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Definitions
Additional Compensation
Section 98.5(General Regulations of the UPR) – Additional Compensation
	Remuneration that is granted to a member of the university personnel for performing additional jobs from what corresponds to their position, in any phase of the programs in the institution, outside of their regular working hours. 

With SASE (Application for Authorization for Special Services <here after AASS> ) 
	We use the Application for Action Proposals for Personnel and Budget (PAPP) with AASS when the employee is going to work beyond regular working hours (over time) in a different department to that which he is appointed.
		E.g. The employee works for Engineering and is working overtime for Biology.

Without AASS (Application for Authorization for Special Services)
  	We use the form Action Proposals for Personnel and Budget (PAPP) without the AASS when an employee is going to work overtime in the same department to which he is appointed. 

Responsibilities
We will establish the following responsibilities, by department, for adequate management of the Action Proposals for Personnel and Budget document for the Additional Compensation procedure. 

Administrative unit the employee belongs to (The department) to which the project has been assigned, starts (emits) or completes the PAPP form in all its parts, gathers the necessary signatures and the necessary support documents before sending to the RDC for processing. It is also the responsibility of the unit, to submit the PAPP document with sufficient time so it can be evaluated and processed before payroll closes or the period for which they wish to get paid.  

The RDC’s Human Resource Office receives, registers, verifies and sends to the RDC’s Budget Office to commit funds in case it is complete and well documented. 
--If the case is not complete, communicate with the department to obtain information and/or the necessary documentation or corrections. In case the department cannot be reached for information about the necessary connections, the document will be returned to the unit of origin.

The RDC’s Budget Office revises the availability of funds, commits marginal benefits to be eliminated and returned to Human Resources to be admitted or corresponding transmits. 
The Office of Human Resources sends it to the Director’s Office for final approval and signature.

The Director’s Office revises, authorizes through the signature of the Director or Associate Director and returns the form to Human Resources admittance or corresponding transmits (return to HR for corrections if necessary).

The Office of Human Resources accepts for payment or sends to Chancellor’s Office for signing by Chancellor in the case of administrative-professors.

The Office of Human Resources sends a copy of the case to Payroll, to RUM’s Budget and filed to be included in the compensation files.

Responsibilities of the Human Resources Analyst in the analysis and verification of the Action Proposals for Personnel and Budget (PAPP) in the case of Additional Compensations.

Points to Verify in the PAPP and AC forms
Headings
	Name
	Social Security
	`Schedule – must have a schedule
		-Must not conflict with other compensations (verify in HRS and in compensations 		files if there is a doubt)
		- Must not work during regular work schedule
		- Must not work for more than 5 consecutive hours without taking a break for 
		 food.
	Description – Must read: Additional Compensation
	Cost per period – must be the same as committed Monthly Salary in Budget Data – 
		Verify compliance with the requirements of the agency that grants the funds
	Period of effectiveness – must have only one starting date and only one ending date.
	Total of Months – verify that they are the same as the total of the period. 
	Total of hours per week - verify that they are the same as the sum of the total of hours 
	on the compensation  schedule. 
	Name of the building where the work will be done – where he will be physically working 
	the majority of the time (if he works in various locations).
	Office number – where he will be working the majority of the time
	Telephone or extension – to be able to contact him in case of doubts

Current Data 
	Must contain all the information about the regular appointment the employee occupies including salary and account from where he draws his regular salary. 

Budget Data
	Must include all the information referent to the additional compensation 
	The title cannot be the same as that of his regular appointment
		(e.g. researcher and not full professor
		       Project Secretary and not Admin. Secretary I, II, III, etc.) 
	The amount of salary committed should concur with the amount in Cost Per 
	Period.
	The FRS and the UFIS account should appear in budget data (verify that they concur)

Job Description
	There should be a brief but clear description of the work to be done in the project.

Signatures
	Must have the researcher’s signature or the person authorized to sign in his place – 
	verify in the electronic registry of authorized signatures (make sure that the person that 
	signs is authorized or is the PI of the account) – You can find the number of the accounts 
	for FRS and for UFIS and the PI of the account in  Q&A. If the signature does not appear 
	registered, ask the department or the professor to fill out the Authorized Signature 
	form. 

