requested as additional documents and attached to the APT
Application Form (UH Form 64 or UH Form 64a) as required by the advertisement. These
forms are available on the World Wide Web at the Office of Human Resources Home Page
(http://www.hawaii.edu/ohr) under the HR Documents selection / HR Forms subheading.

Receiving Office

All applications must be received by the individual or office specified in the vacancy
announcements.

As applications are received, aletter should be sent to each applicant to inform the person that
the application has been received. Inform the applicant about how long the screening process
will take and that she/he will be notified once the committee has reached a decision on her/his
application.

Closing Date

All applications received during the open recruitment period must be considered. Only those
applications postmarked or date stamped by the receiving office by the closing date are
considered to have met the filing deadline.

APT Priorities

The selection priorities for filling APT positions as contained in the collective bargaining
agreement shall be followed.

Applicant Evaluation Form

An evaluation form shall be developed. It isrecommended that an evaluation form be
completed for each applicant. Sample Forms: UH Form 16, (EEO/AA), Sample APT
Screening/Evaluation Sheet, Attachment 3C.

The minimum qualifications (MQs) and the additional desirable qualifications (DQs) listed in the
advertisement and position description shall be listed on the applicant evaluation form and used
as a checklist in screening the applications. Applicants must satisfy all MQs before proceeding
further in the selection process.
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Screening Process

a) Before conducting the screening process, hiring units should contact their EEO/AA
Officer for the most direct policy guidance on EEO/AA pre-employment inquiries. In
addition, the committee should decide on the number to be interviewed. A suggested
minimum number of applicantsto interview isfive (5).

b) Priority applicants should be interviewed first unless they clearly do not meet the MQs. If
no priority applicants meet the MQs, then the top nonpriority applicants may be
interviewed.

c) As APT positions allow for equivalencies for education and/or experience requirements,
the equivalencies should be determined prior to screening applications. Such
eguivalencies must be comparabl e to the educational/degree and experience requirements
for the class of work.

d) The entire selection process is confidential and shall not be discussed with any of the
applicants or with anyone outside the process.

e) It is recommended that the selection committee maintain minutes of its meetings.
Interview Process

It is recommended that structured, job-related interview questions along with the acceptable
responses be developed prior to any interview. The department should develop arating sheet
(see Attachment 3C).

The head of the hiring unit shall consult with the College Administrative Services Director,
Personnel Officer, or Campus EEO/AA Coordinator to review all interview questions and, if
necessary, to obtain assistance throughout the interview and screening process. The head of the
hiring unit must advise interviewers of the Guideline for Pre-Employment Inquiries under the
Hawai‘i State Employment Practices Law, copies of which are available through the Director of
EEO/AA (Manoa and System units), the Campus EEO/AA Coordinator (Hilo/West O‘ahu), or
the CC Director of EEO/AA (Community Colleges).

The best qualified available applicant shall be selected.

Reference checks are integral in the decision making process. It isimperative that areference
check be done fairly and consistently to serve as a valuabl e tool in the selection process.

Please remember that the same discrimination laws which apply to interview questions aso apply
to reference checks.
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The UH Form 17, (EEO/AA) BOR Recruitment/Selection Form 17, must be completed for all
APT appointments. The original UH Form 17, with copies of all advertisements shall befiled
with the Director of EEO/AA (Manoa and System units), the Campus EEO/AA Coordinator
(Hilo/West O*ahu), or the CC Director of EEO/AA (Community Colleges), respectively.

K eep applicants informed throughout the process. If there are unusual delays, notify the
applicants. Applicants who have not been selected for the final interview process may be so
informed. Once the selection has been made and approved, inform the remaining applicants.

The appointing authority should review the Suggested Checklist for Recruiting/Hiring
Process (Attachment 1) prior to making the final selection and initiating the appointment
procedure.
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UNI VERSI TY OF HAWAI ' |
APPLI| CATI ON FORM
Adm ni strative, Professional and Technical Positions

Title of Position: Posi ti on
No.
Narme: Last First M ddl e
Hone Address: Street Apt. # Cty State Zip
Code
Tel ephone No. : Hone Busi ness
If selected, all individuals nust present docunentary evidence to verify their

eligibility to work, pursuant to the Inmmgration Reformand Control Act of 1986.

