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The University of North Carolina at Chapel Hill

Office of Human Resources – Employment and Staffing

SPA One-Time Recruitment Incentive Leave

Approval by OHR required prior to extending an offer of incentive leave
	Department Information

	Department Name
	     
	Department #
	     

	Department Contact
	     
	Telephone Number
	     

	Hiring Manager Name (if different from requestor)
	     
	Hiring Manager Telephone Number
	     


	Position Information

	Position Number
	     
	Position Branch/Role/Competency
	     

	Position Eligibility Criteria (See Definitions section below)
	Middle Management 
	 FORMCHECKBOX 

	Mission Critical 
(attach documentation*)
	 FORMCHECKBOX 


	If Mission Critical, describe why:       

	Position FTE
	     
	Position is: 
	Permanent 
	 FORMCHECKBOX 

	Probationary
	 FORMCHECKBOX 

	Time-limited
	 FORMCHECKBOX 



*  Departments who wish to offer incentive leave for mission critical positions must include documentation that shows high turnover rates, special required competencies, types of specialized recruitment resources used during the recruitment period, beginning and ending dates of active recruitment, number of qualified applicants in the applicant pool, and any additional documentation such as number of applicants that may have rejected offers including a reason why or applicants that may have withdrawn their application from consideration, etc.  
If you need assistance in preparing documentation, please contact your OHR Employment Consultant
	Selected Candidate Information

	Candidate Name
	     
	Current Employer
	     

	Candidate Eligibility Criteria:
	Possesses all qualifications and competencies required for the position
	 FORMCHECKBOX 


	
	Has a minimum 10 years experience directly related to position
	 FORMCHECKBOX 


	Candidate is newly appointed and has been previously employed outside NC State government 
(See Definitions section below)
	 FORMCHECKBOX 



	Leave Information

	Accrual rate for vacation/annual leave for current (non-UNC-CH) employment:
	     


	APPROVAL CERTIFICATION

	
	
	
	
	

	Name of supervisor in the proposed employee’s dept.
	
	Signature of supervisor in the proposed employee’s dept.
	
	Date

	
	
	
	
	

	Name of Dean/Division Head
	
	Signature of Dean/Division Head
	
	Date

	
	
	
	
	

	Name of Senior Director of Employment and Staffing
	
	Signature of Senior Director of Employment and Staffing
	
	Date


	Office of human resources use only

	20 days leave award is approved
	 FORMCHECKBOX 

	Non-UNC-CH accrual rate verified with current employer
	 FORMCHECKBOX 


	If disapproved, provide reason:      

	OHR Employment Consultant name
	     


	definitions

	Middle or Late Career Applicant – An applicant with 10 or more years of directly related experience in their chosen profession.

Middle Management Position – A position that reports directly to an executive level management position and supervises lower level management positions and is delegated authority to make decisions that impact the overall direction of a department or division of an agency and whose duties typically involve program planning and coordination, organization structure, determining goals and standards, determination and interpretation of policy, and fiscal control.

Recruitment Difficulties for Mission Critical Positions – Positions that are critical to the agency mission and are highly competitive in the labor market due to specialized competencies and/or license/certifications and/or geographic location, and/or those positions in which there is a high turnover which significantly impacts the agency’s efforts to recruit and provide services.  Recruitment typically involves active specialized recruitment efforts utilizing multiple recruitment resources that require an extended period of recruitment and results in a limited qualified applicant pool.   

Newly Appointed – The initial appointment as an employee of the State of North Carolina, or an appointment following a break in service of at least 12 months from a previous appointment as an employee of the State of North Carolina.

Employed Outside of State Government – Employed with an organization that is not part of the State of North Carolina government or not an organization for which the State currently accepts transferred accrued vacation leave upon hire.  This includes employment at the University of North Carolina or any of its constituent campuses.
Recruitment Documentation – If recruitment difficulties are the basis for the application of this policy, the agency shall maintain written documentation related to difficulties in recruiting to fill positions of applicants offered incentive leave.  The agency will be expected to provide this documentation to the Office of State Personnel upon request.  Documentation should include high turnover rates, special required competencies, types of specialized recruitment resources used during the recruitment period, beginning and ending dates of active recruitment, number of qualified applicants in the applicant pool, and any additional documentation such as number of applicants that may have rejected offers including a reason why or applicants that may have withdrawn their application from consideration, etc.
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