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Section 4.1.1.1 of Recruitment Procedure – Newly Created Position 

  Hiring Manager (HM) completes a needs assessment to 

determine if need a new position 

CL approve 

or reject? 

End 

HM draft a job description (jd) within 2 weeks and submit to 

Workforce Development (WD) for wage projections 

 

WD will draft jd & 

determine/submit preliminary 

wage band within 2 weeks 

 

WD will determine preliminary 

wage band within 2 weeks 

 

HM shall build a business case for the new position. 

 

HM present business case to respective Corporate Leader 

(CL) 

 

HM and CL present to SLT 

and CAO 

 

Approve 
Reject 

If not 

received in 

2 weeks 

If received 

in 2 weeks 

A 
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Approve 
Reject 

SLT & CAO 

approve or 

reject? 

End HM, CL, CAO, & WD present 

business case to Council at 

discretion of CAO 

Council 

approve or 

reject? 

Reject 

End 

Approve 

A 

HM submit request to hire 

form to WD within 2 weeks of 

Council approval.  Skip to 

Section 4.1.2 Job Description 

Review 
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Section 4.1.1.2 of Recruitment Procedure – Vacant existing Position 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Hiring Manager (HM) complete a needs assessment to 

determine if changes required for the job description (jd) (if 

no other employees in this classification) 

Is the job still 

required? 

Go to Section 4.1.2. No 

Yes 

Eliminate or 

reclassify? 
Eliminate reclassify 

Remove from org structure 

Notify Union if applicable 

end 

Go to Section 4.1.2 Job 

Description Review 
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Section 4.1.2 Job Description Review

Jd submitted for wage review 

within 2 weeks of completion 

of jd compliance review 

WD will review changes to the jd and compare against the 

Job Description Standards to ensure compliance 

Anomalies in 

jd? 

Yes 
No 

WD discuss anomalies with 

HM to reach resolution 

Changes made to jd 

accordingly 

HM review and revise jd if required and submit to WD within 

2 weeks of awareness of vacancy or pending vacancy 

 

Go to Section 4.1.3 

Wage Review 
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Section 4.1.3 Wage Review 

 

 

 

 

 

 

 

 

 

Section 4.1.4 Job Requisition 

  

Notify the Union if applicable 

WD to review jd and evaluation position using the most current and 

appropriate pay equity evaluation tool(s) to place the position in the 

appropriate pay band  

 

WD will advise the HR of the pay band placement within 2 weeks of receiving 

the request for a wage review. 

WD will notify the HM that the jd is in the system. 

WD prepare the jd in the HRIS system within 5 days of awareness of the 

finalized jd and wage rate. 

 

HM will complete and submit a job requisition within 5 days of being advised 

that the jd is in the system. 

WD will submit the 

requisition on behalf of 

the HM 

Approvers have 36 

hours to approve the 

posting 

WD will approve the 

requisition on behalf 

the absent approver. 

No 

yes 

No 

yes 

Go to Section 4.1.4 Job Requisition 

Go to Section 4.1.5 

Job Posting 
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Section 4.1.5 Job Posting 

 

 

 

  

Posting for unionized positions will be in accordance with the respective cba 

WD will post the position within 5 days after requisition is fully approved. 

 

Postings will be processed through the HRIS and applicants will follow the 

applicable instruction to apply for the posting. 

Posting for non union positions will be internal and external simultaneously for 

up to 4 weeks at the discretion of WD. 

External postings will be posted as follows: 

- To the Municipality’s website 

- Locations as discussed with the HM 

- Social media as applicable 

Prescreening completed through the HRIS system based on questions to 

assess preliminary qualifications based on jd 

If a vacancy is less than 6 months from the last posting, WD and HM will 

discuss using the results of the last posting. 

Go to Section 4.1.6 for Application Process and Prescreening 
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Section 4.1.6 Application Process and Prescreening 

 

 

  

Application Process and Prescreening 

People interested in applying for posted positions will complete the application 

process through the link on the posting. 

