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'100 PERSONNEL MANUAL
100-1 Preamble

The Puerto Rico Ports Authority, hereinafter called "The
Authority”, is a Public Corporation of the Commonweal;h of
Puerto Rico created by Law No. 125 on May 7, 1942, as-amended.
Its main objective is the development and improvement of the
maritime and air transportation services in Puerto Rico in
harmony with the socioeconomic progress reached by the Island.
The accomplishment of theis responsibility requires the ideal
and efficient cooperation of the Authority's personnel. With
the purpose of perfdrming efficiently the functions assigned
to each employee, and to guarantee a personnel administration
based on the merit system, the Autority firmly believes on
the following principles:

(a) Establish merit as the Principle which will rule
all personnel administration, in order to employ the
most competent, and that each employee to be selected,
trained, promoted and retained in his employment
considering his capacity, without discriminating on
the basis of race, color of skin, sex, place of
birth, age, origin or social condition, neither for
political or religious ideas.

(b) The improvement of the administrative efforts by
the authority will be obtained in greater sense
i1f employees are stimulated to pPresent suggestions

and constructive criticism,



(c)

(d)

(e)

(£)

(g)

(h)

(i)

Retribution to employees will be based on the
principle of equal pay for equal work, and should
be in proportion to the services rendered, éccu—
pational risks and other conditions inherent to
the job.

The encouradgement and acknowledgement of the
employee's colaboration in the attainment of the
authority's objectives.

The establishment of an efficient training and
supervision system of enployees.

The right of employees to know their duties and
responsibilities,

To maintain a climate of harmony and satisfaction
in the job,

The right of each employee to be heard in his

. 9grievances, and that such grievances be resolved

imparcially,

The utilization of the erployee's maximum capacity
and diligence in the performance of his duties,

a proper behavior in and out of the official
spheres, and the observation of such a conduct as
to reflect the Better image of the Authority énd

of the public servant.



100-2 GENERAL DISPOSITIONS
100-2 Declaration of Purposes

The administration of personnel in the Authority:will
be based on the general principles formerly exposed. -It is
the purpose of this regulation to establish the rules that
will govern the affairs regarding management personnel of
the authority.
100-22 LEGAL BASE

This regulation is promulgated by virtue of the dispo-
sitions of Article 7, clause (a) of law number 125 of
May 7, 1942, (23 L.P.R.A. Section 337, ab initio) as
subsequently amended, regarding " appointments, separations,
promotions, transfers, dismissals, repositions, suspensions,
leaves, and category changes, remunerations, or title of
functionaries and employees of the Authority", and in
compliance with Article 10,6 of the Personnel Law regarding
publice service of Puerto Rico. (Law No. 5 of October 14, 1975),
Personnel transaction will be permited and made as disposed
by the rules and regulations prescribed by the Secretary of
Transportation and Public Works.,
100-23 APPLICATION

The dispositions of this regulation are applicable to
management employees of the Authority.
100-24 ADMINISTRATION

The Executive Director is responsible for the adminis-

tration of this regulation., However, he could delegate such



administration, in part or whole, to the officer by him

designed for such purpose, in harmony with the Corporative

Statutes (By~Laws) of the Authority, which empower him to

delegate on another functionary of the Authority any of the

powers and authority conferred to him as Executive Director.

101 CLASSIFICATION OF POSITIONS

The administration of personnel will be ruled by the

constitutional principle of equal pay for equal work. To

this end a Classification Plan will be established to

define the diferent positions in the organization, as well

as their category, based on the following principles,

(a)

(b)

The functions assigned to the many programs of
the Authority, will be defined in such a way, as
to permit the identification, in the clearest way
possible, in the areas or units of work of the
organization in general. The positions appointed
or assigned to each area or unit of work, will be
identified by a relation of duties and responsi~-
bilities that should be exercised by its respective
incumbents,

A relation of responsibilities for each position
will be prepared in writing, copy of which will
be given to each employee., The relation of
responsibilities for each position will be of
such a nature as to orient the employee with

respect to the basic functions to be performed



{c)

(d}

(e)

and to permit the appointing authority to comply ade-
quately its public mission.

The positions will be grouped in a systematic and
rational form based on the nature of the duEies and
responsibilities to form classes. FEach class will
include those positions which contain similar duties
and responsibilities as for as grade of authority

and fifficulty, for which in a just or reasonable
manner the Authority could:

(1) require from employees or candidates the same
requisites as far as academic preparation,
experience, knowledge, abilities and skills:

(2) apply equal measures in the selection of
candidates; and

(3) apply the same rate of retribution in sub-
stantially equal conditions.

The classes will be grouped based on a professional
or occupational scheme, and said scheme will be
integral part of the classification plan,

The classification plan should, establish a flexible
mechanism for the creation, elimination, consoli-
dation and modification of classes in such a way as
to permit the up to date maintenance of such a plan
according to the changes needed to conserve an
efficient administration, Likewise, it will

contain the necessary mechanisms for there to



(£)

101.2

101.21

101.22

exist improvement levels compatible with the necessity
of the services, without the persons occupying the
positions having to move to perform essentially
diferent -functions. .

It will be the responsibility of the Executive
Director to approve the creation, elimination, con-
solidation and modification of the classes of
positions included in the classification plan., The
Executive Director will be responsible for the
issuance of standards in relation with the creation,
elimination, consolidation and modification of the
the position classes to guide the maintenance of the
classification plans.

RECLASSIFICATION OF POSITIONS

During the reclassification of positions the following
criteria will be utilized:

MODIFICATION TO THE CLASSIFICATION PLAN

Includes every action directed towards the creation
of new classes, integrate, divide or suppres the
existing classes.

REVISION OF THE ORIGINAL CLASSIFICATION

Includes those positions that were undully

classified due to the lack of information and

adequate criteria,



101.23

101.24

101.3

SUBSTANTIAL CHANGE OF DUTIES

Covers those cases in which duties and responsibilities
of a diferent nature have been added in sucg a way
differing from the original classification ?hat have
virtually made the position disappear to ali&w a new
classification.

