Waiver of Recruitment Guidelines and Criteria
Overview: 
The Recruitment and Hiring policy outlines recruitment and selection requirements and establishes when recruitment is required.  Under unique and extenuating circumstances, a waiver of recruitment may be necessary.  As such, the policy states that individual exceptions to the recruitment requirement may be approved by the Chief HR Officer through the waiver of recruitment process. 

Criteria:

The intent of the waiver of recruitment process is to grant an exception to the recruitment requirement under special and unique circumstances only.  Following outlines the criteria to be considered when preparing a justification for a waiver of recruitment.  If these conditions do not exist, a competitive recruitment for the position must occur.  
A waiver of posting justification must include at least one of the following conditions:

· Specialized/unique skill set:

· The candidate possesses unique skills, knowledge, and abilities that cannot be learned in a reasonable orientation period, typically six months, the lack of which would have a serious negative impact on the division/department.  The unique skills, knowledge, and abilities must correlate to a demonstrated and viable business or scientific/research program necessity. 
· Documentation should include details of the unique skills, knowledge, and qualifications of the individual, information that demonstrates a scarcity of these skills in the labor market, prior recruitment difficulties for the same or a similar position.

· Funding and/or Special Conditions:

· Examples:

· An individual (such as a Principal Investigator or research program lead) has his/her own funding to bring to the Laboratory as a result of the appointment.

· The specific individual is named in the funding documents (NOTE: this condition applies for Term Appointments only, and the position cannot be converted to a Career Appointment later unless the individual applies for and is selected as part of a full documented recruitment process).  

· An employee who transfers from another UC location to Berkeley Lab as a result of a funding source with no change in job duties.

· An organizational entity or program moves to the Berkeley Lab along with specified current employees.
· Qualified Applicant Pool and Diversity Considerations:

· Examples:

· A full documented recruitment had been conducted within the prior six month period, which did not yield a viable applicant pool. 
· A full documented recruitment had been conducted within the prior six month period, which yielded a qualified, diverse applicant pool, and a non-selected candidate from that search is selected for a position in the same job title with the same essential position requirements. 

· Documentation should reference prior recruitment efforts of the previous position including good faith efforts to select the most qualified candidate from a diverse applicant pool.

· Health and Safety Risks:

· The time needed to conduct a full recruitment process for the position would endanger the health and/or safety of Berkeley Lab employees, affiliates, or the environment.  
· Justification must include detail of the safety risk associated with conducting a full recruitment, and how the qualifications of the selected individual will mitigate the risk. 

Restrictions: There will be no waivers of recruitment granted for Post Docs who move into a Scientist/Staff Scientist position, unless the individual has his/her own funding as noted above.

Waiver of Recruitment Justifications
The requesting division with assistance from their HR Business Partner contact must submit a written justification for a waiver of recruitment. The HR Business Partner contact will provide guidance and consultation to ensure that the waiver of recruitment is warranted based on the circumstances and that the justification complies with the above criteria and employment policy. 
All waiver of recruitment requests must be approved by the Chief HR Officer (CHRO), and must accompany: 1) well defined, appropriately leveled position description with duties and qualifications, and 2) a resume or CV of the selected individual.

Process / Procedure Overview
1) Consult with your HR Division Partner to discuss the circumstances and business necessity.
2) Determine the most appropriate category to supporting the waiver of recruitment request, prepare your justification and obtain any internal division concurrence or approval as needed.
3) The hiring manager or designee submit the request on the Hire Request Form, and include the waiver of recruitment justification in the field provided.  Please ensure that the information on the selected individual is complete and a position description is included.

4) HR Shared Services team will receive the request, prepare the requisition, partner with the HR Division contact if needed, and facilitate the review and approval process.

5) Once approved, HR Shared Services will prepare the offer letter and contact the selected individual.
Waiver of Recruitment Guidelines and Criteria

Version Date: December 23, 2014


