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Request for Recruitment Exception 
This request must be submitted and approved prior to the first day worked.

The University of Montana conducts open recruitments for faculty, contract professionals, and staff positions.  The recruitment program is required under federal law and is necessary to prevent discrimination and address stereotypical thinking and biases that may impede employment opportunity.  To ensure legal compliance and recruitment program objectives, exceptions to open recruitments are rare. 

Instructions:
1. Prior to the employee beginning work, submit a Recruitment Exception with sufficient time for request to be vetted and reviewed and for timely payroll processing (recommended 4 weeks prior to the anticipated start date). 
2. Anticipated start date should be at the beginning of a biweekly payroll period.
a. Start dates cannot be back-dated for employees new to the campus (not a current employee).  
b. Job restructuring for existing employees: If an employee's role is being restructured, you must contact Human Resource Services (HRS) first for pre-approval before requesting a back-dated start date.
3. Please complete the form below and mark the box that describes the particular recruitment exception category you are seeking.  
4. You must also provide a written justification and supporting documentation (listed on page 2) for review by HRS.
5. Submit all documentation via U-Approve submission as an Electronic Hiring Form (Hire an Employee).  The Director of Talent Acquisition will review the request, facilitate the recruitment exception process, and facilitate the hiring and onboarding process of the employee, upon approval of the exception.
6. If the request is for an existing MUS Contract and includes an increase in salary or for staff moving to an MUS Contract, the Salary Adjustment Request (Non-Faculty) (RSA) form must be completed and fully signed on campus and included with above documentation.   Incomplete RSA’s will result in a delay in the processing of the recruitment exception.

Exception Requested for: 											
                                          First Name			Last Name			

Requested Position Title:											

Department											

Hire Begin Date 					  End Date (if applicable)  				
			 mm/dd/yy			                                        mm/dd/yy

[bookmark: Check1]|_|	Acting or Interim Appointment.  An acting or interim appointment fills a vacancy in administration on a temporary basis, normally for a year, until a search will fill the vacancy on a permanent basis.  This may not be changed to a permanent appointment without an advertised search process.  The President of the University of Montana may make acting appointments at any level at any time.  Appointing authorities reporting to a Vice President may make acting appointments with the approval of the appropriate Vice President, Human Resource Services, and the President (or designee). Memo must include information on selection process for choosing current employee or individual from off campus and how they meet qualifications for position.  Checking this box indicates that the endorsement of the responsible Vice-President/Provost has been obtained.

[bookmark: Check4]|_|	Grants and Contracts.  The individual is written into a successful grant or contract proposal by name and the position is funded by the grant or contract.  Information identifying the name and role must be attached. If individual is not specifically named, additional justification(s) must be provided to explain why the individual is uniquely qualified for position and why they were not named.

[bookmark: Check8]|_|	Job Restructuring. Change in the title and responsibilities of a current contract professional (MUS Contract or Letter of Appointment) or staff where the change invokes expanding or restructuring an existing position without establishing a new position or creating a vacancy that must be filled.  Expanded or restructured position must be classified as a contract professional level position.  Staff to contract restructures cannot be back-dated due to benefit rules (retirement). Explanation of change must be attached.

[bookmark: Check5]|_|	Part-time FTE Appointments (up to 50 percent).  For part-time/contract professionals and academic appointments.  Such appointments may not be changed from 50 percent or less to greater than 50 percent without conducting a search. 

[bookmark: Check6]|_|	Domestic Partner Accommodation.  Accompanying domestic partner appointment is necessary to recruit or retain a successful candidate of a pre-existing search.  The programmatic needs justifying employment of the accompanying domestic partner must be attached.  Checking this box indicates that the endorsements of the responsible Vice-President/Provost has been obtained

[bookmark: Check7]|_|	Temporary/Visiting Appointments. Temporary, non-renewable appointments of up to one year.  Such appointments may not be changed to permanent appointments without conducting an advertised search.    


Required Supporting Documentation:
Please provide the following supporting documentation for the recruitment exception in the U-Approve Electronic Hiring Form:
· A justification memo explaining the reasons for the request (attach or use space below). 
· A role description for the position (included in U-Approve Electronic Hiring Form) 
· The candidate’s current resume/CV
· Candidate’s official transcripts if position requires a degree

Additional Documentation, if applicable:
· One reference check for the candidate.
· Contact HR to utilize SkillSurvey for the reference check.
· The Reference Check Form may be used.
· Reference check must be conducted for employees new to UM or provide justification for waiving reference checking.
· Optional if they are a current, non-temporary UM employee.
· For Grants/Contracts – Grant/Contract documentation identifying the name of candidate role for hire.
· If request is for an existing MUS Contract and includes an increase in salary, Salary Adjustment Request (Non-Faculty) form must be completed and fully approved on campus and included with above documentation.  Salary increase will be sent to Office of the Commissioner of Higher Education (OCHE) by HRS (approval may take 4-6 weeks) and recruitment exception will be approved after OCHE approval is received.

Promotion – Non-Faculty Contract Professional.  A department with a vacant MUS contract position may conduct a limited search consistent with the procedures accompanying Personnel Policy No. 700 and Personnel Policy No. 723.

Justification for Recruitment Exception:
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