REVISION OF THE PRESENT ASSIGNMENT

Includes those cases in which significant changes
have been registered due to the logical and natural
increase of the position as a consequence of the
performance of the incumbent,

RECLASSIFICATION RESULTING ACTIONS

Regardless of the criteria utilized, the reclas-
sification of éositions will cause the following
effects:

(a) Assign the reclassified position to a class
with a higher retribution rate than that of
the class to which the position originally
belong to; or

(b) Assign the reclassified position to another
class with the same retribution rate as the
one to which the assigned position belonged
to; or

(c) Assign the reclassified position to a class
with a lower retribution rate than that of
retribution of the class to which the

assigned position belonged to.



101.4 EFFECTS OF THE RECLASSIFICATION ON THE EMPLOYEES
WHOSE POSITIONS ARE SUBJECT TO RECLASSIFICATION

101.41 MODIFICATIONS TO THE CLASSIFICATION PLAN

{a) When a position in reclassified by modification

(b)

to the classification plan the employee will
continue occuppying said position and will
receive the corresponding retribution if the
rate to which is assigned is higher.

If the action has the effect of assigning the
position to a lower retribution class, steps
will be taken to place the employee in a
position with a similar classification that
his position had at the time of reclas-
sification. If this is not possible, he will
continue occupying the reclassified position
without any effect on the salary and that
his name will be ‘included with preference in
the register of eligible candidates corres-
ponding to the class of the position prior

to the classification.

101.42 BY REVISION TO THE ORIGINAL CLASSIFICATION

This cases will be treated in similar manner as the

revision cases by modification to the classification

plan,



101.43 FOR SUBSTANTIAL CHANGE ON DUTIES

(a) When a position is reassigned by effect of a

(b}

substantial change on duties to a class-with a
retribution rate higher than the original one,
for the employee to remain in the reassigned
position, he must appear in the register for
eligible candidates or in an equivalent
register and approve the probation period
established for the class to which the posi-
tion has been reassigned. In other instances
steps will be taken to place eht employee in
a position with the same or similar clas-~
sification as the one the position had at the
moment of reassignment.

If the action means to assign the affected
position to a lower retribution rate class,
steps will be taken to place the employee in
a position with the same or similar clas-
sification as the one the position had at
the moment of reassignment. If not possible,
he will continue occuppying the reclassified one
without any effect on his salary and his name
will included, with preference, on the
eligible's register for the corresponding

position class prior to the reclassification,
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101.44 REVISION TO THE CURRENT ASSIGNMENT

101.45

(a2} When a position is reassigned by modification

to the current assignment and the position is
assigned to a class with a higher retri@ption

rate, the employee will continue occupying the

reassigned position and will keep the same
regular employee condition he had prior to

reassignment.

(b) If the action has the effect of assigning the

position to a lower retribution class, the
necessary steps will be taken to place the

employee in a position with an equal classi-~

fication at the moment of the reclassification.

Should it not be possible, he will continue
occupying the reclassified position without
any effect on salary, and his name will be
included in the elegible candidates corres-
ponding to the position class prior to
reclassification.

ADJUSTMENTS IN THE RETRIBUTION TO EMPLOYEES
AFFECTED BY RECLASSIFICATION OF POSITIONS

When a position is reclassified to a class with a
retribution rate higher than the one the position
had priorly, the employee retribution will be

adjusted as follows:



(a)

(b)

(c)

i1
If the employee retribution is lower than the
minimum rate assigned to the class corresponding
to the reclassified position, his retributién
will be raised to the minimum on said rate,-as
long as said raise is not lower than one step
within said rate, in which case his salary will be
raised to the first intermediate step in the
rate.
If the employee retribution is the same as the
minimum, or to one of the intermiate steps, or
to the maximum of the rate assigned to the class

corresponding to the reclassified position, or is

_greater than the rate corresponding to the position

after the reclassification of the same, a one step
raise will be allowed.

If the employee retribution is among steps in the
rate assigned to the class corresponding to the
reclassified position, his retribution will be
raised to the step representing the amount imme-~
diately higher to the one the employee was
earning at the moment of reclassification, as
long as said increase is not lower than one step
within said rate, in which case an increase to
the next step will be awarded, even if it

exceeds the maximum in the rate.
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102 ADMINISTRATION OF SALARIES
102.1 Retribution Plan
The Executive Director will establish a uniform-
Retribution Plan in harmony with the Classificatdon
Plan aiming at a just proportion between services
and retribution. The Plan will include the following:
(a) The structure of all the needed retribution
rates, with each rate containing a minimum
scale, intermediate steps, and a maximum
type of retribution;
(b) A list of assignment of classes to the cor-
responding retribution rates; and
(c) The necessary rules for the implementation,
operation and maintenance of the Plan,

102.2 BASES TO DETERMINE AND ESTABLISH RETRIBUTION RATES
To apply equally the retribution rates, when the
retribution rates are established and modified, the
following criteria will be taken into consideration:

(a) Minimum requirements to occupy positions,
such as education, experience, knowledge,
ability, skills and licenses required by
law to exercise or practice professions
of offices, in conformity with the speci~
fication of classes in the Classification

Plan and the recruitment standards.



(b)

(c)

(d)

(e)

(£)

(g)

13

Working conditions, occupational risks, and
extraordinary physical conditions necessary
to perform the job. i
Experience obtained in the recruitment and/
or retention of personnel for determined
positions,

Retribution tendencies in the job market
comparative to the one at this Agency.
Fringe and other marginal benefits offered
by the Authority in relation with the job
market.

Relative legislation to salaries applicable
to the Authority, or that could affect its
salaries policy.

Economical capacity of the Authority.

102.3 STANDARDS GOVERNING EMPLOYEE'S RETRIBUTION

(a)

(b)

No employee will receive a lower salary than the
minimum establised in the retribution scale al-
ready assigned or to be assigned.

