Waiver Request Instructions and Information
Please include the candidates’:

· Last Name, First Name:

· Months per year (9 or 11):

· Requested Academic Title and Rank:

· Current UCSD Academic Title, if any:

· Requested Step:

· Requested Start Date:

· Type of Waiver:  <General> and/or <Principal Investigator>

· Percent of time devoted to this position:

· Total proposed salary:

· If PI waiver, identify the agency that has provided the grant:

· If PI, Grant number:

· If PI, Total salary from grant:

· If PI, Percent of time spent working on grant(s):

Paragraph One

Describe the skills and qualifications of the individual. If the person is at the junior level, describe the educational background and training that has led this person to the threshold of the proposed appointment. If the individual is at a more senior rank, describe the area of research, the person's national or international reputation in the field, and the uniqueness of skills and knowledge.

Paragraph Two

Provide a justification for hiring the individual without an open recruitment. Answering the following questions may be of help in developing appropriate details for the justification:

· What will this person do for the unit? What functions will the person perform?

· How the skills of the individual be used to perform the function?

· What are the business (i.e., research, teaching) needs of the unit?

· Why is it essential that the unit have someone with the skill set described above?

· Are the skills and qualifications of the individual so unique that no one else could be obtained via an open recruitment to do the job? Explain how or why these skills are so unique. (In other words, fully describe the connection between the unit's business needs, the function of the job, and the skills of the person.)

· For a very senior candidate, how will the skills and qualifications enhance the excellence of the unit and the University?

· If the request is for a change in series, consider addressing the factors presented above under General Waivers.

If you are requesting a Principal Investigator Waiver, in addition to describing the candidate's skills and qualifications (see above), the request must state and document that the individual has an award and that the award provides (X) percent of the PI's salary.  A minimum of 50% is required for a PI waiver. Please state total salary (x-portion only). Attach the following documentation:

· a copy of the "Notice of Grant Award" letter from the agency to the PI (include section showing funding allocation)

· a copy of the PI's budget page showing proposed salary and/or effort

Attaching files to a waiver request is optional unless the waiver request is for a Principal Investigator.  For all PI waiver requests, a copy of the grant where they are listed as the PI and a copy of the budget cover page must be included in this upload.
Types of Appointments Exempt from an Open Recruitment

1. UCSD academic personnel in "recalled" status

2. "Visiting" titles
Appointee must be on leave from another university, college, or public or private research laboratory

3. Postdoctoral Scholar — Employee
An appointment in this title is limited to five years.

4. Non-salaried appointments
These include appointments fully funded (8/8ths) through the Veterans Administration (VA).
Note:
UCSD units are strongly encouraged to conduct an open recruitment regardless of VA time in case the balance of UCSD/VA time changes to being in a greater proportion at UCSD.

5. Appointments for 50% time or less
This includes positions funded 4/8ths (i.e., 50%) or more by the VA.  
Note:
A full search is required for a ladder-rank position regardless of percentage of appointment.  Units are strongly encouraged to complete an open recruitment no matter what percentage of time will be worked.  This saves the unit from having to track the time of each employee at 50% or less.
6. Appointments that are greater than 50% time but are short-term, that is, limited to two quarters or less (9-month/academic-year basis) or six months or less (11-month/fiscal-year basis). This defined short-term period is sometimes referred to as a "grace period."
Note:
Any extension beyond two cumulative quarters or six months (i.e., "grace period") requires an open recruitment unless the appointment returns to and remains at the level of 50% time or less. Such an extension of time is considered on an accumulative-time basis, i.e., total time worked at UCSD, not on a consecutive-time basis. 
Example:

	09/01/09-12/31/09
	01/01/10-03/31/10
	09/01/10-12/31/10
	03/01/11-06/30/11
	01/01/12-03/31/12
	04/01/12-06/30/12

	50%
	66%
	50%
	83%
	33%
	66%

	
	3 months above 50%
	
	3 months above 50%
	
	6 month grace period over.

AA required BEFORE employee may start this quarter and forward.


7. Positions requiring student status
For example, Associate In (e.g., Literature), teaching assistant, research assistant, tutor.

An open recruitment is generally not required for the types of appointments listed above. However, an appointment that exceeds the conditions and limitations set forth above is subject to an open recruitment in which competitive applicants for the position will be fairly considered. The head of an organization unit should inform anyone appointed into a position noted in the above categories the conditions in which the position would become subject to an open search.
A number of departments on campus do a yearly open recruitment for lecturers and other titles that might work 50% or below time.  Once a selection report is approved, the department no longer has to track the employee’s time in order to meet AA compliance.