Pl ease conmplete the following if you are presently or fornmerly enployed by the
University of Hawai'i:

Depart nent : Oficial Position Title: Canpus Phone No. :
Col | ege:
Present Appointnent Period (if applicable): FTE: BU:

Check one of the following boxes if you are exercising enploynment rights in accordance
with Article 10, BU 8 collective bargai ning agreenent (eligibility subject to
verification by the hiring unit):

Q | ambeing relieved or term nated because of a lack of work or other legitimte
reasons and have reenpl oynent rights as outlined in Article 9, Enploynent

Security.

Q | have been relieved or term nated because of a lack of work or other legitimte
reasons and have reenploynent right as outlined in Article 9, Enploynent Security.

Q1 amcurrently in the bargaining unit, and the foregoing statements do not apply to
ne.

Li st chronologically all schools attended beyond Grade 12:
Degree, Diploma or
Certificate &
School Nane Addr ess Maj or Field of Study Dat e Recei ved

Form 64 (rev 01/00)
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Li st chronologically pertinent mlitary, professional, trade, technical, etc., courses
you have conpl et ed:

School Nane Addr ess Subj ect Area Certificate &

Dat e Recei ved

Wor k Experi ence

Provi de sufficient detailed information with which to determ ne your qualifications for
the position for which you are applying. Begin with your nost recent enploynent. |If
addi ti onal space is required, continue on a separate sheet and attach securely.

Present Enmpl oyer: From To:

Mai | i ng Address:

Supervisor’'s Name & Title: If less than full-time, avg hrs
wor ked per week:

Your Position Title:

Description of your duties and responsibilities:

Enpl oyer: From To:

Mai | i ng Address:

Supervisor’'s Name & Title: If less than full-time, avg hrs
wor ked per week:

Your Position Title:

Form 64 (rev 01/00)
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Description of duties and responsibilities:

Enpl oyer: From To:

Mai | i ng Address:

Supervisor’'s Name & Title: If less than full-time, avg hrs
wor ked per week:

Your Position Title:

Description of duties and responsibilities:

Enpl oyer: From To:

Mai | i ng Address:

Supervisor’'s Name & Title: If less than full-time, avg hrs
wor ked per week:

Your Position Title:

Form 64 (rev 01/00)
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Description of duties and responsibilities:

Publ i cations, research, and ot her

Co- aut hor s,

Title i f any

pr of essi onal
Title of Journal
Publication & Date

activities
or I f Book, Publication

Date & Publi sher

Know edge of | anguage ot her than English if

required for the position

Read Ability to Wite Conv

erse

Language Yes/ No Yes/ No Yes/
No

Pertinent special qualifications
Li st, as appropriate,

awar ds, fellowships, etc.

menbership in professiona

or scientific societies, honors,

| hereby certify that al

Form 64 (rev 01/00)

statenents in this application are true and
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correct to the best of ny know edge, and | agree and understand that any
m sstatenments of material facts herein nmay cause forfeiture of al

rights to any enploynent with the University of Hawai ‘i. | also
understand that, if selected, | nust present docunentary evidence to
verify nmy enploynent eligibility, pursuant to the Immgration Reform and
Control Act of 1986.

Dat e Si gnature

UNI VERSI TY OF HAWAI' | NON- DI SCRI M NATI ON AND AFFI RVATI VE ACTI ON PQOLI CY

The University of Hawai ‘i is an equal opportunity/affirmative action
institution. Al qualified applicants wll be considered, regardl ess of
race, sex, age, religion, color, national origin, ancestry, disability,
marital status, arrest and court record, sexual orientation or status as
a disabled veteran or veteran of the Vietnamera. Wnen, nenbers of
mnority groups, veterans and persons with disabilities are encouraged
to apply. (Persons with hearing disabilities may call 1-711 or 643-
8833.) Applicants with hearing or speech inpairnments may use the TDD
relay service by calling 1-711.

CRI ME AWARENESS AND CAMPUS SECURI TY ACT

I n accordance with the Canmpus Security Act of 1990, the University of
Hawai ‘i mai ntai ns data on the types and nunber of crines that occur on
University property as well as policies dealing with canpus security.
To obtain additional information, please visit your respective canpus’
website or contact your canpus’ security office.

An Equal Opportunity/Affirmative Action Institution

Form 64 (rev 01/00)
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UNIVERSITY OF HAWAI'I
APPLICATION FORM
Administrative, Professional and Technical Positions

Thisformisin alternate format for use by persons with disabilities.

Title of Position: Position
No.
Name; Last First Middle
Home Address: Street Apt. # City State Zip Code
Telephone No.: Home Business

If selected all individuals must present documentary evidence to verify their
eligibility to work, pursuant to the Immigration Reform and Control Act of 1986.