Every employee whose position is included in the
Classification Plan will have an equal retribution
as one of the retributive types provided in the

scale assigned or assigned to the position.



102.4

102.5

14

{c) Salary differential outside of the scale could bhe
established when the geographic location of vpositions,
the particular conditions of the job, or the extra-

-

ordinary difficulties in the recruitment an@/or
retention of personnel for determined positions [=1e]
justifies.

{(d) When the appointing Authority selects an emnloyee to
perform all the normal duties in a position with a
higher classification substituting another emnlovee
for a period beyond thirty (20) consecutive working
days, an adjustment will be made in his salary
starting from that ?eriod in accordance with what is

established in Article 105.11 of this regqulation and

for the duration of said appointmént.

.RETRIBUTIOX BEYOND THE HMININMUM AT THE ENTRANCE LEVEL

At the entrance level every person will receive as retri-
bution for his services the minimum tvpe fixed for the
class assigned to his ﬁosition. However, in cases of
extreme difficulty in the recruitment or retention of
personnel in determined ?ositions, the Executive Director
coul authorize, a retribution type hicher than the fixed
minimue in the corresponding scale.
INCREASE IN RETRIBUTION
{a) Merit Principle

(1) In recognition of the meritorious employee

performance; and as an ircentive to improve

their services, the Executive Director



(b)

(2)

(3)

15

could award increases in their retribution. These
increases will be awarded within the types in éhe
retribution scales providing that the employeezﬂas
served the Authority for a period not below twelve
(12) consecutive months without having received a
retribution increase except for a revision in the
retribution. These increases will be awarded within
the types in the retribution scales providing that
the employee has served the Authority for a period
not below twelve (12) consecutive months without
having received a retribution increase except for a
revision in the retribution scale, promotion or

reclasification.

To grant these increases, consideration will be given
to efficiency, employee's conduct and attendance,
cooperation, attitute and interest displayed by
employee in the performance of his job.

Increases of more than one step will be granted in
those cases in which the efficiency, productivity,
dedication and general attitute of the employee are
exceptional, with a prior recommendation of his
immediate supervisor and approval of the Executive

Director.

EQUITY PRINCIPLE

The Executive Director also has the faculty to grant

salary adjustments to personnel aiming at the objective



102.6

102.7
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of creating a public administration ruled by
ample uniformity criteria, equity and justice,

thus, maintaining a climate of harmony and

satisfaction on the job leading to a high
degree of motivation and a spirit of service

among employees.

BEVISION OF THE RETRIBUTION SCALES

The Executive Director could revise the retri-
bution scales totally or partially in conformity
with periodic studies conducted and could fix

the manner in which increases will be granted

over the established maximums.

RETRIBUTION BY REINSTALATION

when an employee is reinstated to a position in

the Authority he will receive a retribution equi-
valent to the minimum in the class or to one of

the types or steps fixed for the scale corresponding
to the position to which reinstated as long as it
does not exceed the retribution earned in the posi-
tion when separated, unless changes in the corres-
ponding retribution scale have taken place. In

this case, his retribution will be adjusted to the

equivalent type or step.



102.8

102.9

193

103.1
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RETRIBUTION FOR PART TIME EMPLOYMENT

The types or steps included in the retribution plan
represent the monetary value for the retribution:for
full time employment. In the case of part time gmploy-
ment the retribution will be egual to the proportional
type or step corresponding to full time employment.

JOB RELATED BENEFITS

When the pressing necessities regquire the provision of
housing, meals, lodging, uniforms or any other benefit
to the employee, the cost for such benefits will not be
deducted from the employee retribution. The benefits
will be recommended by the Department Head to the Exe-
cutive Director for the latter's approval taking into
consideration the better interests of the Authority.
RECRUITMENT AND SELECTION 7

STANDARDS

The Authority will develop a program to recruit and
select the most ideal personnel based on the merit
principle to make it possible to select every employee
based in his education, experience, fitness, capability,
knowledge, attitute, physical condition and other requi-
rements that on the judgement of the Authority determine
the capability of the candidate, without discrimination
for reasons of race, sex, place of birth, origin or
social condition, neither for political or religious

ideas.



103.2

103.21

103.211
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EMPLOYMENT PROCESS
The process of employment, oriented to guarantée equal
opportunity to compete and just treatment to applicants,
will include the following aspects: |

(2) Recruitment

(b) Employment Application

(c) Testing, Competition or Evaluation of
Candidates

(d}) Investigation of Personal Data

(e) Certification of Candidates

(£) Selection Interviews

(g) Appointments

(h) Probationary Period
RECRUITMENT
To attract the most capable personnel for the job, a
recrultment program will be periodically prepared,
taking into consideration changes in the job market
and other conditions. Said program will be based on
the personnel needs, study of human resources avail-
able, and the most adeguate promotional activities in
each class.
RECRUITMENT STANDARDS
Recruitment standards for each class of position will
be established with the participation of those super-
visors having a direct relationship with the class of
the position subject to recruitment. PFurthermore,

other functionaries of the Authority and from other



103.212

103.22
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public and private organism could participate provided
that because of their capacity and experience they could
contribute to establish the recruitment criteria to
attract the most ideal personnel for the Authority.

The sfandards will indicate the type of recruitment,
minimum requirements based on the established qualifi-
cations in the specification of classes, nature of
tests to be offered, and type of competency, and the
relative steps of the different parts of the test,
class of register to be established manner to certify
eligible candidates, duration of probationary period,
and equivalent registers to be utilized should the
corresponding register become exhausted.

PUBLICATION

Different means ﬁill be utilized to publish employment
opportunities, such as newspaper announcements, bullet-
ing boards, contacts with recruiting sources and other
appropriate means.

EMPLOYMENT APPLICATION

Every employment candidate will be required to complete
and Employment Application, accompanied by diplomas,
certificates and documents necessary to evidence guali-
fications for the position applied. Such application
will be evaluated to determine if the candidate has

all the minimum reguirements established for the

position applied.