	It should have the date on which it was signed next to each necessary signature.
Important: If it reaches Human Resources after passing the period of validity – ask for jurisdiction from the department or the researcher for tardiness in handing it in.

Once verified, it is sent to the RDC’s Budget. 

Before sending to Budget
	Fill out the blanks in the area for exclusive use by RDC.

Mark for which semester or summer this PAPP is being issued
	*If it is for an employee who is not a professor, mark the allotment in budget	


Initiate and write date of revision

Appointment - determined by budget

Job 
	Y – for professor’s compensations
	P – for non-professor’s compensations
Schedule
	A999A – Compensations for Arts and Science professors
	B999A – compensations for Engineering professors
	K999A – compensations for non-professors
Roll Over
If it extends past 30/June/20__ - it involves roll-over
ASN No
	Assigned number when initiating case at HRS
Entering Payroll
	Signatures and dates

When returned by Budget, send to the RDC Director for signing (before it enters HRS). 
Important Considerations Upon Processing Additional Compensations
 
Additional Compensations during the semester 
The Human Resource analyst should treat every compensation differently depending on the agency granting the funds.  Each agency has its guidelines for the payment of additional compensations. The HR analyst will have therefore to pay special attention to the origin of the funds to comply with the university norms and the norms of the agencies that grant the funds. 
Note: Pays special attention to the compensations that are paid with funds from NSF and NIH. (They only permit you to cash in on the equivalent of 2/9 of salary during summer and the equivalent to 25% or 2/9 of salary during the semester). The time dedicated to CA should be equitable to the pay received for the same effort in other conditions. 

The university norm for the payment of additional compensations during the semester , is based on Certification number 12 (1996-97)issued by the Executive Secretary of the University Board of Trustees and which amends Certification 173 (1987-88) related to the development of research in the University System. 

Refer to certification number 066 (1996-97), which defines the academic year for teaching personnel, that also does research.

Another norm to be taken into consideration has been established in Circular OMB A-21.

Special Appointment
Section 98.5 (General Rules of the UPR) – Special Appointment
Is the appointment that is granted to cover an office or appointment that is paid with funds from an extra university origin, whose recurrence is not guaranteed. The university authorities can consider the experience acquired by the employees with this type of appointment; if they go on to occupy regular appointments. 

Responsibilities
the following responsibilities will be established, by department, for the adequate management of the Action Proposals for Personnel and Budget  document to transmit Special Appointments. 

The Administrative unit to which the employee belongs (The department) to which the project is assigned, emits or completes the PAPP form in all its parts, collect the necessary signatures and necessary support documents before sending to RDC for processing. 
· Letter to Chancellor
· Justification of Appointment
· PAPP
· Evaluation of Performance (in renovation cases)
It is also the responsibility of the unit, to submit the PAPP document with sufficient time so it may be evaluated and processed before sending to be approved by the Chancellor.

Important:  So that a project can recruit, it must  communicate with this office and send the assignments they propose to delegate to the employee. This is so because, this office is responsible for establishing the title and salary according to the UPR’s Classification and Payment Plan and verify that the candidate complies with the minimal requirements of the position. If he is a foreigner, verify that he his visa is up to date and has been authorized to work in this country.

The RDC’s Human Resources Office receives, registers, verifies and sends it to RDC’s Budget office to commit funds in case it is complete and well documented. 
--If the case is not complete, communicate with the department to obtain information and/or the necessary documentation or corrections. In case the department cannot be reached for information about the necessary connections, the document will be returned to the unit of origin.
It is the responsibility of the Human Resource Analyst to guide the researcher to let it be known that no employee can begin to work before being approved by the nominating authority and without all the documents for the creation of his personal file are complete and in order (be it understood that he complies with the established requirements established by the government of the Commonwealth of P R). 
· Certification of No debts with ASUME
· Certification of No debts with CRIM
· Certification of No debts with the Department of Labor and Human Resources
· Certification of No debts with Internal Revenue 
· Certification of Filing Income Tax Form with Internal Revenue

RDC’s Budget Office reviews availability of funds, commits marginal benefits to be deducted and returned to Human Resources for corresponding entering or transmit. 

