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OFFICE1 OFi TIIE CHANCELLOR
,  l . . lUnivers i - ty  of  New Or leans

Administrat ive Pol icy &
Procedure  (AP)  -  2 .2

Ef fec t i ve  Date :  3 /30  /82

SUBJECT: Appointment of Classified Ernployees

PURPOSE

The purpose of  th is  procedure is  to  prov ide guidel ines for  appoint ing
ernployees to the Classi f ied Serv ice.

DEFlNITIONS

ApPoint ing Authori ty means the agency (I INO) and off icer(s) thereof
authorized'  by statute or by lawfu1ly delegated authori ty,  to make appointments
to posit ions in the State Civi l  Service. ( f f re Direetor of personnel Services).

- APpointnent means an offer by an Appointing Authority to a person qualified
for employment in a classi f ied posit ion and the acceptanee of such offer.

Classi f ied Posit ion means any off ice or posi t ion in the Classi f ied Service.

Emergency Appointment means a temporary appointment made necessary by
an emergency.

Probationry_1seointng! means appointment to serve a working test. perj-od
i n  a  p  ) .

Provisionef 3Plgintxoent means appointment to a classified posi-tion pending
c e r t i r , a n d i n t h e a b s e n c e o f a n e 1 i g i b 1 e l i s t f o r t h e
c 1 a s s .

Re-employment means noneompetitive appointment based on permanent status
attained in former employment in the Classj_fied Service.

Job APpointxnent means a short-term appointment for work of a temporary
nature, or for work as a subst. i tute for another employee.

GENERAL POLICY

Appl icants nay be appointed only by the AppointJ-ng Authori ty.  Devia; ions
are not authorized or permit ted.

AUTIIORITY

The authori ty for the issuance of AP 2.2 is der ived from Art ic le VII ,
Sect, ion 4 of the Bylaws and Regulat ions of the Board of Supervisors for the
LSU Systen.



AP 2 ,2 ,  con t inued

PROCEDIIRE

P a g e 2 o f 2 p a g e s

1

?

vacancies in the classi f ied. service nay be f i l led by or iginalappointment,  promotion, reassignment,  demotion, t ransfer,
reinstatemen. fol lowing an appear,  restorat ion to duty forrow-ing ni l i tary service, or re-employment.

when a vacancy is to be f i11ed by or iginal  appointment,  exceptEuergency Appointment, the appropriate administrator sharl
not i fy the Director of rnformation services, furnishing thejob t i t le,  organizat ion, telephone number "rrd p"r"on to becontracted concerning the vacancy, for publ icat ion in theIlNo Newsletter. Further, the appropriate adm'ni-st.rator sha11not i fy the Director of personnel servicesr providing the sameinformati-on prus such other information about the .rJ."rr"y ."ni-ght be necessary for the Director to d.etermine t ,hose personsel igible for appointment.

when an emergency exists and a vacancy must be fitred by EmergencyAppointment, the appropriate adrninistiator shal1 notify the 
c

Director of personnel services prior to naking such an appointment.Prior approval of  the Director of Personnel Slrvices is requiredbefore an Emergency Appointment nay be processed..

rnsofar as pract icable, each vacancy sha11 be ant, ic ipated
suff ic ient ly in advance to perni t  the Director of personnel
Services to determine who rnay be available for appointuent and,i- f  necessary, to request a cert i f icate of El igibles from stateCivi l  Service.

Appointment from Civi l  Serviee Cert i f icates must be mn69 grrn
one ( i )  of  the appl icants having the top f ive (5) scores. 

- i ;

appointments made from a re-employr.trt l i"t, the highest rankingel ibible shal l  be appoinred.

when a vacant posi t ion is t ,o be f i11ed for which there are lessthan f ive (5) narnes on a cert i f icate of El igibres, the Director
of Personnel services wi l l  advise the appropriate administrator
whether or not he is authorized to appoint provi-sionally anyperson who possesses the necessary civ i l  seivice qual i f icat ior," .

Administrators shal1 interview al l  appl icants referred by theDi rec tor  o f  personne l  serv iees .  ser l l ted  app l ican ts  w i r l  be
appointed pronptly. The i.nterview application forrns (uqo-g)
of al l  persons i-nterviewed shal l  be completed and ret.urned tothe  D i rec tor  o f  personne l  serv ices .  r f  th is  i s  no t  done,  the
app l ican t  se lec t ion  w i l l  be  nu l l i f ied .

5 .

6 .

7 .

Leon J. Richel le
Chancel lor
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