103.221 REFUSAL OF EMPLOYMENT APPLICATION OR TESTING

-

(a) The Executive Director could refuse employment

applications or deny or cancel testing to Eny

applicant for any of the following reasons:

(1)

(2)

(3)

(4)

(5)

That the applicant does not have the minimum
requirements established for the position
for which the test is being offered.

That the applicant is mentally or physically
handicapped to perform the duties of the
position.

That it is determined that the applicant
presented false testimony in the employ-
ment application or committed or intented

to commit fraud with his application or in
the test.

That the applicant has incurred in dishonest
conduct.

That verification is obtained regarding the

20

applicant's destitution from a public position

or separation from employment for negligence
in the performance of his duties or for in-

moral conduct.



103.23

(b)
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(6) That the applicant has a criminal record based
on a felony or misdemeanor bearing moral depra-
vation. -

(7) That evidence is obtained regarding the appli-
cant's addiction to drugs or excessive use of
alcoholic beverages.

The last four clauses will not apply when the candi-

date has been rehabilitated according to the legal

dispositions existing in Puerto Rico.

In the case where an application is refused or a

test is denied or cancelled for any of the reasons

above mentioned, the affected person will be notified
in writing of the decision taken and the reason that
motivated it.

TESTING, COMPETITION OR EVALUATION OF CANDIDATES

A program of free competence testing will be

established with the purpose of creating regis-

ters of eligibles to satisfy the need of ideal

personnel to serve in the Authority. These tests

will consist of oral or written trials; performance
practices; group or individual interviews, evaluation
of education and experience, and any other type of
test to determine the capabilities of the applicants
for employment to perform in the positions. The
tests could be taken personally, or if applicable

a grade could be awarded by an evaluation of expe-

rience and preparation.
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103.231 The tests will be prepared by competent personnel and
will include the subjects indicated in the coréesponding
section of the announcement. When needed, speéﬁalized
or technical personnel from the Authority, or from other
private or public agencies will be utilized in the prepa-
ration of tests and tryouts. In the case of an evaluation
of experience and preparation, a criteria will be esta-
blished to evaluate the education and experience of candi-
dates, to award them a grade to place them in the list
of eligibles.

103.232 ADMINISTRATION OF TESTS
Applicants will be notified in writing about the date,
hour and place where the test will be administered, and
the materials and/or equipment that they should bring, if
necessary. The needful measures will be taken to guarantee
applicants equal conditions in the administration of tests
or tryouts.

103.233 CORRECTION OF TESTS
A flexible passing grade will be established for every
test, taking into consideration such factors as personnel
needs, validity of test and difficulty of recruitment.
VThe passing grade.will never be less than the minimum
required regarding knowledge, abilities and skills to

perform the job.



103.234

103.235

103.236

103.24

103.241
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NOTIFICATION TO APPLICANTS TESTED

Every applicant who has taken a test will be notified
in writing notifying him if he has approved the test

or not.

VERIFICATION OF GRADE

A period of no more than ten (10) days will be granted,
from the date of notification, to the applicant to veri-
fy his grade, if he so desires.

WAITING PERIOD TO TAKE TESTS AGAIN

Every candidate to a position to be covered through a
certification from a list of elegibles, and who has
become ineligible in a test, may take the same again
when it could be offered by the Authority, provided
that a period greater than three (3) months has elapsed
from the date in which he took the test.

ESTABLISHMENT OF LIST OF ELEGIBLES

A list of eligibles will be established in a grade
descending order with the names of the persons who

have approved the test.

VETERAN'S PREFERENCE

A five per cent (5%) of the general computation of the

'grade obtained in the test will be awarded to veterans

who become elegible, in accordance with the Bill of
Rights of the Puerto Rican Veteran (Law 400, dated

May 15, 1947).
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EFFECTIVENESS OF LIST

When a register of elegible candidates is established

its effectiveness will be fixed, the same will.not be

less than four (4) months, nor greater than two (2)

years.

TYPES OF LISTS

(a) The following type of lists will be established:

(1)

(2)

(3)

Entrance List

Tt will include a list of candidates who
through a free competition have demons-
trated aptitute and capability for appoint-
ments to a determined class of positions.

Promotion List-

Will be a list established through tests
taken by regular employees of the Authority
with the purpose of promotion, if they qua-
1ify to ocuppy positions in a higher level
than their current position.

Combined List

Will be that list established as a result
of a competence in which employees of the

Authority and other candidates participate.
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(4) Periodic Recruitment List

Will be that list established as g result

of periodic recruitment in which ¢lose out
dates are established to turn in applications
with a determined duration time.

(5) Continious Recruitment List

Will be a list for difficult recruitment
classes to which eligible names will be
added continiocusly.

(6) Eguivalent List

Bach class of positions will be able to
utilize equivalent registers when the
corresponding list becomes depleted or
does not include enough candidates to
complete a certification. These registers
will comprehend similar classes regarding

requirements and remuneration.

CONSOLIDATION OF LISTS

When considered convenient registers for more than
one determined class could be consolidated. Affected
candidates included in this register will be notified
about it in writing.

CANCELLATION OF LISTS

The Executive Director could cancel whenever he

should consider that they no longer respond to
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the service needs of the Authority. Affected persons

will be notified in writing, and they will be éble to

take the tests for other classes, if they qualify.

ELIMINATION OF NAMES FRCM THE LIST OF ELEGIBLES

An elegible candidate could be eliminated from the

list for any of the following reasons:

(a2)

(b}

{c)

(d)
{e)
(£)

(g)
(h)

(1)

Appointment of the eligible person to a perma-
nent position through a register certification.
Declination of appointment under the conditions

previously stipulated and accepted by the ele-

~gible person.

Petition by the candidate to have his name elimi-
nated from the register until he reguest his
reinstatament.

Dishonest conduct.

Habitgal use of drugs and/or intoxicants.

False testimony in the application for employment,
or fraud in the test.

Dismissal from public service.

Notification from the Post Office that the candi-
date has not been found.

