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PURPOSE

This manual provides policies and procedures for requesting, recruiting, screening, selecting, and hiring
non-teaching employees in the university.

. SCOPE

This manual covers request for non-teaching employees from all departments, officers, centers including
schools and academic units. Recruitment of non-teaching staff is non-discriminatory wherein the
University may hire from qualified under-represented groups including ethnic minorities, low income,
non-traditional, sexual orientation/gender identity and disabled applicants.

M. DEFINITIONS

1. Personnel Request Form (PRF) - This form shall be used for the hiring of probationary, casual, fixed-
term, student assistant and professionals needed by the University. The form shall be filled out by the
requesting department to document the number of needed employees, job description, and the
required job specifications such as educational qualification, skills, and competencies including
specialization.

2. Recommendation Form for Non-Teaching Personnel (RFNT) — This form shall be used for the hiring of
project employee (DOST, CHED, etc.), non-teaching employee with teaching load, PAAP member, non-
teaching employee with other duties (Lab. Coordinator, 7S auditors, Internal Auditors, BCP Head, IMR,
etc.), NSTP/CWTS Facilitators, and ROTC officers. The form shall be filled out by the requesting
department to document the number of needed employees, duration of the contract, work schedule
and other relevant information.

3. Mapua English Language Test (MELT) — A verbal and written test designed to assess the
communication skills of the applicants. The score for this test ranges from 1.0 to 5.0. The acceptable
score is 2.5 for both verbal and written tests. However, for Technical Assistant position including
those positions with the rank of supervisory and up, the acceptable score is 3.0 for both verbal and
written tests. The MELT shall be given on the 3™ and/or 5™ month of the probationary period of the
employee to be administered by ELC if the employee did not reach.the acceptable'scorer™
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V.

RESPONSIBILITY AND AUTHORITY

President & CEO

EVP for Academic Affairs

School/Academic Head and
Department/Office Head

HR Director

HR Manager

Talent Acquisition

ELC Assistant

Shall conduct final interview with School/Academic
Head and renders the hiring decision.

Shall conduct interview with School/Academic Head
and recommends final interview with the President.

Shall conduct final interview with the applicant and
renders the hiring decision.

Shall conduct behavioral-based interview for applicant
with the rank of manager and up and recommends said
applicant for interview by the requesting party.

Shall review the results of pre-employment screening
of non-teaching employee, conducts behavioral-based
interview for applicant with the rank of supervisor and
below and recommends said applicant for interview by
the requesting party.

Shall advertise the need for non-teaching employee,
evaluates the qualification of applicants and
administers the screening process.

In case the applicant did not meet the position
requirements such as the educational qualification,
professional license, or work experience, but the
concerned Department Head would want to hire the
applicant, the HR-Asst. for Recruitment shall require
the concerned department head to submit a
justification letter to be approved by the HR Director.
Shall be responsible for the preparation of all pre-
employment contracts of non-teaching.

Shall be responsible for the MELT administration
including the checking of the written and verbal exam
to be approved by the ELC Director. He/She shall also
be responsible for the intervention through workshop
justin case the applicant did not meet the required
score in order for the applicant to be allowed to re-
take the written and/or verbal exam.

The result of the verbal and written exam shall be given
at least two weeks after the exam was given.
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V.

DETAILS OF PROCEDURE

Process Flow

‘ START ’
A

Submit PRF or RENT

PRF ORRFNT?

PRF

Check PRF

Check budget

if budgeted?

Scouting for
applicants

Y
Recommending
applicant(s) to be
___Interviewed |

Interview with HRD
Director/ HRD

RFNT

v
A 4 :

Give toEmployee
Relations Specialist

Responsibility

Requesting Department Head

Recruitment Specialist

Recruitment Specialist

Recruitment Specialist

Recruitment Specialist

Recruitment Specialist

Recruitment Specialist

Recruitment Specialist

HRD Director/HRD Manager

HRD Director/HRD Manager

Details / Notes

The requesting department head shall
accomplish PRF or RFNT depending on
their manpower requirement to be
submitted to HRD.

Recruitment Specialist shall check if
the filled out PRF or RFNT is comrect
based on manpower requirement.

Recruitment Specialist shall check the
completeness of the form.

Recruitment Specialist shall check if
the requested manpower is an existing
or new plantilla.

Recruitment Specialist shall check if
the requested manpower has an
approved budgetor not.

Recruitment Specialist inform the
requesting department if they have an
approved/sufficient budget or not.

Recruitment Specialist shall advertise
the job vacancy through online and/or
print media.

Recruitment Specialist shall evaluate
the credentials of all applicants,
conduct initial interview and submit
the shortlisted applicants to HRD
Director/ HRD Manager.

The HRD Director/HRD Manager shall
conduct the second levelinterview.

