Emergency Hire and Direct Appointment Guidelines
Emergency Hires:

R04.03.032
The authority to use the emergency hire process requires prior approval of the Human Resource office. The hiring authority will submit a job posting with justification for the emergency hire and the candidate's job related qualifications to the HR office for review of the hiring. HR will review emergency hire patterns to ensure that a good faith effort has been made to contact members of "protected classes."

Emergency hires are made in unexpected cases where temporary employment demands are of a business necessity and emergency nature such as the following:

1. To cover an employee on emergency or short-term, temporary leave.
2. To appoint a short-term, temporary employee to assist with an unexpected increase in work load.
3. To temporarily fill a vacancy only for the duration of the normal recruitment and hiring process.

Direct Appointment:
R04.03.035
Direct appointment is a selection made without open recruitment and requires approval of the HR office. Direct appointments will be granted in those cases where open recruitment can be demonstrated to be inappropriate, such as:

1. A request for a noncompetitive placement in a vacant position in the same or lower salary grade within the university system. Prior approval of such placements must be obtained from both departments affected and the HR office.

2. To hire a qualified "protected class" candidate for whom an AAP (Affirmative Action

Plan) hiring goal has been identified, provided that no applicant for employment may be directly appointed to any position solely on the basis of their protected class status.

3. To hire an author, principal investigator, or staff of a restricted fund or other sole source project, and the position exists only if a particular individual with exceptional qualifications is interested and available.

4. To replace a faculty member who unexpectedly fails to return for the beginning of classes or when unexpected increased enrollment warrants additional faculty.

Emergency Hire or Direct Appointment Hire: UAKJOBS Process
Create posting in UAKJOBS (www.uakjobs.com/hr)

In the justification section or additional documents tab please upload memo of justification. The memo should include:

The appropriate regulation i.e. R04.03.032

Who is being hired and why that person is qualified
The intended start date and end date

Once the posting has been approved, HR will send a quick link to the department contact; the PPA will then need to forward the quick link to the applicant. When you receive the quick link, that email is the approval for the hire. After the applicant applies begin the hiring proposal in uakjobs.  Call HR to schedule orientation for all faculty and staff benefited positions. 
When the applicant begins working, send to HR the completed uakjobs job form, contract letter (if applicable) and hiring paperwork: W-4, I-9, Personal Demographic form, Auto deposit form (optional), and Illness and Injury form, etc.
** Important Notes **

· Emergency hires are for non-benefited positions and direct appointments are for benefited positions. 

· Executive direct appointments must have the chancellor’s endorsement and the president’s approval prior to the recruitment process.

· 10% salary increase does not apply to these types of hires.

· No preliminary questions or screening documents need to be attached.

· The applicant is only required to attach a resume; you may require additional documents if you wish.
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