Failure to respond within the alotted time in the
notice of certification from the Authority or
failure to show up at work within five (5) days

after his appointment without justification.
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(i) Any other justified cause. Items (4}, {e),
and (f) will not apply in cases where the
applicant has undergone a process of habi-
litation in accordance with the current
legislation.

REINSTATEMENT IN THE LIST OF ELEGIBLES
Any candidate eliminated from a list of elegibles
could request his reinstatement provided that he
presents evidence and just cause, in writing, and
the same he accepted by the Authority.
REINSTATEMENT OF CANDIDATES TO THE ELIGIBLES LIST

(a) Those persons who had worked in the Authority
for a minimum of two (2) years as regular
employees could be reinstated to the position
class that they were performing permanently
before their separation or their inclusion
in equivalent lists. Their reinstatement
will be subject to the following:

(1} That no more than one (1) year has
transpired from the date of sepa-
ration to the date of application
for reinstatement.

{2) That his separation was not due to
dismissal, bad conduct, or violation of

established standards or laws, regu-
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lation or rules governing the affairs of
the Authority.

Once a person is incorporated to the rein-
statement register, it will become eff;ctive
until the register terminates.

The order of names in the reinstatement
register will be established based on the
date of receipt of the reinstatement appli-
cation in writing. Those persons who were

separated from their positions due to lay-off

should have priority over any other one.

INVESTIGATION OF PERSONAL DATA

Before a candidate is certified, all his personal

data will be verified to insure that he is physi-

cally, mentally, and morally suitable for employ-

ment.

The investigation will also cover past

employers, and the good conduct record.

CERTIFICATION OF CANDIDATES

Every vacant position will be covered through the

selection of certified candidates from the list of

elegible candidates, with the exception of confiden-

tial positions.

(b)

(c)

From three (3) to five (5) candidates will
be certified in the descending order that
they appear in the list of elegible.
Eligible candidates from the list could

be certified for temporary positions and
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their names will remain active in the

list. H
SELECTION INTERVIEW o
Certified candidates will be interviewed by a panel
of three (3) or more persons to be evaluated on
those aspects not yet considered, such as personality,
character and attitute toward the job. The supervisor
having the greatest knowledge of the job will partici-
pate in the interview. |
ADDITIONS TO THE CERTIFICATION OF ELIGIBLE CANDIDATES
The supervisor could request the addition of candidates
to the certification of elegible (a) when one or more
of the candidates fail to attend the interview, or
(b) when the Supervisor do not select any of the
certified candidates. 1In this last case, he should
present justified reasons for such action and his
request could be aproved or denied by the Executive
Director.
MEDICAL EXAMINATION
Every person selected for employment should submit,
duly completed by an authorized member of the medical
profession in Puerto Rico, the official form provided

by the Office of Personnel of the Authority.
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103.264 EMPLOYMENT OF RELATIVES

(a) Unless an excemption from the Executive Pirector
is issued, consanguineous relatives withih the
third grade, or affinity within the second grade
such as the following will not be hired:

(1) Consaguineous relatives
a. Parents and offsprings
b. Brothers or sisters
C. Uncles or nephews
(2) Relatives by affinity
a. Parents in law, son or daughter in law
b. Spouse

(b) In no event the relatives above mentioned will not
be employeed within the same department, division,
or unit of work.

(c) In case of marriage between employees in the same
office, one of the spouses will have to be trans-
ferred to another office.

103.3 APPOINTMENTS
There will be two categories of appointments:
appointments of confidential employees, and
appointment of career employees. Every appoint-
ment should receive the prior approval of the Exe-
cutive Director. The appointed person will submit
those documents required by the 0ffice of Personnel
of the Authority in order to process his appointment

and to include his name in the payroll.
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CONFIDENTIAL EMPLOYEES

Confidential employees will be those who intervene

or collaborate substantially in the policy formulation
of the Authority, directly advise or render direct
services to the Executive Director. See annex A.
SELECTION AND REMOVAL

(a) Confidential employees will be of free selection
and removal.

(b) When a regular employee in a career position
becomes a confidential employee and afterward
is removed from the confidential post, will
have the right to be reinstated to an equal
or similar post as the one he was occupying
in the career service at the moment he became
a confidential employee.

CARREER EMPLOYEES

Career employees will be all those employees not
included in the confidential employees plan.

When a candidate is selected to occupy a regular
career position he will be appointed subject to a
probationary period before becoming a reqular
employee of the Authority, pursuant to Article

103.35. There coculd always be temporary appointments,
substitutes, and of other nature to perform temporary
duties. Likewise, provisional appointments could be

extended to cover positions whose incumbents have
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been promoted during the duration of the probationary
period of the same. :

103.34 OATH OF FIDELITY o
Upon commencing employment, every person receiving
an appointment to occupy a position at the Authority,
should, as a requirement for employment, take an
oath of fidelity before a functionary duly authorized
to do so.

103.35 PROBATIONARY PERIOD

(a) Will signify the probationary period in the
performance of duties and responsibilities of
the position to which every appointed employee
is subject before he becomes a regular employee
cf the Authority.

(b) A period of no less than four (4) months will be
established for each class of position, nor
greater than one (1) year. Said probationary
period will be included in the job announcement.
The same could be prorogued by the Executive
Director for justified cause on the request of
the immediate supervisor. This action should be
undertaken at least fifteen (15) days prior to
expiration of the probationary period, and the
employee will be so informed. No more than one
prorogue will be considered for the probationary

period, and in no event will the prorogue time
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will exceed the original probationary period.
During this period the supervisor will train,
observe, and orient the employee and will
prepare periodic reports about his progress.
Upon satisfactory completion of the proba-
tionary period the employee will become a
regular employee.

Should the Supervisor determine, during the
probationary period, that the employee is not
complying with his duties and responsibilities
in a satisfactory manner, or do not adjust to
the prevailing conditions of the job, the

employee must be separated from employment.
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TRAINING

General Rule :

A program for the training and preparation of personnel
will be developed with the purpose of improving the
services rendered, and that these service be realized

in harmony with the most modern principle and tech-
igues in their particular field of work. To this end,
activities oriented toward the development of employee's
potential will be developed, and to promote and improve
relations between co-workers. Likewise, the employee
will obtain information regarding the Authority's
brogram policy to make him feel as part of the orga-
nization and to contribute his maximum effort toward

the achievement of the Authority programs.