Based on the outcome of the
interview, the HRD Director/HRD
Manager shall decide whether to
endorse or not the candidate to the
requesting department for final
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Interview wi
requesting
department head

Recommend for
hiring?

Administer of Mapua
English Language Test
(MELT)

Passed MELT?

lob Offer

—®

A 4

END

Requesting Department Head

Requesting Department Head

Recruitment Specialist

Recruitment Specialist

Recruitment Specialist

Requesting department head shall
conduct the final interview.

Requesting department head shall
decide whether to recommend the
hiring or not of the applicant. In the
case of Academic and Non-academic
head position, interview will be up to
the level of the President.

Recruitment  Spedialist shall be
responsible for the scheduling and
ad ministering of MELT.

Recruitment Specialist shall obtain the
MELT results from ELC to know who
passed or failed the exam. Recruitment
specialist shall inform the candidate
and requesting department regarding
the result of MELT.

Recruitment Spedalist shall discuss to
successful candidate the compensation
and benefit packages, some policies,
and requirements to comply. In case
the position is a department head, the
same shall be discussed by the HRD
Director or HRD Manager.
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requined?
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Confract
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P

W

Raview the
approved budget

Budpeted

P repare Coniract

Review supporting
documnent(s)

Employee Relatons Specakist

Employeefel ations Spedakst

Employeaialstions Spedakst

Recruitment Specialist

Recruitment Specialist

Employee Relations Spedalist shali
chedk the compl etenessof the form

Employee Relathons Spedakst shall
check ¥ the requirementsy o the
Fe LBl ng depamment needs o heve
anapproved udge ornd.

Emiployee RelaSons Specaia skal
check if there is an approwed’
sufffich et biud get or nal

Employee RelaGons Spedakst skall
inform the reyuesting department if
they have an approvedSuflident
budget or not. If no sufficent budget
of nd budget, Employee Relabons
Sped dist shall inform the requeding
e et

Employee Relations Spedalist shall
prepare the contrac of theemplyes

Recruitment Specialist shal deck ¥
the requesting department has an
approved plantilla which shodd be
attached to the PRF (FM-HR-35-01).

Recruitment Specialist shall determine
i the request will be processed or not
which wil be relayed to the requesting
department head.
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Prepare Budget
Request

Approved?

Y

Inform MELT result

lob Offer?

Inform applicant
regarding the
additional
stipulationin the
contract

Requesting Department Head

Requesting Department Head

()

Recruitment Specialist

Requesting Department Head

Recruitment Specialist

Requesting department head shall
prepare the budget request to be
submitted to the Controller and/or
CFO for approval.

Requesting department head shall
inform the HRD if their request has
been approved or not.

Recruitment Specialist shall inform the
requesting department head regarding
the result of the exam.

Requesting department head shall
inform HRD whether to continue with
the offer or find a new applicant.

Recruitment Specialist shall inform the
applicant about the result of the exam
and the stipulation in the contract if
the applicant will accept our job offer.
Recruitment Specialist shall explain to
the applicant that he/she may have a
conditional probationary contract or
will be required to undergo an
intervention depending on the position
he/she is applying for. During
probationary period, the newly-hired
employee is required to re-take the
exam until such time he/she will pass
the exam.
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VL. REACTION PLAN

VII.

Vil

IX.

In case the procedures for the recruitment of non-teaching employees are not followed whether in full
or in part, HR Director shall call the attention of the individual who did not adhere with the procedures,
document the reasons behind deviation and file as refence. Additionally, said individual shall be re-
oriented with the proper procedures for the recruitment of non-teaching employees.

PERFORMANCE INDICATOR

Just in time hiring of non-teaching employees in accordance with the job specification indicated in the
Personnel Request form (PRF) through the proper procedures indicated herein.

REPORTORIAL REQUIREMENTS

Report Title Frequency of Update Responsible Personnel
Recruitment Turnaround Time As needed Hr-Asst. for Recruitment
Recruitment Update (Status) As needed Hr-Asst. for Recruitment

REFERENCE DOCUMENTS
Document Code Title
1. FM-HR-03-01 Application Form for Non-Teaching
2. FM-HR-13-02 Personnel Requisition Form
3. FM-HR-23-02 Non-Teaching Interview Form
4, FM-HR-24-01 Job Offer Form
5. FM-HR-47-01 Recommendation for Non-Teaching Personnel
6. FM-HR-54-00 Organizational Change Form
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Section / Page Rev. No. Reason for Revision Effective Date By

Whole RG/V. 01 Change in procedure and process July 28, 2017 MvC
Details of
Procedure

Whole RG/V. 02 Change in procedure and process. Update July 1, 2018 MvC
Details of Forms
Procedure

Whole RG/V. 03 Change in procedure and process. Update April 1,2019 MvC
Details of and include additional forms FM-HR-54-00
Procedure and FM-HR-47-01
Il. Scope 04 Update and include the hiring of November 25, MESY

underrepresented groups 2020
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