Please complete the following if you are presently or for merly employed by the
University of Hawai'i:

Department: Official Position Title: | Campus Phone No.:
College:
Present Appointment Period (if applicable): FTE: BU:

Form 64a (rev 01/00)
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Check one of the following boxes if you are exercising employment rightsin
accordance with Article 10, BU 8 collective bargaining agreement (eligibility subjec
to verification by the hiring unit):

Q| am being relieved or terminated because of alack of work or other legitimate
reasons and have reemployment rights as outlined in Article 9, Employment
Security.

Q| have been relieved or terminated because of alack of work or other legitimate
reasons and have reemployment rights as outlined in Article 9, Employment
Security.

Q| am currently in the bargaining unit, and the foregoing statements do not apply tg
me.

—

List chronologically all schools attended beyond Grade 12:
Degree, Diploma or
School Name  Address Magjor Field of Study Certificate & Date
Received

List chronologically pertinent military, professional, trade, technical, etc., courses
you have completed:
School Name Address Subject Area Certificate &
Date Received

Form 64a (rev 01/00)
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Work Experience
Provide sufficient detailed information with which to determine your qualifications
for the position for which you are applying. Begin with your most recent

employment. |f additional space isrequired, continue on a separate sheet and attach
securely.

Present Employer: From: To:

Mailing Address:

Supervisor's Name & Title: If less than full-time, avg hrs
worked per week:

Y our Position Title:

Description of your duties and responsibilities:

Form 64a (rev 01/00)
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Employer: From: To:

Mailing Address:

Supervisor's Name & Title: If less than full-time, avg hrs
worked per week:

Y our Position Title:

Description of duties and responsibilities:

Employer: From: To:

Form 64a (rev 01/00)
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Mailing Address:
Supervisor’'s Name & Title: If less than full-time, avg hrs
worked per week:
Your Position Title:
Description of duties and responsibilities:
Employer: From: To:
Mailing Address:

Form 64a (rev 01/00)
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Supervisor's Name & Title If less than full-time, avg hrs
worked per week:

Y our Position Title:

Description of duties and responsibilities:

Form 64a (rev 01/00)
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Publications, resear ch, and other professional activities
Co-authors, Title of Journal or If Book, Publication
Title if any Publication & Date Date & Publisher

Knowledge of language other than English if required for the position:
Read Ability to Write Converse

L anguage Yes/No Yes/No Yes/No

Pertinent special qualifications
List, as appropriate, membership in professional or scientific societies, honors,
awards, fellowships, etc.

| hereby certify that all statements in this application are true and correct to the best of
my knowledge, and | agree and understand that any misstatements of material facts
herein may cause forfeiture of all rights to any employment with the University of
Hawai‘i. | aso understand that, if selected, | must present documentary evidence to
verify my employment eligibility, pursuant to the Immigration Reform and Control
Act of 1986.

Date Signature

Form 64a (rev 01/00)



A9. 540
Page 28
Attachnment 3B

UNIVERSITY OF HAWAI'l NON-DISCRIMINATION
AND AFFIRMATIVE ACTION POLICY

The University of Hawai‘i is an equal opportunity/affirmative action institution. All
qualified applicants will be considered, regardless of race, sex, age, religion, color,
national origin, ancestry, disability, marital status, arrest and court record, sexual
orientation or status as a disabled veteran or veteran of the Vietham era. Women,
members of minority groups, veterans and persons with disabilities are encouraged to
apply. (Personswith hearing disabilities may call 1-711 or 643-8833.) Applicants
with hearing or speech impairments may use the TDD relay service by calling 1-711.

CRIME AWARENESSAND CAMPUS SECURITY ACT
In accordance with the Campus Security Act of 1990, the University of Hawai‘i maintains
data on the types and number of crimes that occur on University property as well as

policies dealing with campus security. To obtain additional information, please visit
your respective campus’ website or contact your campus' security office.