DETERMINATION OF NEEDS

The Personnel Office will conduct periodic interviews
with supervisors, and samples (polls) regarding employee
performance to identify training needs. The observations
obtained will serve as base for the preparation of a
training plan to develop and improve the human resources
in the organization.

TRAINING PLAN

Utilizing the training needs as base, a Training Plan
containing the priorities will be prepared. It will
also include resources to be utilized, dates for each

activity, and the responsibilities for each training.
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RESPONSIBILITIES FOR THE DEVELOPMENT OF
TRAINING ACTIVITIES

(a) The Training Plan will be administered by the
Executive Director through the Office of Personnel.
(b} He will be responsible for general type ;f training.
(c) Training for specific programs will be tﬁé respon-
sibility of the concerned office or department.
They will request assistance and/or coordination
from the Executive Director for any training already
programmed.
PROGRAMMATION OF TRAINING ACTIVITIES
Training activities could be programmed during or after
working hours according to the serﬁice needs in the
appropriate places or sites only duly approﬁed by the
Executive Director.
TRAINING ACTIVITIES
TRAINING, OUTSIDE THE AUTHORITY
The Authority could defray, in its totality or in part,
expenses for training or academic/technical undertaken
in or out of Puerto Rico.
SHORT RANGE TRAINING
It will be understood as short range training those
educational or training activities which last a maximum
of one year and do not lead to the attainment of a specia-
lized or advanced degree. Short range training will be
limited to practical or theoretical acti#ities related
to the functions performed or to be performed in a near

future by the employee.
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LONG RANGE TRAINING
Long range training will be allowed to obtain an advanced
or specialized degree pursuant to the dispositions esta-
blished for leaves in Section 106.55 of the "Work and
Leave Hours Chapter." |
TUITION PAYMENT
Tuition payment for academic and/or technical training
studies in duly recognized institutions will be authorized.
In higher academic. studies each employee will be authorized
up to a maximum of six (6) credits per regular semester or
summer session. In exceptional cases the Executive
Director could authorize up to a maximum of nine (9) credits.
Tuition payment for higher academic. studies will not exceed
the cost per credit fixed by the Uniﬁersity of Puerto Rico.
It will a requirement for tuition payment that the studies
undertaken be related to the subject matter for the position
occupied by the employee.
SCHOLARSHIPS
Scholarships could be awafded, with eguality of conditions,
to Authority Personnel and potential employment candidates
with the purpose of improing and recruiting personnel
qualified in highly skilled areas and difficult to recruit
personnel for. The Executive Director could designate a
committee to evaluate the scholarship applications and

make recommendations.
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During awarding of scholarships, the following require-
ments will be complied with:

(a) Scholarship opportunities will be announced.

(b) Candidates will compete, in equal conditigns.

(c) Candidates will be selected among those ;uali-
fied in the competitions. If after the announce-
ment, only one qualified candidate is left, he
will be entitled to the scholarship.

(d) Scholarships will be awarded without opposition
when the special and exceptional needs of the
service and employee's qualifications justify so.

(e) Selected persons to obtain scholarships or leave
with pay for studies will formalize contracts
promissing to work for the Authority for a time
equal to twice the time of studies, in the place
and position determined by the Executive Director.

(f) Every recipient of a scholarship or leave with pay
not complying with the incurred obligation will
reimburse the amount spent and will be ineligible
for employment for a time equal to be three (3)
times the times of studies.

{g) The Executive Director could cancel the offering

of a scholarship in a phase of the proceedings.
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104.63 ORIENTATION TO NEW EMPLOYEES
New employees will receive orientation regarding pro-
grams, rules{ activities, and other aspects of the
Authority. .
104.7 METHODS TC BE UTILIZED IN THE TRAINING PLAN

(a) For the development of the Training Plan
methods such as conferences, seminars, audio-
visual means, courses, forums and group sessions
could be utilized.

(b) During the determination of methods to be utili-
zed the following factors will be taken into
consideration: discussion material, needed time,
number of participants and resources available.

104.8 RESOURCES
To execute the training plan every available resource
such as universities, colleges, goﬁernmental agencies,
lecturers, and professional associations will be
utilized.

105 PERSONNEL TRANSACTIONS
Personnel transactions are changes and moves of
personnel. To regulate personnel transactions in

the Authority the rules later stipulated in this

chapter will apply.
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105.1 PROMOTIONS

(a)

(b)

(c)

(a)

(e)

Promotion is the move of one employee from a
position in one class to a position in another
class with a superior basic retribution. .-

Every promotion opportunity will be announced
through the communication means in the Autho-~
rity, so that every qualified employee could
compete.

Every career employee could be promoted through
a free competition test consisting of a written
or oral tryal, physical type execution, super-
visor evaluation, work record analysis, training
results, or others.

Promotions without opposition could be authorized
when the exceptional needs of the serﬁice, and
the special employee qualifications justify so,
having approved the corresponding test. This
type of promotion could be authorized only when
there is no register of eligible candidates and
no reasocnable time to establish one or only one
qualified candidate.

Each promoted employee should approve the corres-
ponding probationary period. If not approﬁed,
the employee will be reinstated to the position,
he occupied before the promotion or be promoted

to one in the same or similar class.
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1065.2 DEMOTIONS

(a)

(b)

It will be understood as the move of one employee
from a position in one class to a position in
another class with a lower minimum retribution
type. An employee could be demoted for Ehe follow-
ing reasons:

(1) The employee requests a demotion in writing.

{2) When positioﬁs are eliminated and it becomes
impossible to place the employee in a similar
position as he was occupying, and the emplo-
Yee accepts a demotion in writing.

