Human Resources SOP 004    
           
        Standard Operating Procedure for

 Personnel Selection and Recruitment



   Special Appointments

 Special appointments are irregular appointments subject to availability of funds from a sponsored project. Therefore no compromise from University for renovation is made to the candidate. When selecting and recruiting personnel paid with extra university funds it is not required to post a job offer.
   I - Personnel Selection:

A– Orientation of recruitment process to the Investigator 
1) We ask for a briefing of the project or investigation.



       
Duties of the position are required to identify position title
       
and salary according to Classification & Retribution Plan 
                                                
of the University of Puerto Rico.

2) Search for candidates from our Personnel Curriculum Vitae Registry


        3) Qualify candidates

· Verify academic preparation

·  Confirm experience 
·  Identify position requirements 
· Verify required licenses for position
· Prepare Certification 
                              
       4) Facilitate documentation to Investigator for scheduling interviews


5) Investigator interviews and selects a candidate


6) Letters are sent to all participants of interviews to:



Announce selected candidate 



Acknowledge participants effort
 II- Recruitment:
A – Selected candidate is offered general orientation of recruitment process


1) Discussion of Recruitment Package specifications

2) Ask for credentials verification:
· Birth certificate
· Social security card  
· Driver’s license
· Professional licenses
B – Human Resources Office requests Eligibility Certifications with: 



1) OCALARH 



2) Puerto Rico’s Department of Justice (Law 119) 
C- Candidate submits Recruitment Package documents 
D- Analyst reviews presented Recruitment Package documents to:


1) Guarantee candidate’s compliance with Government Agencies 


2) Verify candidate suitability for the position

E - Investigator prepares and submits to our office special appointment documentation


1) PAPP (Personnel & Budget Action Proposal)


2) Letter of Intent for Recruiting - Chancellor’s approval 


3) Special Appointment Justification Form


4) Performance Evaluation (needed only when appointment         renovation)


F - Secretary assigned a letter and number to PAPP
G – Registers the document electronically using the following parameters 


1) Date Received


2) Name of Candidate



3) Type of Action



4) Period of Action


5) Monthly Cost 



6) Cost per period

H – Analyst verifies and audits special appointment related documents. 


Investigator is called in case of any needed modifications.
I –  Documents are sent to Budget Office to certify availability of funds.
J -  Once returned from Budget Office, secretary takes documents to Director’s Office 
       for required signatures.
      

K – Then documents are sent to the Chancellor’s Office for approval.

L - 
Once special appointment is approved



1) Secretary notifies Investigator and employee for:




a) Employees signature in PAPP document




b) Appointment for engagement fulfillment 

M –  Office gives the employee orientation regarding 




1) Attendance reporting compliance




2)  License accumulation



3) Marginal benefits




4) Health Insurance
ILV/nmp
