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This checklist has been prepared to assist with requesting a waive a recruitment for an AMP or SP position. Please follow this process to its completion.
A waiver of recruitment is a non-competitive process in which the hiring manager selects a candidate for hire in lieu of an official recruitment. The President, Provost, or applicable Vice President may elect to waive the requirement to post a vacant position by completing the steps below.
Obtain Approval for the Waiver:
· Submit a memo (written or emailed) that includes justification for the waiver (must include proposed starting salary), the individuals resume, and a copy of the job description for approval by the appropriate departmental office (VP or PV Office).
· Once approved by the PV Office or VP, forward the memo and attachments to Recruitment Services at
HRwaive@fau.edu. Recruitment reviews the candidate’s resume and job description to ensure that they meet the minimum requirements for the position.
If the candidate does not meet the minimum requirements for the recruitment, the approval may be
rescinded.
· Recruitment Services will review all supporting documentation and obtain the necessary Human Resources approvals. 
Create Job Requisition (HR Partner Steps):
· If the candidate is not an FAU employee, please provide them with the Non-Recruited Application Link, so that they can complete an application. 
Current employees will not require an application.
· Complete the “Create Job Requisition” step in Workday. Making sure to select “Waived” as the reason for the Job Requisition and to attach the approved memo and the candidate’s resume.
For existing positions, enter “Create Job Requisition” and select “Existing Position”
For new positions, the Position and Job Requisition can be created at the same time via the “Create Job Requisition” process. Make sure to select “Create New Position”
· Recruitment Services will review/approve the Job Requisition. Once approved, the Job Requisition will route approvals. To check the status of the Job Req, search the REQ# in all of Workday and view the process - this will show where and who the Job Req is with.
Once fully approved, the Job Req will appear in the FAU MY OPEN JOB REQUISITION report that is available in the Recruiting Worklet.
Background Check Request (Recruiting Partner - RP):
· Non-FAU Employee: Once the Job Req is approved and the Application is completed, Recruitment Services will send the Recruiting Partner the background check request to complete. Once submitted by to Recruitment in Workday, the background check will be initiated.
For Current Employees - confirm with Recruitment whether a new background check is required by emailing HRwaive@fau.edu.
· Candidate completes the background check via HireRight’s website (FAU’s approved vendor for background check services).
To check the status of the background check, view the REQ in Workday. If the status shows “in process”
this means the background check was initiated, but has not yet been approved.
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· RP will receive a To Do notifying them that the background check was approved. This To Do contains
specific instructions on how to move forward with completing offer letters and finalizing start dates.
Ready For Hire: (Recruiting Partner and HR Partner Steps):
· Move the candidate to Ready for Hire via the Job Requisition once the following steps have been completed (completed by the RP):
· Start Date Finalized - Make sure the start date does not fall on a hire blackout date
· Offer Letter is Signed - Templates available in Workday via the Recruiting Worklet
· Once the candidate has been moved to Ready for Hire, Workday will initiate the appropriate business process. The Hire process will generate in the HR Partner’s inbox for new employees and rehires. If hiring a current employee, the HR Partner will receive a Change Job process in their inbox.
NOTES: To maintain compliance with university policies and applicable laws, all pre-employment screenings and final hire approvals must be completed and cleared before a new employee can begin working. For changes with start dates or to inform us that the candidate withdrew their acceptance, please contact Recruitment Services at empl@fau.edu. To review the status of onboarding, please refer to the Onboarding Report. Workday Onboarding questions should be sent to hres@fau.edu.
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