Waiver of Search Form
& Instructions



HUMAN RESOURCE SERVICES

“NORTHERN ILLINOIS UNIVERSITY

REQUEST FOR WAIVER OF EXTERNAL SEARCH

Position Number Date

College

Department

Division

Type of Appointment

Contract Period No. Of Months Effective Date

Full Time Part Time ( %) Regular Temporary
REQUEST FOR SEARCH WAIVER:

A. Waive National/Regional Search. Request Campus Search only
Justification: Attach a memorandum indicating the rationale for determining that an
external search would be unnecessary. Note that an external search may still be
considered following review of candidates derived from an internal search.

B. Waive Search. Internal Promotion/Reassignment For:
Justification: Attach a memorandum indicating the rationale for selection of an internal candidate. This
individual should be an identified successor to the new or vacant position, or the search waiver should involve
a lateral move or transfer from a related position, a description of these circumstances should be included in
the narrative along with all documentation required pursuant to university position administration
procedures.

C. Waive Search. Position filled with a One Year Temporary Appointment
Justification: Attach a memorandum indicating the rationale for requesting a one year waiver of search for
the position. Indicate also an approximate beginning date of when the search process is expected to begin.

Name of Candidate being recommended

D. Waive Search. Position filled with a Regular, Continuing Appointment

Justification: Attach a memorandum indicating the rationale for requesting a full waiver of search for this
position. Note especially if this is a Target of Opportunity hire or other relevant information related to
achieving affirmative action/equity goals within your department or unit. Note all relevant recruitment
processes that were undertaken prior to selection of this candidate.

Name of Candidate being recommended

Chair/Director Date
Dean/Division Head Date
Vice President Date
President/HRS/Affirmative Action Date

Search Waiver granted: Yes No




Instructions for “Request for Waiver of External Search Form”

Instructions for completion of the above-mentioned form are the following:

1) The “Request for Waiver of External Search Form” must be entirely completed, with the required signatures and appropriate attachments
before it will be considered. The department will forward the form and attachments to the College/Division Affirmative Action
Representative. The College/Division Affirmative Action Representative will review the request and, if approved, will forward to the
Divisional Affirmative Action Representative. The Divisional Affirmative Action Representative will review the request and, if approved,
forward it to HRS/Affirmative Action and Diversity Resources for final approval and processing.

2) A completed and approved "Position Request Form" must accompany the "Request for Waiver of External Search Form".

3) The “Request for Waiver of External Search Form” must also include a memo of justification explaining why the external search should be
waived. The memo must answer the following questions:

a. Forwhat position is the waiver of search being requested?

b. What alternative is being requested in lieu of an external search?

c. Why this alternative is being suggested instead of an external search?

d. Ifthere is a specific candidate being recommended for hire in lieu of conducting a search, what are the candidate's credentials, and
why is the specific candidate being recommended? Were there any other interested and/or qualified internal candidates for the
position? If yes, indicate other interested candidates, their credentials, and provide rationale for not selecting those candidates or why
they should not be considered.

e. If a one-year temporary appointment is being requested, indicate an approximate beginning date when the search process for a
regular continuing appointment will begin. Also, indicate all relevant recruitment processes, if any, that were undertaken before
selection of the candidate being recommended. If an emergency hire, indicate reasons for an emergency hire.

f. If a complete waiver of search process is being requested for a regular continuing appointment, be specific as to the rational for
recommending regular appointment status and indicate all relevant recruitment processes that were undertaken prior to selection of the
candidate being recommended, or the rational for an internal promotion.

NOTE:

If a campus search only is approved, an external search may still be considered following review of candidates derived from an internal search.

A promotion/reassignment must include all documentation required in accordance with University Position Administration procedures.

3/02 (This form supercedes previous forms)





