
OFFICE OF THE PRESIDENT-Division of Agriculture and Natural ResourcesPRIVATE 


WAIVER OF RECRUITMENT IMPLEMENTING PROCEDURES
University of California Personnel Policy requires open recruitment for career positions.  The Director-Human Resources/Benefit Services may grant exceptions to the recruitment policy by authorizing a waiver of recruitment in accordance with Personnel Policy 20.

Waivers are granted under special circumstances only for a:

· seq level0 \h \r0 

seq level1 \h \r0 

seq level2 \h \r0 

seq level3 \h \r0 

seq level4 \h \r0 

seq level5 \h \r0 

seq level6 \h \r0 

seq level7 \h \r0 career University employee uniquely qualified for a position; 

· highly qualified external candidate with evidence of past recruitment difficulty for the position; 

· casual employee who was recruited as though the position were career; 

· career employee who has completed a training program for development; or

· career employee who is scheduled for layoff.




A request for a waiver of recruitment must be made on a Waiver of Recruitment form (attached).  The "basis for the request" must describe the unusual or special nature of the situation.  The request form must be endorsed by the department head and submitted to the Human Resources Office with the following attachments:

· a completed Job Vacancy Listing (JVL) form

· a completed, signed Position Description form

· organization chart which shows how the position interfaces structurally

· a resume of the individual proposed for selection





Human Resources/Benefit Services will process the request, including:

· budgetary review and approval

· classification review of the position

· employment review for qualifications

· affirmative action review for policy

· final review by Director-Human Resources/Benefit Services

The effective date of hire is usually the day the waiver is approved.  An informal or formal offer of employment may not be made prior to the review and approval of a waiver request.


Office of the President –Agriculture and Natural Resources


Staff Personnel Services


WAIVER OF RECRUITMENT

	Instructions:  Request must include the following:

· A completed Job Vacancy Listing (JVL) form

· A completed, signed Position Description form

· An organization chart which shows how the position interfaces structurally

· A resume of the individual proposed for selection, as well as a completed application

Submit all requests to:


                       Staff Personnel Services

           
                       300 Lakeside Drive, 6th Floor



                       Oakland, CA  94612-3550



Please check one:

[ ] SMG
   [ ] MSP __
     [ ] PSS ____________








   Grade

          Grade or Title

Payroll Title:   ___________________________
Date Submitted:  ______________________

Div/Department:  __________________________
Unit:  _______________________________

Contact Person: ___________________________
Phone Number:  _______________________

Name of Candidate:  ________________________
Ethnicity:  ____________________________
Must meet one of the following special circumstances.  Please complete:

1.  Uniquely qualified for position:  __________________________________________

2.  Evidence of past recruitment difficulty for career position   _________________________.

3.  Original recruitment conducted on ___________ for casual/contract position.  Please include      ad and/or sources used.

4. Training program for candidate initiated on ______________ for __________ (length of time)

5. Candidate scheduled for layoff on ________.  Present classification ___________________.

Are there other employees in department at same/lower level who are qualified for this position:

[ ] No

[ ] Yes     If yes, please explain 
  

                                                                                                                                      Department Head Signature





Date

Waiver of Recruitment
Page Two


ANALYSIS AND RECOMMENDATION:

APPROVE:_________________



DENY:____________________ 

__________________________________________
___________________________

Affirmative Action





Date



ANALYSIS AND RECOMMENDATION:

APPROVE: _________________



DENY:____________________ 

__________________________________________
___________________________

UCOP-ANR Employment/Compensation


Date



FINAL DECISION: 
APPROVED: ___________



DENIED: ___________________ 

_________________________________________________       __________________

Director — Affirmative Action & Staff Personnel Services
    
  Date


HR

 9/01







