Prepared by Personnel Managenment O ffi ce.
This is a new Adm ni strative Procedure.

July 1982

RECRUI TMENT, SELECTI ON AND APPO NTMENTS

This Administrative Procedure was abolished on November 7, 1997
per Administrative Procedures Memorandum No. 97-10 signed by
Senior Vice President for Administration Eugene S. Imal.

A9. 510 SPECI AL EMPLOYMENT PROGRAMS

1

Purpose. To promul gate procedures for the acquisition of
posi ti ons/ enpl oyees under special enploynent prograns such
as the State Conprehensive Enpl oynment Training (SCET)
conponent of the State Program for the Unenpl oyed and the
Conpr ehensi ve Enpl oynent Trai ni ng Act (CETA).

Applicability/ Responsibility. This instruction applies to
al | canpuses and organi zations Universitywi de. The
University Personnel Ofice has overall responsibility for
the adm ni stration of special enploynment prograns. No
enpl oyee may be hired, nor any contract executed, w thout
scrupul ous regard to the procedures outlined bel ow.

Procedures. There are generally two nethods by speci al

enpl oynent prograns may be inplenented-centralized (directly
coordi nated by the University Personnel Ofice) or
decentralized (coordinated by the individual canpus or
program adm ni strators).

a. Centralized: These projects are usually initiated by
anot her State agency through the University Personnel
O fice. Upon receipt of such notification, the
foll ow ng procedures will be inplenented:

1) Uni versity Personnel Ofice inforns University
Adm ni strators and Chancell ors of funds for
program soliciting applications.

2) University Adm nistrators and Chancel lors submt
proposals to University Personnel Ofice, which
forwards themto sponsoring agency.

3) University Personnel Ofice notified by sponsoring
agency of awards.

4) Uni versity Personnel Ofice furnishes University
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Contracts and Grants Accounting Ofice (CGAO wth
copi es of approved proposals.

5) Uni versity Personnel Ofice inforns University
Adm ni strators and Chancel | ors of awards.

6) | ndi vi dual canpus and program adm ni strators
establish position classifications, where
applicable. (See Admnistrative Procedures A9. 250
and A9. 660) .

7) Uni versity Personnel Ofice obtains signatures of
Uni versity and sponsoring agency contract officers
on all contracts or agreenents, furnishing copies
to CGAQ, University Contracts O ficer and
sponsoring agency.

8) | ndi vi dual canpus and program adm ni strators
establi sh account codes with CGAO for each
agreenent, where applicable. (See Adm nistrative
Procedure A8.612).

9) | ndi vi dual canpus and program adm ni strators
comence program DPS Form5 or UH Form 5B i ssued
by first duty day. (University Personnel Ofice
furnished with enployee listings if Form5 or 5B
not necessary.)

10) Individual canpus and program adm ni strators
furnish CGAO with copies of invoices sent to
sponsoring agency for reinbursenent of program
costs, where applicable.

11) University Personnel Ofice serves as |iaison
bet ween sponsoring agency and i ndivi dual canpus
and program adm ni strators for program duration
CGAO may elect to serve as liaison in area of
rei mbur senent paynents.

Decentralized: At times, individual program

adm nistrators are contacted directly by a sponsoring
agency to inplenment a special programiproject. In

t hese cases, the foll ow ng procedures apply:

1) | ndi vi dual canpus or program adm ni strator
requests approval from Adm ni strator or Chancell or
to initiate program
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2) Adm ni strator or Chancellor receives clearance
from CGAO and University Contracts O ficer

3) | ndi vi dual canpus or program adm ni strator
establ i shes position classifications, where
applicable. (See Adm nistrative Procedures A9. 250
and A9. 660)

4) | ndi vi dual canpus or program adm ni strator obtains
signatures of University and sponsoring agency
contract officers on all contracts or agreenents,
furni shing copies to CGAQ, University Contracts
Oficer, University Personnel Ofice and
sponsoring agency.

5) | ndi vi dual canpus or program adm ni strator
est abl i shes account code with CGAO for each
agreenent, where applicable. (See Adm nistrative
Procedure A8.612).

6) | ndi vi dual canpus or program adm ni strator
commences program DPS Form 5 or UH Form 5B
i ssued by first duty day. (University Personnel
O fice furnished with enployee listing if Form5
or 5B not necessary).

7) | ndi vi dual canpus or program adm ni strator
furni shes CGAO with copies of invoices sent to
sponsoring agency for reinbursenent of program
costs, where applicable.

8) | ndi vi dual canpus or program adm ni strator works
directly with sponsoring agency for program
duration. University Personnel Ofice and/or CGAO
may i ntervene at any tine.

Exceptions. University Personnel Ofice may exenpt a
speci al enpl oynent program fromthe above procedures.



