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APPOINTMENT PROCEDURE FOR BOARD OF REGENTS PERSONNEL

1.

Purpose. To promulgate procedures assuring that the Board
of Regents can discharge its statutory responsibility for
approving faculty, research, extension, administrative, and
professional and technical appointments before the
appointment has been legally committed or executed.

2.

References.

3.

a.

Administrative Procedure A9.480, Casual Appointments

b.

Administrative Procedure A9.540, Appointment of Faculty
and APT

c.

Administrative Procedure A9.550, Appointment of
Graduate Assistants

d.

Administrative Procedure A9.630, Service Beyond Age 70

e.

Administrative Procedure A9.560, Appointment of
Lecturers and Cooperating Teachers

f.

Administrative Procedure A9.900, EEO/AA In Recruitment
and Selection

g.

Administrative Procedure A9.905, Policies and
Procedures on Affirmative Action Plan for Veteran and
Handicapped

h.

Administrative Procedure A9.500, Residency Requirements
for Public Employment

Authority. No final appointment commitment or formal
contractual arrangement can be made with any candidate until
the Board of Regents has authorized it or until approved by
the person(s) who
a.

Graduate Assistants - Chancellor UHM and further
delegated to the Dean of the Graduate Division.
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b.

Lecturers - Chancellors appointments bdlow rank 4 (may
be redelegated per Executive Policy E9.104)

c.

Cooperating Teachers and Counselors - Chancellors with
authority to further delegate to the Dean of the
College of Education (UHM) and the Dean of Arts and
Sciences, UHH.

4.

Applicability/Responsibility. This directive applies to all
University activities for Board of Regents' appointment,
regardless of source of funds. The appointing authority
must insure that all appointments be made in accordance with
this instruction and the appropriate References listed
above.

5.

Procedure.
a.

Appointment recommendations for faculty and APT
personnel must be submitted in time to be acted upon by
the Board before the proposed effective date of the
appointment. Appointment recommendations for the fall
semester must be submitted in time to be acted upon at
the Board's July meeting. Appointment recommendations
for the spring semester must be submitted in time to be
acted upon at the Board's December meeting.

b.

Recommendations for faculty or APT appointments are to
be made using the form SF-5B.
1)

The prospective appointee is not to sign the
SF-5B.

2)

The oath of loyalty and the federal and state tax
withholding forms are to be submitted with the
SF-5B. Aliens may request a waiver of oath of
loyalty under Section 85-34, HRS.

3)

The University Personnel Office will release a
copy of the SF-5B for payroll action immediately
upon approval of the appointment and distribute
the remaining copies as required. The employee is
to be given a copy of the SF-5B upon receipt of
the approved copy.

4)

It is the responsibility of each Chancellor or his
designee to insure that all personnel forms are
completed. It is preferable that all personnel
forms accompany the SF-5B but this may not be
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feasible in some instances.
Two checklists are therefore established: Checklist A,
Attachment I, lists those documents which must
accompany the SF-5B which recommends an appointment;
Checklist B, Attachment 2, lists those documents which
may follow later but which should be completed no later
than the individual's first duty day and forwarded
immediately thereafter to the University Personnel
Office. All forms required on each checklist should be
forwarded together to avoid unnecessary administrative
work.
c.

Appointment of Graduate Assistants and Lecturers for
regular academic programs are to be made using the
SF-5B. The personnel forms indicated in Checklist C
Attachment 3, must accompany the SF-5B. The SF-5B
should be submitted as far in advance of the effective
date of appointment as possible but, in any event, no
later than the first work day of the employee. Refer
to Administrative Procedures A9.550 and A9.560 for
appointment criteria.

d.

Continuing Education and Summer Session Lecturers and
Cooperating Teachers and Counselors are to be appointed
using the UH Form 6 (PERS). The Form 6 should be
submitted as far in advance of the effective date of
appointment as possible but, in any event, no later
than the first work day of the employee. The personnel
forms required and the limitations for these types of
appointments are contained in Administrative Procedure
A9.480, Casual Appointments.

6.

Exception Procedure. In the event of circumstances such as
unforeseen operational requirement or the unexpected loss of
a faculty member, the President or his authorized
representative(s) may make an exception to the requirement
for advanced Board approval for faculty and APT personnel.
Each exception will have to be justified as truly
exceptional and will require the written approval of the
President or his designee(s).* A request for exception
should be in memorandum form and must accompany the SF-5B.
The appointment must be approved before the individual is
permitted to begin work.

7.

Routing. The SF-5B or UH Form 6 (PERS) is to be processed
through normal administrative channels for the type of
appointment being effected. Chancellors are to prescribe
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the channels appropriate for their operations. As a
minimum, the University Personnel Office requires the
signature of the Chancellor or his designee.
8.

Effective Dates of Appointment.
a.

APT and 11-month Faculty Appointments: APT and
11-month faculty appointments shall be effective no
earlier than the date of approval unless retroactivity
has been specifically authorized.

b.

Nine-month faculty appointments: The duty period of
nine-month faculty shall be as prescribed in the Unit
07 agreement as follows:
"Instructional Faculty Members in the I
(Instructional) and C classifications are on duty for
nine months of continuous service, with salary paid
over a twelve-month period. The beginning and ending
dates for the duty period for each campus will be
determined by the University provided that the
beginning date shall be between August 15 and September
15, except that Faculty whose duties are other than
classroom instruction may be assigned a duty period
beginning two weeks earlier than the calendar
established for the campus."

c.

New appointees are expected to be available for duty
during the period stated in the policy to be entitled
to the full year's salary. A new appointee shall not
be paid for a full year's salary unless he/she is
available for duty on the first activity day indicated
on the respective campus' official academic calendar.
The same principle applies to spring semester hires.
The academic calendar governs the latest date on which
the faculty member must be available for duty to be
entitled to a full semesters' salary.

*As designated by delegation of authority of the President.