Applicants will be required to upload resume and job history information as 

well as provided examples to demonstrate specific skills. 

Applicants will be required to complete a prescreening questionnaire directly 

based on the respective jd.  

Applicants may be request to submit proof of education and/or proof of the 

legal ability to work in Canada.  

Applicants may be required to submit samples of previous related work to 

demonstrate skill level. 

Applicants for leader level positions will be asked to submit samples of reports 

or work they have authored/completed relevant to the posted position. 

Go to Section 4.1.7 for Shortlisting 

All information provided in the application and prescreening process will be 

evaluated and provided a score for each applicant. 
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Section 4.1.7 Shortlisting 

 

 

 

 

 

 

 

 

 

 

 

 

Section 4.1.8 Interviewing 

 

 

 

  

Section 4.1.7 for Shortlisting 

The HM will shortlist the applicants based on the information provided by the 

applicant and the information meeting the qualifications of the jd as well as the 

score from the prescreening evaluation. 

 

The HM will submit the shortlist to WD with 10 calendar days of the posting 

closing date. 

yes 
no 

WD will 

shortlist. 

Go to Section 4.1.8 for 

Interviewing 

Section 4.1.8 Interviewing 

WD schedule the interviews based on shortlist. 

Interview panel will consist of HM, a member of WD, another leader who 

would interact with this position based on recommendations from HM and 

approval from WD.   

No peers.   

Additional panelists may be added with the approval of the CAO. 

No relatives of any candidate will be involved on the interview panel. 

B 
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WD will select 

the questions. 

WD will send HM sample interview questions for the HM to select and submit 

to WD within 5 business days of receiving sample questions. 

B 

yes 
no 

WD prepare the interview 

questions. 

Each member of the interview panel will evaluate each applicant based on the 

evaluation matrix provided in the interview question package and the information 

provided by the applicant.  The scores will be submitted to WD within 36 hours of the 

interview. 

WD will total all the scores provided in the whole recruitment process to date for 

each applicant and rank the applicants accordingly. 

WD and HM will discuss the scores of the applicants and select which applicants will 

proceed to the next phase based on scores within 3 business days from last 

interview. 

Go to Section 4.1.9 for 

Second Interview (optional) 

WD selects the top 

applicants will proceed to 

the next phase based on 

scores. 

no 

yes 
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Section 4.1.9 Second Interview (optional) 

  
Section 4.1.9 Second Interview (optional) 

WD and HM prepare scenario or testing for skills testing. 

WD schedule top 2 or 3 applicants according to scores. 

Interview panelists will evaluate each applicant based on evaluation matrix and 

information provided by the applicant.  Scores will be submitted to WD within 24 

hours of interview. 

WD calculate scores accordingly. 

WD and HM will discuss the scores of the applicants and select which applicants will 

proceed to the next phase based on scores within 3 business days of last interview. 

WD selects the top 

applicants will proceed to 

the next phase based on 

scores. 

no 

yes 

Go to Section 4.1.10 for 

Testing 
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Section 4.1.10 Testing 

  
Section 4.1.10 for Testing 

Positions are subject to aptitude and skill testing as part of the recruitment process 

where appropriate and as determined by WD. 

WD and HM will discuss testing options and availability to select most appropriate 

based on skills, knowledge and abilities required to perform the job. 

WD will schedule and or arrange for the testing to be completed and communicate 

to the applicant. 

WD will recalculate the scores of the applicants once receive the scores from the 

testing and rerank the applicants accordingly. 

WD and HM will discuss the scores of the applicants and select which applicants will 

proceed to the next phase based on scores within 3 business days of last interview. 

WD selects the top 

applicants will proceed to 

the next phase based on 

scores. 

no 

yes 

Go to Section 4.1.11 for 

Assessment 
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Section 4.1.11 Assessment for Organizational Suitability 

  

WD schedule top or top 2 applicants for assessment with the qualified consultant 

selected by the Municipality.  Timing for completion will vary and depend on the 

availability of applicant and consultant. 

