Fact Sheet on Hiring a Non-Recruited Employee -

Specialized Services Employee (SSE)
Summary:  SSE employees can be hired without recruitment for up to 14 weeks or 280 hours in a 12-month period.  SSEs do not earn benefits and projects only pay fringe cost for workers compensation, unemployment insurance and FICA (social security taxes) totaling 11.684% of earnings.   SSE employees are typically paid via a single or multiple lump sum payment pursuant to a payment schedule determined by the project.  SSE employees perform highly specialized work where the compensation is based on completion of a job, rather than the number of hours of work to be performed (i.e., create a training program).  See 3.210 RCUH Employment Categories for more details.

Hiring Procedures:  To be completed at least 5 business days prior to target hire date:

1. PI must create/approve a HRAP Non-Recruited Hire Action (in place of the old paper Personnel Action Form).  Both the PI* and FO must approve this on-line transaction.  HRAP (or HR Applications) is accessed at www.rcuh.com.  A HRAP signon from the Human Resources Office is needed in order to use the HRAP system.

2. The individual must complete the New Hire Documents. Forms and instructions are located at in the Employment section of our website.  If the individual will work concurrently as an employee of the University of Hawaii, State of Hawaii, or other government agency, a Dual Employment Agreement is also required.  Refer to 3.250 RCUH Dual Employment Policy for the information and form.

3. RCUH Human Resources will notify the PI once the individual is approved.

Post Hiring Procedures:  A time sheet must be submitted by the Payroll Deadline for the pay period the employee should be paid:  

1. If the SSE employee will be paid via a lump sum payment, the employee and PI* must sign the SSE Time Sheet and submit the paper form to RCUH by the Payroll Deadline.  

2. If the SSE employee will be paid via standard compensation (based on a set semi-monthly salary or hourly wage basis), then the employee must submit the paper Time Sheet Template to the PI AND the PI* must submit the authorized payroll via the on-line HRAP system by the Payroll Deadline.  Both time sheet templates can be located in our monthly newsletter “The Resource” in the Current News section of our home page.

Please contact (808)956-7241 if you have any questions.

*PI authorizations may be delegated to another authorized individual.

