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1.0
OBJECTIVES

To establish the procedure for the hiring of administrators, staff and professionals.
2.0
SCOPE

All University units.

3.0
POLICY GUIDELINES

3.1 All requests to fill vacant positions shall be covered by an approved Employee Requisition Form [F-009-020-001-1 ERF], whether these positions are for regular or temporary employment (e.g., project or casual basis).
3.2 All job vacancies must be filled by applicants who are best suited/qualified for the positions.  Applicants may come from within or outside the University.

3.3 It is the responsibility of the requisitioning unit to decide on the final choice of applicant to be hired. However, the Office of Human Resource Management and Organization Development (OHRMOD) must ensure that all employees who are hired meet the University’s hiring standards.

3.4 No applicant shall commence working for the University without complying with the necessary pre-employment requirements.
3.4.1 For Weekly paid applicant-employees:

3.4.1.1 Submission of pre-employment requirements including government-mandated requirements (i.e., SSS, PhilHealth, and Pag-IBIG) and the BIR Tax Identification Number are necessary before one can start working for the University. This should be submitted before the cut-off for Payroll Deadlines and Paydays on the 20th of each month so that the Central Accounting Office (CAO) may comply with remitting premiums for government-mandated benefits and the withheld income tax.

3.4.1.2 An applicant/employee (weekly paid) may start work only between the 1st and 20th of any given month in compliance with 3.4.1.1.
3.4.2 For monthly paid applicant-employee:

3.4.2.1 Submission of pre-employment requirements including government-mandated requirements (i.e., SSS, PhilHealth, and Pag-IBIG) and the BIR Tax Identification Number are necessary before one can start working for the University. This should be submitted before the cut-off for Payroll Deadlines and Paydays around the 20th of each month so that the Central Accounting Office (CAO) may comply with remitting premiums for government-mandated benefits and the withheld income tax.

3.4.2.2 An applicant/employee (monthly paid) may start work as long as the submission of requirements are complied with in 3.4.2.1.

3.5 All assignments for new hires must be in compliance with the University’s policy on Employment of Relatives (M-009-020-003).
3.6 The OHRMOD is responsible for recommending starting salaries, after the necessary salary valuation, based on the University’s compensation structure. Accordingly, no administrator may make any commitment regarding salaries or engage the services of any person without prior consultation and/or processing by the OHRMOD and the approval of the Vice President/President. 
3.7 The OHRMOD shall be responsible for ensuring the completeness of necessary documents for the employment application. 
3.7.1 Checking/verification of an applicant’s educational record by comparing the submitted photocopy with the original/ certified true copy; 

3.7.2 Verification of previous employment, as much as practicable;

3.7.3 Confirmation of references shall be done only if requested by the requisitioning unit.
3.8 Any hiring done by the Unit without complete documentary requirements may result in a criminal case filed by the concerned government agency.  In such an event, the Unit shall bear full responsibility for its unilateral action of hiring an applicant without complete documentary requirements.
4.0
PROCEDURE
4.1 When an employment vacancy arises, the requesting unit prepares an Employee Requisition Form [F-009-020-001-1 ERF] together with a detailed Job Description (for regular positions) or Terms of Reference (for temporary positions) [F-009-020-001-3 TOR]. The requesting unit is responsible for obtaining the necessary approvals and for sending the duly accomplished requisition form and all the requisite attachments to the Workforce Planning and Capability Development Section, OHRMOD.

4.1.1 For employee requisitions, the Immediate Supervisor initiates the request, which in turn is endorsed by the Office/Department Head/School Head and the Cluster Head.  The Director-OHRMOD then reviews the ERF, if within guidelines, for processing; if not, an exception must be approved by the Cluster Head. 

4.2 The OHRMOD reviews the ERF and the accompanying Job Description or Terms of Reference. It also verifies the availability of the plantilla for regular positions. 
4.3 As may be appropriate, the job vacancy is posted on the Blueboard and/or through various job posting channels.  
4.4 As much as practicable/possible, priority is given to the best qualified and the most suited internal applicants, unless the Office/Department Head/School Head and the Cluster Head consider an external applicant as the better choice.
4.4.1 Internal applicants must signify their interest by submitting the following: 

4.4.1.1 Letter of Intent, duly endorsed by the immediate supervisor
4.4.1.2 Letter of Recommendation 
4.4.2 The OHRMOD screens the internal candidates for the vacant position and sends the résumés of qualified internal candidates to the requisitioning supervisor for interview.
4.4.3 If an internal candidate is selected, the OHRMOD coordinates the transfer.  Both the releasing and receiving supervisors must agree on the transfer date for the Temporary Re-assignment.  A maximum “probationary” period of six (6) months shall be observed to determine suitability of the candidate to the position.
4.4.3.1 The OHRMOD shall prepare a Temporary Re-assignment contract which the internal applicant must sign signifying his/her conforme.
4.4.3.2 In the event the internal applicant does not meet the requirements of the job during the “probationary” period, he/she shall return to his/her previous position. If the position is no longer available, the University shall endeavor to look for a job in a similar level.
4.5 External applicants shall:

4.5.1 Accomplish the Personal Data Sheet [F-009-020-001-2 PDS] 
4.5.2 Submit the following:

4.5.2.1 Letter of Intent

4.5.2.2 Updated Résumé with a Passport size photo (1.37in x 1.77 in) identification photo. 
4.5.2.3 Certified True Copy of the Transcript of Records from the College/University he/she graduated from.   (NOTE: The original copy of the Transcript of Records is presented for the purpose of verification.) 
4.5.2.4 Portfolio of past works (for technical positions)
4.5.3 The OHRMOD sends the résumés of qualified candidates to the requisitioning supervisor for review.  The requisitioning supervisor coordinates the schedule for an interview with the applicant.  
4.6 Due diligence in choosing the right candidate must be practiced. Offices/Departments may follow their own process that would help them validate and make the right hiring decision, e.g., they may have multiple interviewers, have a technical examination/trade test, etc.
4.7 Once an applicant is selected, the requisitioning Office/Department and/or School/Unit sends a hiring memo to the OHRMOD duly endorsed by the Cluster Head stating the name of the chosen applicant, and position to be filled up.
4.8 The OHRMOD instructs the chosen applicant to undergo a pre-employment medical examination and to submit a medical clearance, stating that he/she is fit to work, before starting employment. 
4.9 The OHRMOD prepares a Job Offer stating the position to be assumed, the compensation package, and the start date and/or probationary period.  If it is a contractual engagement, an end date will also be stipulated in the Job Offer.
4.10 An applicant may commence working only AFTER completion of the pre-employment requirements and acceptance of the job offer. 

4.11 An applicant for hiring must submit the following documents (together with the original/Certified [by the issuing office] True Copy for proper verification) for payroll processing:

4.11.1 NSO/PSA Birth certificate – Two (2) clear/readable photocopies

4.11.2 NSO/PSA Marriage contract – Two (2) clear/readable photocopies

4.11.3 NSO/PSA Birth certificate of children – Two (2) clear/readable photocopies

4.11.4 Proof of SSS number

4.11.5 Proof of Pag-IBIG number

4.11.6 Pag-IBIG Member’s Data Form (Pag-IBIG Fund M1-2) 
4.11.7 Pag-IBIG Member’s Change of Information Form

4.11.8 Proof of PhilHealth number

4.11.9 PhilHealth Member Data Record for Employed Sector Form (M1a)

4.11.10 PhilHealth Member’s Registration Form (PMRF)

4.11.11 Proof of Tax Identification Number
4.11.12 Application for Registration (BIR form 1902).  For employees already with a TIN, submit BIR Form No. 1902, duly stamped by the BIR

4.11.13 Certificate of Compensation Payment/Tax Withheld (BIR Form          2316), if previously employed within the calendar year

4.11.14 Certificate of Update of Exemption and of Employer’s and             Employee’s Information (BIR Form 2305)

4.11.15 Ateneo E-mail application form

5.0
APPENDICES

	Document No.
	Document Title – Page Type
	Filename / Hyperlink 

	F-009-020-001-1
	Employee Requisition Form (ER Form)
	F-009-020-001-1 ER Form.doc

	F-009-020-001-2
	Personal Data Sheet (PDS) (Non-Academic Position)
	F-009-020-001-2 PDS pp1-4.doc


	F-009-020-001-3
	Terms of Reference
	F-009-020-001-3 TOR.doc



VIOLATIONS OF ANY OF THE PROVISIONS CONTAINED IN THIS POLICY

 SHALL BE GOVERNED BY THE UNIVERSITY’S POLICY AND CURRENT PRACTICES ON DISCIPLINARY ACTION CASES AND GRIEVANCES, IF APPLICABLE.

THE UNIVERSITY ADMINISTRATION IN THE EXERCISE 

OF ITS SOLE AND EXCLUSIVE PREROGATIVE, 

MAY ADD, AMEND, REVISE AND/OR DELETE THIS POLICY.

THIS SUPERSEDES ALL POLICIES, CIRCULARS AND MEMORANDA 

INCONSISTENT WITH THOSE CONTAINED IN THIS DOCUMENT.

IN THE EVENT ANY PORTION OF THIS POLICY IS REPEALED

 BY PROVISION OF LAW, IT SHALL NOT AFFECT THE REMAINING PROVISIONS 

NOT INCONSISTENT WITH THE LAW.

t

AMDG
	Unit Document Controller
	Name
	Date
	Signature

	This document is for the use of the Ateneo de Manila University.  

No portion of this Standard/Manual may be reproduced in books, pamphlets, outlines, or notes,

whether printed, machine-copied, mimeographed, typewritten or in any other form for distribution or sale, 

without the agreement and the written consent of the Unit Document Controller (UDC) and Unit Head.
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