(3) The employee becomes physically handicapped
to perform the position, but could perform
in another position approved by a previous
medical eValuation.

In case of demotion, the employee will be placed
in an inferior position whose retribution scale is
as close as possible to the one of the position
occupied at the moment of demotion, preferable
within the same work area, as long as he is guali-

fied for the position.

105.3 TRANSFERS

(a)

Transfer is the move of one employee from one posi-
tion to another one in the same class or from
one position in one class to another position in

another class with the same 1e§el of functions
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and the same type of minimum retribution, for which

there will be no salary adjustment. It could be used

as a resource to effectively place employees in the

areas where they could perform best. ’

(b} The Executive Director could transfer an emplé&ee from
one position to another according to service needs or
the request by the employee.

(c) Upon the transfer of an employee the following condi-
tions should be followed:

(1) That the position being transferred to will corres-
pond to the same class in which employed, or if it
corresponds to another one, that it be assigned to
the same retribution rate.

(2) That the employee fulfills the minimum requirements
of the position being transferred to.

{3) That the supervisors agree when possible.

(d) Transfers could not be made arbitrarily, nor be utilized
as a disciplinary measure.

(e) When transferred to a diferent classification position,
the employee will be subject to the probationary period
required in the new position.

105.4 LAY QFFS
(a) Lay off is the separation of an employee for causes

beyond his control, not meaning suspension or destitution.
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list and will be certified ahead of others, pursuant
to the previous stipulation in Section ;03,2485(c).
105.5 REASIGNATIONS =

(a} A reasignation is produced when an employee, on his
own accord, separates himself from his position.

(b) Every employee who desires to resign from his position
should present his resignation to the Executive Director
at least fifteen (15) days prior to his last day of
employment, unless relieved by the Executive Director
from such requirement.

(c) No employee will leave his employment position until
the Executive Director accepts his resignation.

(d) The emplovyee will receiﬁe in cash the equiﬁalent of
his accumulated annual leaﬁe, at his discretion, under
one of the following manners:

(1) Their salary in their regular pay period in
which case the effective date of the resig-
nation will be at the termination of their
final leave, and the employee will retain
all their rights up to that date. During
this period no type of leave will be
accumulated.

(2) In a lump sum, in which case his resignation
will become effective on the date on which

he ceases services.
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105.6 DISMISSALS :

(a) The Executive Director could dismiss any.career

(b}

employee for just cause and previous formulation
of charges, in writing, and previous administrative
hearing, if requested by the employee. The dis-
missal notice should inform the employee about

his right to appeal as established in Chapter 107.6
of this regulation.

In addition to the dismissal causes found in Ar-
ticle 107.52 regarding disciplinary measures,

the following will be considered as causes or
motives for dismissal.

(1) Abandon of service without previous autho-
rization or without notification of motive
for being absent for over five (5) or more
consecutive working days or failure to rein-
state himself on the required date, unless
he presents justifved evidence.

(2) To advocate the overthrow of the government
of Puerto Rico or the United States by force
or violence.

(3) Failure to comply with the position's duties

and responsibilities.
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(c) Any dismissed employee will be considered ine-
ligible for appointment to any position in the
Authority unless he becomes gualified in accord-
dance with the current legislation. Z

RETENTION OF EMPLOYEES OVER 65 YEARS OF AGE

The Executive Director could retain the services of an
employee after the latter becomes 65 years of age, sub-
ject to:

(a) A need for his services as long as his physical
condition permit it.

(b) That the employee and his superﬁisor apply two (2)
months ahead of reaching the regulated age. The
employee will present acceptable justification
such as a medical certificate regarding his mental
and physical condition prepared by a faculty member
selected by the Executive Director.

{c}) That the retention be made for periods of one (1)
year, and that the same does not extend bheyond
his sixty eighth (68) birthdate.

REINSTATEMENT BY REHABILITATION

Any employee separated from the Authority due to a handicap
could be reinstated to his position or to a similar one as
soon as his rehabilitation could be #erified, pursuant to
the retirement law, as long as there do not exist legal or
regulation impediments for his reinstatement. In the
absence of available positions he will be included with

preference in the register for the classes he is guali-

fied for.
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105.11 RETRIBUTION ADJUSTMENTS

(a) If the employee retribution is less than:the

(b}

(c)

minimum type of the scale assigned to the .class
corresponding to the position promoted t;, re-
tribution will be increased to the minimum type

on said scale, as long as said increase will

not be less than one step within said scale, in
which case the salary will be increased up to the
first intermediate step in the scale.

If the employee retribution is equal to the minimum,
or to one of the intermediate steps, or to the maxi-
mum to the scale assigned to the class of the posi-
tion promoted to, or is greater than the maximum
type of the corresponding scale of the position
promoted to, a one step increase will be awarded.
If the employee retribution is among steps of

the scale assigned to the corresponding class of
the position promoted to, retribution will be
increased to the step representing the amount
inmediately superior to the one the employee was
earning at the moment of promotion, as long as

said increase is not less than one step said scale,
in which case an increase to the next step will

take place, although it exceeds the maximum for

the scale.
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WORKING HOURS AND LEAVE .

WORKING HOURS

The Executive Director will establish the regulér work
week and the daily starting and ending work hours in
the Authority, and could also alter said schedule
according to service needs. The regular work day will
not exceed five (5) days per week, nor eight (8) hours
per day.

ATTENDANCE

The Executive Director will have the faculty to adopt
or change the regulation he deems convenient to regis-
ter employee attendance.

EXTRA HOURS (OVERTIME)

(a) Management employees will have the right to earn
overtime pay, pursuant to the law. According to
service needs, the superﬁisor could regquest an
employee to work oﬁertime or during holidays.
All requested time worked by the employee in
excess of the daily workday, or the work week,
or during holidays will have the right to com-
pensation at a double rate from the regular
salary type that he is earning.

(b) Those employees who have no right to overtime
pay will have the right to enjoy equal time
off work in excess of the time worked over the

regular workday.
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(c) Supervisors should coordinate their work pro-
grams in such a way as to reduce to a miﬁimum
the need to work in excess of the regulai'work
day.
106.4 HOLIDAYS
For the enjoyment of holidays, the Authority will follow
the current dispositions and regulations. Days off will
be granted, without charge or annual leaﬁe, any other
days authorized be the Governor of Puerto Rico or the
President of United States,.as long as the latter are
extended to employees of the Commonwealth of Puerto Rico.
Days authorized in this manner will not have the effect
of extending vacation to employees on leaﬁe.
106.5 LEAVES
The Executive Director will authorize leave of absence
for determined periods of time for the enjoyment of the
various leaves later on established.
106.51 ANNUAL LEAVE
To enhance the employees performance, the Authority will
grant its employees the right to annual vacation with pay.
106.11 ACCUMULATION
Regular and probationary employees will accumulate annual
leave at a rate of eighteen {18} hours per month up to a
total of two hundred sixteen (216) hours for each work year,
with the understanding that if an employee is not able to
enjoy said leave within the corresponding year, he will
be able to take it when the service needs allow it.

Part time employees will accumulate leave in proportion to
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the work day.
106.512 VACATION ENJOYMENT :

(a) The employees with right to enjoy annual.leave
will be those with a regular appointment and
who have served the Authority no less than one
year. |

' (b) Employees will have the right to enjoy annual
leave for a period of no less than fifteen (15)
consecutive days a year, as long as they have
sufficient balance accumulated.

(c} The Authority will prepare an annual vacation pro-
gram on or before December 31, eﬁery year, fixing
the dates in which each employee will take the
same, in accordance with the employee applications
and the serVice needs.

106.513 INTERRUPTION
An employee in use of his annual leave could be required
to reinstate himselft to his position when the service
needs deem it necessary. It will be left at the discrea-
tion of the employee to continue his vacation upon ter-
mination of the situation which motivated the interruption
to take them at a later date mutually agreed between him
and his super&isor.
Those employees whose vacation was interrupted by the
Authority will have preference in the annual vacation

program.
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106.514 FINAL LEAVE
(a) BEvery Authority employee separated from service
for any cause will have the right to receive a
cash lump sum payment eguivalent to the annual
leave accumulated at the date of his separation.
In case of employee's decease, said equivalent
will be paid in cash to his beneficiaries or
heirs, as dispossed by the current legislation.
(b) In the case where the employee is separated from
the Authority through a transfer to other govern;
ment agency, his accumulated leave balances will
be transferred. 1In those cases where the separated
employee has a balance in excess of the one accep-
ted by the agency he is being transferred to, a
cash payment will be granted for the excess.
106.52 SICK LEAVE

Sick leave is that period of absence with pay granted

to an employee when he is unable to perform the func-

tions of his position for reasons of illness, absent

due to medical examination, medical, dental or optical

treatment or when his exposure to a contagious disease

risks the welfare of other employees. The ExeCuti#e

Director will authorize sick leave only on the situa-

tions hereby exposed.
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ACCUMULATIONS

Every regular or probationary employee will accumu-

late sick leave at a rate of twelve (12) hours per

month up to 144 hours (19.2 working days). The

earned sick leave not used by the employee will be

accumulated up to a total of 720 hours (96 working

days.)

REQUEST FOR SICK LEAVE

- (a)

(b)

(c)

Absences due to sickness for over three (3)
days will be authorized by the immediate
supervisor. Should the latter not authorize
them, the same will be charged to annual leave.
When an employee remains absent, due to sick-
ness, for oﬁer three (3) consecutiﬁe days, he
should present a medical certificate for the
totality of the absent period. The medical
certificate must include:
- (1) Covered period
(2) Certification of the fact that the em-
rloyee was unable to work, or exposed to
a contagious disease during the shown
period.
(3) Diagnostic
The Authority could request a medical certificate
to every employee who has remained absent due to
sickness if four (4) absences haﬁe occured,

even when they are not consecutive, during a



(c)

(e)

a period of ten (10) working days.

The employee could request, ahead of time,
permission to take time off from work wiEp
the purpose of receiving medical, dental or
optical treatment, or examination.

When an employee becomes ill during his enjoy~
ment of annual leave, sick 1ea§e could be
authorized for said period, thus eliminating
the charge to the corresponding annual leave.
For this, the employee must submit a medical
certificate containing the information set

forth in parragrah (b) of this section.

106.523 ABSENCES DUE TO ACCIDENTS

{(a)

Occupational
When an employee is absent due to an accident
suffered while on official business, after in-
forming the case to the State Insurance Fund,
the employee will haﬁe the right to:
- {1) Use his accumulated sick leave.
(2) Take his accumulated annual leave.
- (3) Request, ahead of time, sick leaﬁe,
pursuant to Section 106.524 of this
regulation.

(4) Request sick leave without pay for the

51

established time as long as the employee

submits medical eﬁidence from the State
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Insurance Fund certifying that the employee is
still unable to work, this leave could be autho-

rized after the employee have exhausted his
regular annual leave and sick leave. In:no
event, will the leave without pay exceed thirty
(30)months.
(b) Non Occupational
When the absence of an employee is due to an acci-
dent not related to his job, the employee could
chose to make use of the benefits of the non
Occupational Disability Insurance, or the leaves
set forth in item (a) of this section.
105.524 SICK LEAVE ADVANCE
When an employee has no sick leave balance, a maximum
of sixty (60) working days will be advanced. The
Authority will request the necessary evidence as
proof of such illness. The total of the advanced
sick leave will be charged against the upcoming accu-
mulation of said leave. The application must be
submitted before the person is reinstated to work.
If the employee, to whom a sick 1ea§e has been ad-
vanced, faiis to reinstate himself to work, the re-
ferred sick leave will be condoned up to a maximum
of forty five (45) days, provided that the person
has been employed for a term of three (3) years or
more. In those cases where the employee has worked
for a period of less than three (3) years, said em-

plovee must make a cash restitution for the total
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advanced leave.

106.53 ANNUAL AND 