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POLICIES AND PROCEDURES MANUAL APPO NTMENTS

SUB- TOPT C
CLASSI FI ED SERVI CE, Conti nued

APPOI NTMENT PROCEDURES, Cont i nued

REEMPLOYMENT OF TERM NATED PERSONNEL

Prior to initiating the reenploynment of persons terminated by the University,
adm nistrative officers nmust clear the intended action through the Human Resources
O fice. Previous enployment of an applicant by UTD does not exenpt him her, or the
appropriate adm nistrative officer or supervisor, fromconpliance with rules and

regul ati ons regardi ng the appoi ntnent of anyone to the Cl assified Service.

SUPERVI SOR' S | NTERVI EW SHEET

A Supervisor's Interview Sheet (see Exhibit D3) must be prepared by the
adm ni strative officer or supervisor for each applicant interviewed for a position
noti ng either acceptance or reasons for rejection. These fornms should be conpl eted
and returned to Human Resources as soon as possible after conpletion of the

i nterview ng process for a position and before an offer is made.

OFFER OF PCsSI TI ON

The President has del egated Human Resources as the only University office
aut horized to make official offers to applicants. To avoid enbarrassnent to UTD,
interview ng adm nistrative officers or supervisors should not negotiate sal aries
wi th prospective enpl oyees. The actual offer of a position to an applicant can be
made either verbally or in witing by the Hunan Resources O fice only after

conpliance with all governing policies and regul ati ons has been assured.




