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Statement to Waive Competitive Search

The University of Arkansas at Little Rock has established recruitment guidelines designed to ensure fair and equitable hiring practices. As part of the established hiring practices, hiring units must engage in an advertised competitive search when appointments are intended to continue beyond one-year.  However, extenuating circumstances may arise occasionally that preclude an advertised competitive search and require an extension of the search waiver.  In these cases, the Chancellor and/or Provost will need to approve an updated offer letter providing the new appointment dates not to exceed one additional year.  

To meet the operational needs of the university in such situations, hiring units must complete this form and submit it for approval by the Dean, the Provost/Vice Chancellor and the Department of Human Resources requesting authorization for an emergency hire without a competitive search.  No offer of employment shall be extended until all approvals and requirements for the search waiver process have been met as follows.

1. There are a limited number of instances that a waiver of the recruitment policy may be appropriate. All appointments of this type have a fixed length of one year, not exceed two (2) years. Please indicate which explanation is applicable.  
 FORMCHECKBOX 

Need to fill a position due to a faculty/staff member leaving with very short notice.

 FORMCHECKBOX 

Need to fill a position due to a failed search without enough time to re-advertise.

 FORMCHECKBOX 

Need to fill a position for less than one year due to unexpected departure of faculty/staff or midyear retirement.

 FORMCHECKBOX 

Need to fill a position because a faculty/staff member is on leave of absence.
 FORMCHECKBOX 

The position requires unusual qualifications or special expertise and there is a known candidate available. 

 FORMCHECKBOX 

Chancellor approved continuation of the appointment because of extenuating circumstances.

2. For proper review and tracking of the temporary position covered by the search waiver request, the position number, position state title and the name of the incumbent must be provided.  Upon approval of the search waiver, the department will be provided a temporary position number by Human Resources.  
Completed by department making request:    Department:      

 FORMTEXT 
     

 FORMTEXT 
        

Position State Title:       

 FORMTEXT 
          

 FORMTEXT 
     
   Current Position #:      

 FORMTEXT 
         Incumbent:       

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     
Completed by the Department of Human Resources:

Temporary Position #: 
            Position Title:  
                       


3. The search waiver form, a copy of the candidate’s resume, and a draft copy of the offer letter must be sent to the Dean and the Provost/Vice Chancellor for approval.  The Provost/Vice Chancellor will send the approved form and all supporting documents to the Department of Human Resources for processing and a background check will be conducted on all candidates in accordance with background check requirements. The Department of Human Resources will accept electronic copies of these documents but the originals are needed to complete the official human resources records.  
4. The requesting department will finalize the offer letter and send it to the candidate for acceptance and signature.  Upon receipt of the signed offer letter, the department will submit an EPAF for the assignment and forward the original offer letter to the Department of Human Resources and a copy to the Provost’s Office.  The EPAF will not be processed until the signed offer letter and the New Hire paperwork for the candidate have been received in the Department of Human Resources.
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