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MEMORANDUM

To: President

From: Joaquin O. Kiyoshi, Jr., Director, HR

Subject: Provisional and Interim Appointment Proggdures

Procedure 5010.3 Types of Appointments establishes the different types of personnel appointments that can be
made by the institution. During my review of this procedure, | noted that there are circumstances such as an
absence of an eligibility list of qualified candidates delays the search process and further burdens current staffing
and operations of the college. Therefore, | am proposing to add to Procedure 5010.3 Types of Appointments an
alternative staffing strategy in the form of provisional and interim appointment procedures. These procedures are
in place so that staffing/operational interruptions are limited and an appropriate search can be conducted and,
vacancies are filled.

Provisional Appointments:

A provisional appointment is usually limited to (90) ninety days and is used to fill a regular type position in the
absence of an appropriate eligible list. The President may authorize extension of a provisional appointment
beyond (90) ninety days for a maximum of (180) one hundred eighty days when the examination fails to make
available an adequate number of qualified candidates. Any person given a provisional appointment must meet the
minimum qualifications for the class of position to which appointed.

Interim Appointments:

An interim appointment is a designation, in writing, issued by the President, of internal or external appointees to
perform the duties of a vacant key staff position or critical position while recruitment of a fully qualified person to
fill such a position is conducted. This appointment is limited to (90) ninety days, not to exceed (1) one year.
Successive interim appointments for an additional year may be approved by the President. The President must
identify key staff positions and critical positions that will be subject to interim appointments.

An interim appointment shall receive compensation effective on the date of the appointment at the rate of the
vacant position. Upon successful recruitment of a gualified applicant to fill the position, an internal interim
appointment shall revert back to his/her original position at the same rate as he/she was receiving when he/she

accepted the initial interim appointment or if an interim appointment is an external appointment, then his/her
appointment will be terminated.

Approved:
Dr. Carmen Fernandez, President
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The written steps necessary to appropriately and uniformly perform a task in carrying out policies and activities of the College.

Overview/procedure description

This procedure establishes the different types of personnel appointments that can be made by the
institution.

Areas of Responsibility

The Human Resources Office will work together with each recruiting department to determine the type
of an appointment that will be made with respect to each vacancy.

Procedure details
Employees of the Northern Marianas College are appointed as Regular, Limited Term, Acting,

Intermittent, Emergency Appointments, Provisional Appointments, and Interim Appointments which are
defined according to the following classes:

Regular Appointment

The employment of regular staff and faculty will be governed by the provisions stated in the conditions
of employment. Personnel may be employed on either a full-time or part-time basis. Duration of
employment will be as established by the College. Employees have no guarantee of continued or long
term employment with the College.

Limited-Term Appointment

A limited-term appointment is one in which the appointee is appointed for a period not to exceed a
specified period of time, (which shall not exceed one (1) year). An employee serving a limited-term
appointment may serve in either a full-time or a part-time position. All limited-term appointees shall be
required to meet the minimum qualification requirements of the position to which appointed, will be
compensated on the same salary structure as regular employees, and will be recruited and selected
according to established human resource procedures for regular positions. A limited-term position
cannot be continued beyond one (1) year unless it is converted to a regular position or the relevant Dean
or Director can provide the President with demonstrable justification that the position is needed on a
continued basis for not more than one additional year. Re-advertisement of the position will not be
required for conversion.
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Acting Appointment

An "acting" appointment is the designation, in writing, that an employee shall act for a period of up to
ninety (90) calendar days in place of an absent supervisor. Whenever the acting assignment exceeds
ninety (90) consecutive days, the employee shall be compensated at the grade and step of the acting
position that is two steps above the employee's current pay level, not to exceed the top step in the pay
level of the acting position. If the acting position is ungraded, the employee shall receive an increase
equivalent to ten percent (10%) of their current salary, but shall be considered ungraded during the
acting period. Upon expiration of the acting assignment, the employee will revert to the former grade
and step, except that the employee will be awarded any step increases that would have been received had
the employee remained in the former position.

Intermittent Appointment
Intermittent appointments are of two kinds:
1. Adjunct faculty whose services are required by the College from time to time; and

2. Pericdic supplemental appointments for regular employees of the College whose additional
unrelated services are required from time to time over and above their regular full-time
workload. Periodic appointments shall entitle the employee to reasonable additional
compensation to be determined by the supervisor and approved by the President.

Intermittent appointments shall not be for a period of more than one year, but may be renewed.
Intermittent appointments shall not entitle employee to receive benefits from the College and may be
terminated at any time for any reason or no reason without cause. Subject to the foregoing, intermittent
employees shall be governed by the College’s personnel rules, policies and procedures, and may be
given "at-will" employment agreements. To meet the needs of the institution, intermittent appointments
may be made through staffing firms.

Emergency Appointment

An appointment of this type can be used to replace an employee who has resigned without sufficient
notice, or employees on military leave, sick leave or family medical leave. An employee serving in this
type of appointment may serve in either a full-time or a part-time position. All such appointees shall be
required to meet the minimum qualification requirements of the position to which appointed, and will be
compensated on the same salary structure as regular employees. Vacancy announcement periods for
Emergency Appointments will be reduced according to the needs of the institution. Such appointments
cannot be continued beyond the grant requirements or the length of absence of the employee being
replaced.

Provisional Appointments:

A provisional appointment is usually limited to (90) ninety days and is used to fill a regular type position
in the absence of an appropriate eligible list. The President may authorize extension of a provisional
appointment beyond (90) ninety days for a maximum of (180) one hundred eighty days when the
examination fails to make available an adequate number of qualified candidates. Any person given a
provisional appointment must meet the minimum qualifications for the class of position to which
appointed.
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Interim Appointments:

An interim appointment is a designation, in writing, issued by the President, of internal or external
appointees to perform the duties of a vacant key staff position or critical position while recruitment of a
fully qualified person to fill such a position is conducted. This appointment is limited to (90) ninety
days, not to exceed (1) one year. Successive interim appointments for an additional year may be
approved by the President. The President must identify key staff positions and critical positions that will
be subject to interim appointments.

An interim appointment shall receive compensation effective on the date of the appointment at the rate
of the vacant position. Upon successful recruitment of a qualified applicant to fill the position, an
internal interim appointment shall revert back to his/her original position at the same rate as he/she was
receiving when he/she accepted the initial interim appointment or if an interim appointment is an
external appointment, then his/her appointment will be terminated.
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