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 REQUEST TO HIRE ABOVE STEP 1

Requested Step:

Hiring unit:

Job/position title: Posting number:

Recommended appointee name:

Health Sciences Business Center

If yes, how many?

Were there other candidates that met the minimum qualifications (MQs)?

Were there other candidates that met the preferred qualifications (PQs)?

Were there any candidates that met the minimum qualifications and could be hired at Step 1?

At Oregon State University, the standard is to hire all new classified employees at Step 1 of 
the salary range for the classification that the position is within. In order to hire above Step 1, 
your justification must demonstrate how hiring someone above Step 1 is in the best interest 
of the university. 
  

In order for us to evaluate and review your request, please provide the following 
information. Incomplete responses may delay timely review of your request.

Requested by:

If yes, how many?

If yes, how many?

Explain how the finalist clearly meets all MQs and PQs above others in the applicant pool. The finalist must 
demonstrate one year of full-time recent, relevant experience above the minimum qualifications for each step 
requested above Step 1.
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Hiring Manager Signature: Date:

Hiring Manager Name:

Send completed form to HSBC.HR@oregonstate.edu for review by HSBC HRC2.

Please address how the pay rate and years of experience of those employees compare to that of the finalist. You 
should consider if/how hiring a new employee above Step 1 may negatively impact the morale of other staff within the 
unit, and if it may contribute to retention issues in the future.

Please provide any additional information that you think is important for us to have in considering this request.

Why is it in the university's best interest to hire the finalist above Step 1? Are there any special factors to consider (i.e. 
prior retention issues, undesirable geographic location, no second choice, effect on training period,competitiveness 
with market salary, etc.)?

Are there other employees in the unit that are in the same classification?

If yes, how many?

Determination

Approved as requested Approved, but at revised Step _____ Denied

Comments:

BC HRC2/OHR Signature: Date:

Date:School/Department Head Signature:


