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Waiver of Search Requirements

Waiver Guidelines

Exceptions to established recruitment requirements may be granted on a case-by-case basis.  However, a waiver should never be used to fill tenure-track positions.  
When providing justification for the search waiver be certain to include the following:

· How this search waiver request is consistent with the school/department’s diversity and affirmative action goals and objectives


· Rationale for determining why an external search would be unnecessary


· Rationale for selection of a candidate and why an internal search is not being conducted


· With interim appointments indicate length of contract (NOT to exceed 1 year) and agree to the following timeline:



3 months after search waiver is signed:  Begin revising & completing 


position description, recruitment plan and other paperwork for PAR. 



6 months after search waiver is signed:  Complete & submit finished PAR



 paperwork to hiring authority & proper committees for approval.



9 months after search waiver is signed:  PAR should be on Chancellor’s


Cabinet agenda & search & screen committee members determined.
   
Once the search waiver form is complete it should be given to the Office of Equity & Diversity for approval and the Office of Equity & Diversity will route the form. 
Please note that the PAR cover page and position description for the position should be routed first and have all signatures.  
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Search Waiver Request Form
(May only be completed after meeting with the Office of Equity & Diversity)

Department:  ________________________
School/College:  ________________________
Person Being Hired: _____________________________________________________________


Dates From: __________________________________  To:_____________________________  

Salary:________________________________________________________________________

Type of Waiver Requested (check all that apply):

1.    In emergency situations* 

2.    In situations where a department wishes to secure a visiting faculty person with   
      genuine professional distinction 

3.    In situations where a person may be appointed temporarily to fill a position until a
      search may be conducted

4.    Other (please explain)
Please attach the following:

 Details and justification for the waiver 

 The candidate's résumé or curriculum vitae 

 The completed front page of the PAR (Position Authorization Request) with all signatures
 The completed position description in ADA format

 The candidate’s address/contact information 

Requested by:________________________________________________Date:______________
Asst. to the Chancellor for Equity & Diversity ____________________________Date: ________

Approved 


Not Approved 
Approved with Conditions (attached) 

Supervisor/Hiring Authority______________________________________Date:_____________

Approved 


Not Approved 
Approved with Conditions (attached) 


Chancellor/Provost _____________________________________________Date: ____________

Approved 


Not Approved 
Approved with Conditions (attached) 

______________

* An emergency situation occurs when there is insufficient time for a search because someone must be performing the necessary functions within days AND where there are no back-up personnel (must fill both conditions)                                                                                                        







                                                                  