The Office of Human Resources sends it to the Director’s Office for final approval and signing. 

The Director’s Office returns to Human Resources the signed form for the corresponding transmit (correct or sent to Chancellor’s Office – if necessary). 

Chancellor’s Office receives the document, revises and after being approved by the nominated authority it is returned to the RDC’s Human Resources Office to be entered in the payroll system. 

The Human Resource Office enters it for payment, registers it in ACCESS and sends a copy to payroll. 

The Human Resource Office files the case in the employee’s files.











Bonuses / Bonificaciones

In a letter dated March 14, 1994, Norman de la Rosa the then interim director of Human Resources sent to all the Directors and Human Resource officials a letter about Mechanisms on Additional Retribution (referring to the difference between Bonificacion and additional compensation) which establishes that:

“The bonificación is not defined in the General Regulations, but it refers to the special remuneration that professors receive for additional work during their regular service schedule such as, for example, executive administrative functions. The Bonus is given because of the increase in working hours and responsibilities that the executive-administrative function requires of him and is more than the professor workload demands. 

It is very important that the concepts and mechanisms are not used indistinctly, since each one corresponds to a particular situation. Although both mechanisms are used to reimburse additional services, the bonus will remunerate the extraordinary within the regular schedule and the compensation the additional outside of the schedule and/or regular work load.”
All of the bonuses paid to the professors and non-teaching staff in administrative positions are subject to 5% reduction as stipulated in Certification 143 (2010-2011) issued by the Board of Trustees of the UPR.
Generally, RDC only processes the APPB to grant Bonuses. The bonuses for non-teaching personnel are not common since the mechanism used to compensate the non-teaching personnel for additional work during their regular working schedule for a fixed period and limited by time, is the salary differential. 
The responsibility as to processing the bonifications is the same followed in the case of appointments and/or compensations, to wit: 
The Administrative Unit to which the employee belongs to (the department), to which he is assigned, originates (emitted) or completes the APPB form in all its parts, collects the necessary signatures and the necessary support documents before sending to RDC for processing. It must arrive duly authorized through the Chancellor’s signature.
It is also the responsibility of the unit, to submit the APPB form with enough time so it can be processed by RDC.
RDC’s Office of Human Resources receives it, registers it and is entered for payment.
The Human Resource Office registers it in ACCESS and sends a copy to Payroll. 
The Human Resource Office files the case in the employee’s file.
Important; the bonus is registered through the creation of an independent assignment of the employee’s appointment.
Reclassifications
UNIVERSITY OF PUERTO RICO
MAYAGüEZ CAMPUS
RESEARCH AND DEVELOPMENT CENTER
OFFICE OF HUMAN RESOURCES
Thursday, February 28, 2013

APPOINTMENT ANALYSES

		NAME:
		  TITLE:
             DEPARTMENT:
  DIVISION OR OFFICE:
  RECOMMENDATION:

This position is located in the Office               , assigned to the Research and Development Center. At the moment of submitting this action the unit is composed of the following personnel:



The justification for the unit is based on the fact that the employee has been assigned tasks of greater responsibility and complexity due to the experience, acquired abilities, and the substantial and permanent evolution of the function of this office. We have always had the intention of reclassifying the position, since all the previous functionaries that have occupied the position have been             and the duties and responsibilities can be compared in complexity to those of a 


Among the functions of its position are found 
It is supervised by the                       , Mr.                    , through the performance of the duties and the results obtained. See the General Regulations of the University of Puerto Rico, as well as the internal norms of the office.


From the analysis done by our office we have found that due to the nature of the work in the unit, the work developed by the position                   have substantially evolved, as permanent, within the same class including reaching the level                        . We use the mechanism provided by  Circular 96-06 to attend to this action.

