
nlvers i ty  of New Or leans

T O : Deans, Directors, Department
Chairpersons, and Other
Adminlstrat ive Of f  icers

DATE:  JuLy  24 ,  199f

FROM: Human Resource Management

RE: Admlnl -s t rat ive Pol icy and Procedurc (AP) 2.3 (Srare Ctv i l  Serv ice)

Referenced above establ ishas pol lc ies and procedures for  the use of
temporary appointments under the Rules of  State Civ l1 Serv l -ce.  Addressees
are requested to rcvLew def int t ions st ipulated there ln,  par tLcular ly  the
specJ-al event/intermittent appolntment (when the services of an emolovee
arq +ot  neede4 on a regular ly  scbe4uled

?pPgin lpent .gf  a,perso? to a post t lor . r  o f  i@aracter-
l : t ica11y y i11 stop and s larF-ar  va;  ,
t h e s e a p p o i n t m e n t S a r e v a 1 u a b l e f f i a g e m e n t i n m a 1 n t a 1 n 1 n g
cont lnui ty  of  the work force.  However,  whi le  thesc appointments are easy
to use '  they are a lso easy to mlsuse and abuse.  To avoid the posslb le
uisuse and/or  abuse of  temporary appointments,  the provLsl ,ons of  referenced
above wi l l  be st r ic t ly  adhered to.

Some departments are habl tual ly  us ing the speci .a l  event / in tenoi t tent
appolntment  to the detr iment  of  the euploycc and the univers l ty .  Such
act lons run the r lsk of  the State Department  of  Civt l  Serv ice wi thdraw-Lng
thc universLtyrs authorLty to make these appointments.  Accordingly ,  and
ef fect ive l 'medlate ly ,  a l l  requests for  temporary appointments not  Ln
compl lance wi th Adminis t rat ive Procedure (AP) 2.3 w111 be returned to the
orginator  d isapproved.

Your cooperat l -on concerning th is  rnnt ter  Ls

I { .  A .  DILLON,  JR.
D l rec tor
Human Resource Manaqement

aPprec

HAD/jb



OFFICE OF THE CHANCELLOR

Unl-vers i ty  of  New Or leans

Administrat ive Pol lcy &
Procedure  (AP)  -  2 .3
Revtsed z  7  /24 /9L

SUBJECT: TEI'IPOMRY APPOINTMENTS (STATE CIVIL SERVICE)

PURPOSE

To establ ish pol lc les and procedures for the use of temporary
appolntments.

DEFINITIONS

Restr l .c ted AppoinEment -  A temporary appointment  of  a person to a
tcmPorary posl t ton or  to  a temporar l ly  vacant  a l located posi t ion for  a
per lod up to three (3)  ca lendar months.

Mul t ip le Restr ic ted Appointment  -  More than ona restr ic ted
appointment  of  one ( l )  person in one department  dur ing any twelve ( I2)
month par lod when the person's  tota l  accuuulated t ime on such
appolntments w111 exceed three (3)  ca lendar months.

_ special Event/rnterm.Lttent AppoLntnent - A temporary appoinEment
of  a person to a posl tJ-on of  shoi t  aurat fon which character is t ica l ly
wi l l  s top and star t  a t  var ious in tervals  and/or  when the serv ices of
an euployee are not  needed on a regular ly  scheduled basis .

GENERAL POLICY

Temporary appointuents may be made when an emergency exlsts and
a posi t ion must  be f l l led imm661"6"1y by any qual l f ied tndiv idual  to
el iminate a departmenta l  back- log,  or  to  handle specia l  events or
p ro j  ec t s  .

Requests for  temporary appointments must  or ig l_naEe wiEh
department  heads and be forwarded to the Director  of  Hr :man Resource
Management for  approval .  Ef fect ive dates of  temporary appoLntments
must  be subsequent  to approvals.

AUTHORITY

chapter rr ,  Sect ion 2-4 of the Bylaws and Regulat lons of rhe
Board of SupervLsors of Louisiana state unlversl ty system and the
Louisiana State Department of Civi l  Service.

Th is  AP supersedes AP dated  February  l ,  1983.



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

PROCEDURE

when a posl , t lon is  temporar l . ly  vacant  or  a posi tLon is  raqul red
on a temporary basl-s and it l-s clearly evldent that ft l l ing the
posi t ion wi l l  bc essent ia l  to  the ef f icLency of  a department ,  a
temporary appointment  mry be madc,  prov ided that :

1.  The appointmcnt  is  requested by the dcpartment  head on
a t imely basis  and receivcq pr l -or  approval  . l rom the Dl_rector  of
Huran Resource ltana

2.  Tt re appointment  ls  made only when i t  is  not  possib le or
appropr iate to use e l ther  the provls ional ,  job or  probat ional
type appolntment .

3.  Pay rate must  not  exceed mid- levc l  of  the pay rangc.

4. The departmeDt head has made a reasonable deternlnation
that  the person to be appointed meets the min imum qual l f icat ions
o f  t he  c l ass  spcc l f l ca t l on .

5.  The appointment  docs not  extend beyond three (3)
calendar months.

6.  wr i t ten just i f lcat ion of  the need for  tha temporary
appointment  eust  be suhnl t ted wi th the personnel  act ion form.

Appolntnents may be made for  any length of  tLnc up to three (3)
calendar months;  however,  the Director  of  c iv i l  serv ice or  the
Director of l{uman Resourcc Management (Appointing Authority) may
l ln l t  thc durat lon of  or  eancel  a temporary appointment  at  any t ine.

The Director  of  Civ i l  Serv ice nay wl thdraw an agencyts
author i ty  to  make temporary appointments.  wi l l fu l  abuse or  rn l_suse
of  temporary appointnents nay subject  of fenders to f lnanciar
l labt l l t ies as prov lded ln c iv i l  serv lce Rulcs and the sanct l_on
p rov ided  i n  A r t i c l e  X ,  sec t i on  r r  o f  t hc  s ta te  cons t i t u t i on .

Quest ions concernlng th ls  Ap should be addressed to the
Director  of  l luman Resource Management.

hancell-or