An Equal Opportunity/Affirmative Action Institution

Form 64a (rev 01/00)
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Applicant: Position No. Position Title:
Closing Date: Application Requirements. Complete () Not Complete ()
APT Priority Applicant? ___ Noor__Yes If yes, indicateif  Priority 1 Priority 2 or Priority 3
MINIMUM QUALIFICATIONS DOESNOT MEETS MORE THAN COMMENTS
MEET ADEQUATE
1. Graduation from an accredited four-year college or university with major coursework in personnel
or public administration, business administration, education or related field.
2. Six (6) years progressively responsible professional personnel administration experience of which
four years must have involved progressively responsible experience in workers compensation,
employee career development and training, and public sector fringe benefits program.
3. Knowledge of workers' compensation laws, rules and regulations.
4. Knowledge of staff development programs as well as employee training activities.
5. Knowledge of law, rules and regulations governing public personnel administration.
6. Knowledge of principles, practices and techniques of personnel administration and management.
7. Knowledge of theories, principles and practices of organization and management.
8. qu(vl edge of various kinds of disability and loss of bodily functions incurred as aresult of disease
or injury.
9. Knowledge of basic principles and practices relating to vocational rehabilitation.
10.  Knowledge of fringe benefits program as applied to public sector employees.
11.  Ability to interpret and apply workers' compensation claims examination policies, precedents and
guidelines.
12.  Ability to review, analyze and evaluate facts.
13.  Ability to research data and prepare analytical and comprehensive reports.
14.  Ability to communicate effectively.
15.  Or, any equivalent combination of education and/or experience.

UH EEO/AA Form 16 (Revised 5/97)
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DESIRABLE QUALIFICATIONS DOESNOT MEETS MORE THAN COMMENTS
MEET ADEQUATE
1. Knowledge of and work experience in a postsecondary institution.
2. Knowledge of University organization, programs and functions.
3. Knowledge of State of Hawai‘i programs, offices and procedures as it relates to workers' compensation,

health benefits and vacation and sick leave administration.

4. Knowledge of public sector collective bargaining contracts and their relationship to the benefits program.
5. K nowledge of University’s computerized human resources system.
Interview Candidate? Yes No
Print Evaluator’s Name Date

Evaluator’s Signature
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FACULTY SELECTION PROCEDURES

No application form is required for faculty positions except at the Community Colleges. Letters of
interest should be submitted in response to advertisements. Curriculum vitae, letters of references, etc
may be requested as indicated in the advertisement.

Receiving Office

All applications must be received by the individua or office specified in the vacancy announcements.
As applications are received, aletter should be sent to each applicant to inform the person that the

application has been received. Inform the applicant as to the anticipated length of the screening proce
and that she/he will be notified once a decision has been made on her/his application.

Closing Date

All applications received during the open recruitment period must be considered. Only those
applications postmarked or date stamped by the receiving office by the closing date are considered to
have met the filing deadline.

Applicant Evaluation Form

An evaluation form may be developed. It isrecommended that an evaluation form be completed for
each applicant.

The minimum qualifications (MQs) and the additional desirable qualifications (DQs) listed in the
advertisement and position description shall be listed on the applicant evaluation form and used as a
checklist in screening the applications. Applicants must satisfy all MQs before proceeding further in
selection process.

Screening Process

a) Before conducting the screening process, hiring units should contact her/his EEO/AA Officer
for the most direct policy guidance on EEO/AA pre-employment inquiries.

b) If the faculty position provides for equivalencies for education and/or experience requirement:
the equivalences should be determined prior to screening applications.

C) The entire selection process is confidential and shall not be discussed with any of the applican
or with anyone outside the process.

d) It is recommended that the selection committee maintain minutes of its meetings.



10.
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Interview Process

It is recommended that job-related interview questions along with the acceptable responses be
developed prior to any interview. The hiring unit may develop arating sheet.

The head of the hiring unit shall consult with the College Administrative Services Director, Personnel
Officer, or Campus EEO/AA Coordinator to review al interview questions and, if necessary, to
obtain assistance throughout the interview and screening process. The head of the hiring unit must
advise interviewers of the Guideline for Pre-Employment Inquiries under the Hawai‘i State
Employment Practices Law, copies of which are available through the Director of EEO/AA (Manoa
and System units), the Campus EEO/AA Coordinator (Hilo/West O‘ahu), or the CC Director of EEO/
AA

(Community Colleges).

The best qualified available applicant shall be selected.

Reference checks are integral in the decision making process. It isimperative that reference checks
be done fairly and consistently so that they may serve as avaluable tool in the selection process.
Please remember that the same discrimination laws applicable to interview questions also apply to
reference checks.

The UH Form 17 (EEO/AA), BOR Recruitment/Selection Form 17, must be completed for all faculty
appointments. The original UH Form 17, with copies of al advertisements shall be filed with the
Director of EEO/AA (Manoa and System units), the Campus EEO/AA Coordinator (Hilo/West
O‘ahu), or the CC Director of EEO/AA (Community Colleges).

Keep applicants informed throughout the process. If there are unusual delays, notify the applicants.
Applicants who have not been selected for the final interview process may be so informed. Once the
selection has been made and approved, inform the remaining applicants.