Human Resources Analyst
Human Resources Office
Research and Development Center



Approved by:
RDC’s Human Resources Official 
























   University of Puerto Rico
Mayagüez Campus 
RESEARCH AND DEVELOPMENT CENTER
Office of Human Resources 
Thursday, 28th of February 2013
SALARY ANALYSIS
	Reference:
PRESENT APPOINTMENT:				APPOINTMENT PROPOSED:
		Salary:		$______________		Salary: 		$_______
	        Category:					        Category:
		 Level: 						  Level:
             Quinquennial:		$____________	 Quinquennial:		$________
	             Merit:   	$____________		  Merit:		$________
Adjustments Granted:		$____________      Adjustments granted: 	$__________
							Budget Results:		$__________
						SUMMARY
			$			Present salary
			$			Adjustments granted
			$			Quinquennial
			$			Merit
			$			Cat.   – N Basic
			$			Cat.
			$			Cat.

Human Resource Analyst I
Attachments

		

			


   University of Puerto Rico
Mayagüez Campus 
RESEARCH AND DEVELOPMENT CENTER
Office of Human Resources 

RECLASSIFICATION QUESTIONAIRE
(READ THE INSTRUCTIONS BEFORE FILLING OUT THE QUESTIONAIRE)

1. Employee’s Name   _____________	        _________	____________
            Paternal		         Maternal		name
2. Position number ___________________	      3. Type of Appointment ______________
4      Official title: _____________________
5.     Functional title: __________________
6.     Time working 		years/ ________months
7. 	  Unit where working ________________________________
        Department or Office_______________________________
        Division ___________________________
8.   Describe in detail, the work you do. Use your own words, and write it so clearly that any person not familiar with the job can understand what you do. Indicate in the column on the left the percent of the total of the time dedicated to each task. Identify on the right the (6) six essential tasks of the appointment. A task is considered essential when it constitutes the main reason for the existence of the appointment and its elimination would basically change it. If necessary, use additional paper duly identified with your name and the number of the appointment you occupy and remit with this questionnaire. 

	Time %
	#
	Work
	Essential work

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


         								







	Time %
	#
	Work
	Essential work

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



9. Name of immediate supervisor:
			        Title:

10. Describe the equipment or machinery used on the job and the time (number of hours or percent in time) use to manage it. 

	Equipment or machinery
	Hours or percent
	Equipment or machinery
	Hours or percent

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	





    












11.  If you supervise employees, mention their names and title of the positions they occupy. If you do not supervise, please indicate: DOES NOT APPLY
	Name
	Title of Position
	Name
	Title of Position

	N/A
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



I supervise in the following way		occasionally		frequently
___ by inspection or direct observation              ____		____
____through reports submitted	                          ____		____
  ----through meetings with employees	           ____		_____
12. Indicate the type and frequency of instruction you normally receive in relation to your job.
a. type of instruction you receive                 Frequency
    __ written 		___regularly		___when work is assigned
not routine
    ___ verbal		___regularly		___when work is assigned
not routine
   ___general		___regularly		___when work is assigned
not routine
   ___specific or detailed ___regularly		___When work is assigned
not routine
b. Title of the person who gives you instructions.
 ____________________________
13. Indicate how your work is normally checked
   ___by reports submitted to supervisor		___by meetings with the supervisor
   __  by inspections and observations		___by results obtained
   ___in a specific or detailed report		___in a general or superficial way
   ___While I am working 			___at the end of each job
14. Contacts or official on the job relationships 
With whom?
   ___University Officials				___public in general
   __there entities (indicate which)______________
   Purpose: _________________________________________________
      Method of communication: 					Freqency
						Regularly		Occasionally
   ___ Personally				   ___			   ___
   ___by telephone				   ___			   ___
   ___by correspondence			   ___			   ___
15. Your recommendations; do they normally influence in the decisions taken in your work unit?
   ___yes	___No		Explain _____________
   ___ on occasion
16. The actions you take; do they normally influence institutional policy?
   ___yes	___n0		Explain:________________
   ___ on occasion
17. Complexity and reach of work
Mark the description that best adjust to the work required of your position
   ___Routine work governed by established rules and procedures and easy to understand
   ___Generally routine work but requires a selection of the best procedures
   ___ Work that requires judgment in the application of principles, practice and established procedures to problems and situations that are clearly covered by established norms and procedures.
   ___Work that includes, normal and frequenti attention to conditions and different problems that require considerable judgment in the application of experience, creativity, development of techniques or invention for the solution to the problem.
   ___specialized work that requires collaboration in direction, coordination and supervision of specific operations or administrative programs or important technicians. On occasion it requires the coordination of the work of more than one organizational unit. 
   ___ Administrative work that involves the responsibility to direct, coordinate, and supervise.
   ___Specialized work that involves the responsibility to direct , coordinate, and supervise.
	If none of the above descriptions adjust to the work in your position, describe below the complexity and reach of your job:

  

	






18. Work conditions
a. Physical activity required:
	Mark with an (X) all that applies
	Number of jobs
	Frequency

	
	
	Occasionally
	Regular
	Frequently

	1. VCV[image: ]

	Bend over: fold body forward bending knees and spine
	
	
	
	

	2. VCV[image: ]

	Grab and apply pressure to an object with the fingers and palm of the hand.
	
	
	
	

	3. VCV[image: ]

	Kneeling; bend knees for support on one or both knees
	
	
	
	

	4. VCV[image: ]

	Balance: maintain body equilibrium to avoid falling when walking, stand or squat on a narrow, slippery or erratically moving surface.
	
	
	
	

	5. VCV[image: ]

	Walk: move on foot through an area to do work, particularly on long distances.
	
	
	
	

	6. VCV[image: ]
VCV[image: ]
VCV[image: ]

	Push: move your upper body to forcefully move something forward, down or out.
	
	
	
	

	7. 
	Listen: the capacity to receive detail information through oral communication.
	
	
	
	

	8. VCV[image: ]

	Standing: standing for long periods of time.
	
	
	
	

	9. 
	Stretch: extend hands and arms in any direction.
	
	
	
	

	10. VCV[image: ]

	Crawl: move on hands and knees.
	
	
	
	

	11. VCV[image: ]

	Speak: express or exchange ideas through oral communication.
	
	
	
	

	12. VCV[image: ]

	Pull: use the extremities to attract objects
	
	
	
	

	13. VCV[image: ]

	Incline: bend the body downward and forward bending the spine to waist level
	
	
	
	

	14. VCV[image: ]

	Lift: elevate objects from an inferior position to a superior one or move objects horizontally from one side to the other.
	
	
	
	

	15. VCV[image: ]

	Manipulate: operate objects with the hands where the fingers are mainly used.

	
	
	
	

	16. VCV[image: ]

	Repetitive movement: movement of hands, wrist, elbows, shoulders, foot, ankle, knee.
	
	
	
	

	17. VCV[image: ]

	Operation of driven equipment in those activities that consist of operating or driving cars, trucks, cranes and others.
	
	
	
	

	18. VCV[image: ]

	Feel: perceive characteristics of objects such as size, form, temperature or texture upon touching the skin, especially with the fingertip. 
	
	
	
	

	19. VCV[image: ]

	Climb: go up or down hand rail stairs or any other type scaffold, ramps, post or others using feet, legs and/or hands and arms. 
	
	
	
	

	20. VCV[image: ]

	
	
	
	
	



b. Physical Requirements
(Mark only one with an X)
___1. Sedentary work: Sedentary work includes being seated the majority of the time occasionally using up to 10 pounds of force or an amount of insignificant force frequently or constantly to lift, carry, push, pull or any other form of moving , object including the human body. Jobs are considered sedentary if occasionally you are required to walk or be standing and the rest of the criteria for a sedentary job are met. Example: 2 reams of paper, a pack has 500 letter size sheets, they weigh approximately 10 pounds.
___ 2. Light work: work is considered light, if control of arms and legs is required to exercise major effort to that of sedentary work and the worker is seated the majority of the time. Occasionally use up to 20 pounds of force or up to 10 pounds of force with a certain frequency or constantly use an insignificant amount of force to move objects ( four reams of letter size paper weigh approximately twenty pounds). 
___3. Medium effort work: occasionally use up to 50 pounds of force or up to 20 pounds of force with certain frequency or up to 10 pounds of constant force to move objects ( a box of letter size paper that contains 10 reams of letter size paper weighs approximately 50 pounds). 
___4. Heavy work: Occasionally exercise more than 100 pounds of force or up to 50 pounds of force with frequency or constantly up to 20 pounds of force to move objects. 
___5. Very heavy work: occasionally exercise more than 100 pounds of force or an excess of 50 pounds frequently or more than 20 pounds of force constantly to move objects. 
c. Requirements for visual acuity, depth perception, field vision or color. 
     (Only mark one with an X).

