NZ
-\//.
Z

] fﬁﬁn PeopleAdmin Quick Reference Guide

2!
RN

i Hire Above Minimum (HAM)

Human Resources

The Hire Above Minimum, or HAM, is a request to HR Classification and Compensation (Class &
Comp) to hire a staff employee above the advertised minimum salary rate that was included in

the posting. The request is made for a final candidate in the hiring process before the offer is
delivered.

e The form needed to request a HAM is the HR27:

The following documentation is needed to support the HAM:

» The selected applicant’s application (checking the box on the form
acknowledges the online application, you do not have to print and scan the
application with the HR27 form).

» Listing of comparable positions.

» Any additional justification for a salary above the advertised rate.

e When all documentation is complete, you may begin the Staff Hiring Proposal using the
quick reference guide for help.

e Once the Hiring Proposal is routed to HR Class & Comp for approval of the requested
base salary, HR Class & Comp will evaluate the request to include a review of
qualifications as well as departmental, USC, and state equity. You may be contacted to
provide additional supporting information or documentation. Once a determination is
made, a PDF detailing HR Class & Comp’s review and approval will be uploaded to the
Hiring Proposal Documents section, and an email approval will be sent to the Initiator of
the Hiring Proposal.
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Job Offer Information PDF conversion must ba completed for the document to be valid when applicable.
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e **Please do not communicate the offer to the candidate until approved by HR Class &
Comp as the amount may change.**
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http://www.sc.edu/about/offices_and_divisions/human_resources/docs/hr27.pdf
http://www.sc.edu/about/offices_and_divisions/human_resources/docs/pa_creating_a_hiring_proposal_onboard_staff_fte_rgp_tl.pdf