	___ 1. Short distance assembly, OFFICE OR ADMINISTRATIVE WORK. This is a minimal requirement to be used in those jobs that have to do mostly with the preparation and analysis of data and numbers, accounting, transcribing, computer terminals, extensive readings, visual inspection in which you detect small imperfections, small parts, operation of machinery (including their inspection) use of measuring equipment, assembling or fabrication of part a short distance from your eyes.
	____ 2. MACHINE OPERATORS, MECHANICS, SKILLED EMPLOYEES: this is a minimal requirement for those positions whose workers have to deal with machinery, for example, printing equipment, winches, hole making press, saws and electric grinders in which visual distance is at arm’s length. (If the machine operator also inspects, use alternative “1” which requires more sharpness). Also, the mechanics and skilled laborers and those who do non-repetitive work such as carpenters, technicians, service employees, plumbers, painters, mechanics, etc. 
	____ 3. OPERATORS OF MOVING EQUIPMENT: This is a minimum requirement for those who operate cars, trucks, forklifts, cranes, and lifting equipment.
	____ 4. OTHERS: this is a minimal requirement based on the criteria of precision and cleanliness in the work of janitors, maintenance workers, etc.  

19. All the answers given by me on this form are true and exact. 


Date:                                        Employee’s signature: 
























IMMEDIATE SUPERVISOR’S COMMENTARIES 

1. In Box number 8 of this questionnaire the employee identified the essential jobs of the post. Determine of the jobs marked by the employee are essential. In this case take into consideration the following criteria: 

a. if the purpose of the position is to do that job 
b. if in the job unit there exist a limited number of employees to which that job can be assigned to
c. if the job requires a high level of specialization and if the employee is picked for his experience or ability to do this job
d. time the employee needs to do the job
e. the elimination of the chore fundamentally affects the job/position

Based on your analysis indicate if the essential duties identified by the employees are:
	___ ALL correct		___ some are correct		___ all are incorrect

If you have marked some or all incorrect, indicate (which they are) the six essential jobs of position, considering the criteria pointed out:
	a.

	b.

	c.	

	d.

	e

	f.

2. In box number 18 of this questionnaire, the employee indicated the working conditions to which in his judgment he is exposed to. Determine if the working conditions marked by the employee are correct (be specific). 

a. Physical activity                     ___yes		___no
Explain according to the activity the employee realizes, the work conditions are those exposed in box number 18
b. Physical requirements	___yes		___no
Explain____________________
	
c. Requirements for visual acuity   ___yes	___no
Explain ___________________ 
3. Conditions to which the employee is  exposed in this post.
(Mark with an X all that apply)
____ 1. The worker is exposed to internal environmental conditions: protection from weather conditions exist, but not necessarily changes in temperature.
____ 2. The worker is exposed to external environmental conditions: there is no efficient protection against weather conditions. 
____ 3. The worker is exposed to internal and external environmental conditions, since the activities occur in the interior as well as the exterior. 
____ 4. The worker is exposed to extreme cold; temperatures below 32 degrees for periods of more than one hour. 
____ 5. The worker is exposed to extreme heat: temperatures above 100 degrees for periods of more than one hour.
____ 6. The worker is exposed to noise. There is enough noise for the worker to have to yell so his voice can be heard over the environmental noise.
____ 7. The worker is exposed to vibrations. The worker is exposed to adulatory movements of the extremities or the whole body. 
____ 8. The worker is exposed to danger. This includes a variety of conditions that could affect him such as: radiation, emanations, smells, dust, vapors, gases or deficient ventilation.
____ 9. The worker is exposed to oils. There environmental exposures or of the skin to oils or other fluids.
___ 10. The worker is required to use protective  equipment for hands, arms, feet, skin, respiratory  paths, eyes, ears, head or other.
___ 11. None: the worker is not substantially exposed to adverse environmental conditions (for example in a typical office or in administrative work). 

4. Risks in the work area.
(Mark with an X those that apply and underline the specific aspects that correspond to this type of work. 

____ Exposure to concentrations of dust, gases, vapors, smoke, atomizers and chemical toxins in a solid state, liquid, or gaseous in the work area. 
	____ constantly		____occasionally 

____ Exposure in the work area to the level of noise, vibrations, electromagnetic radiation, or ionization, too much or too little illumination, extreme temperatures, inclined surfaces, slippery or unstable for walking and working, machinery, equipment high risk tools or others.
	____ constantly		____occasionally

___ Exposure in the work area, to virus, bacteria, parasites, acari, protozoa, fungus, rickets, cytoplasm, or other organisms, or microorganisms, pathogens. These risks can also be caused by toxins or metabolic waste or organisms or microorganisms. 
	____constantly		____occasionally

____ The lack of harmony of the design of the physical environment of the work area, the work and the employee’s characteristics.
	____constantly		____ocassionally

____None. The working conditions are not normally subject to known risks. 

5. Work Schedule
____ Regular schedule		___Rotating schedule		____ Other

6. Place of Work
____ in an office
____ Partly in an office and part in a workshop or storage 
____ part in an office and part in field work
____ mechanics workshop, carpentry shop. printing, and others
____ supply storage, or chemical substances
____ work that requires driving or traveling in a car

7. Job’s minimal requirements
In my opinion to satisfactorily do this job, the candidate should possess the following qualifications:
a.  Academic Preparation 
___ none
___only know how to read and write	___Associate degree in__________
___Elementary school			___Bachelor’s degree in __________
___Intermediate school		             ___Master’s degree in __________
___High School			             ___Doctorate in ____________
___High School supplemented with_______________________	
b. Specific experience
to carry out this job it is necessary to have____ years of experience as ________________
	       (type of job)							
c. Other requirements
___Special courses	___Certification    	___Prof. Organization
___Driver’s License	___Professional license
___Knowledge, ability or special skills ______________________
8. Is the information provided by the employee complete and correct?
____ Yes		____ No
9. If the answer is NO, indicate which is not correct or complete.

____ / ____ _____ / ____ 		signature of the immediate supervisor
day       month           year		Title:
COMMENTS OF HIGHER  LEVEL SUPERVISOR 
 Comment on the information provided by the employee and his supervisor. Is the information provided by the employee and supervisor correct and complete? 
	____Yes			____No
If the answer is NO, explain.

____ / ____ _____ / ____			Walter Silva Araya, Ph.D.
day       month           year			Director R.D.C.
CERTIFICATION BY THE INSTITUTIONAL UNIT

We submit this classification questionnaire for your official records before the Administrator of the Classification Plan as the official questionnaire for this position, after it has been revised those concerned in the area of work as well as in this office of Human Resources of this unit.

____      _________   ____		Office of Human Resources, R.D.C. 
 day       month           year































Date


Director 
Office of Human Resources
U.P.R. Central Administration
Rio Piedras, PR 


Internal Human Resources Official
Research and Development Center
UPR Mayagüez Campus

RECLASSIFICATION of APPOINTMENTS

I include documents related to the reclassification of the following appointment at the Research and Development Center. 


EMPLOYEES NAME			RECLASSIFICATION SUBMITTED





ATTACHMENTS ENCLOSED













Date

Director 
Budget Office
UPR Mayagüez Campus

Office of Human Resources – R.D.C.

RECLASSIFICATION OF APPOINTMENTS

Included is a copy of the application for the Reclassification of Appointment, Notification and salary analysis of the appointment of ________________ of _________________ to _____________________ .
This position is occupied by ___________ in the office of _______________________of The Research and Development Center.






Notification to RUM Budget. Docr
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