Section 4.1.11 for Assessment 

Go to Section 4.1.12 for 

References and 

Background Checks 

The assessment report is reviewed by WD.  Details of the report are shared as 

appropriate and at the discretion of WD based on confidentiality. 

WD will recalculate the scores of the applicants once receive the scores from the 

testing and rerank the applicants accordingly. 

WD and HM will discuss the scores of the applicants and select which applicants will 

proceed to the next phase based on scores within 3 business days of last interview. 

WD selects the top 

applicants will proceed to 

the next phase based on 

scores. 

yes 
no 
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Section 4.1.12 References and Background Checks 

 

 

 

 

 

 

 

 

 

 

 

Section 4.1.13 Selection and Recommendations for Hiring  

Section 4.1.12 for References and Background Checks 

WD will typically complete 3 reference checks (minimum of 2 references required) 

within 2 weeks of last phase. 

Some positions may require a security background check in which WD will arrange 

where applicable. 

WD will discuss with HM a summary of outcomes from the references and 

background check(s). 

Go to Section 4.1.13 for Selection and Recommendations for Hiring 

Section 4.1.13 for Selection and Recommendations for Hiring 

WD and the HM will discuss the scores and WD will make recommendations 

accordingly.  Some positions will require special approval from the CAO before 

extending the offer.  WD will advise accordingly. 

WD will total scores calculated based on the score from each phase and rerank the 

applicants accordingly. 

Temporary employees for a non management position through a normal recruitment 

process who remain in the position for a period of 9 months or longer will be placed 

in the position permanently if a permanent placement of the same classification 

becomes available provided all performance evaluations are satisfactory and there is 

no internal candidate with more seniority rights. 

Go to Section 4.1.14 for Offer of Employment 
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Section 4.1.14 Offer of Employment 

 

 

 

  

Section 4.1.14 for Offer of Employment 

WD and HM discuss the terms of employment including start date, wage rate, 

entitlements, and other terms as required within 3 business days of the selection of 

the applicant. 

yes 

no 

WD determines the terms 

based on respective policies 

or collective agreement. 

WD drafts offer of 

employment based on best 

practices of industry and 

legislative standards 

WD extends the offer of employment to the selected applicant.  The applicant 

typically has 3 business days to decide to accept or reject or the offer is void. 

Go to 2nd applicant 

and repeat 4.1.14 

no yes Does Applicant 

accept offer 

Go to Section 

4.1.15 

Notifications 

WD will post up to 2 more times 

and if still not successful, WD will 

refer to an approved recruiting 

consultant. 
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Section 4.1.15 Notifications 

To Staff:  

 

 

 

 

 

 

 

 

 

 

To Council (if applicable):  

 

 

 

 

 

 

 

Section 4.1.16 Police Checks 

  

WD will prepare a draft staff announcement using the WD approved template and 

information as well as the WD approved picture submitted by the applicant to 

introduce the applicant once the written acceptance has been provided by the 

applicant and send to the HM for distribution. 

WD will assist the HM by providing appropriate information upon request.  

The HM will release the announcement to all staff within 3 business days of WD 

receiving the written acceptance and confirmation that the applicant has 

appropriately notified their current employer.  

The CAO shall make Council aware of the final candidates under consideration for 

positions at the Director level.  

The CAO shall make Council aware of the successful candidate for positions at the 

Director level.  

Go to Section 4.1.16 Police Checks 

WD will request police clearance checks as required and where appropriate  

Go to Section 4.1.17 Onboarding 
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Section 4.1.17 Onboarding  

Section 4.1.17 Onboarding 

WD will discuss with HM requirements for training for onboarding (where applicable).  

WD will training schedule for onboarding according to the respective position by the 

start date of the new hire.  

The newly hired employee will complete the onboarding within a reasonable time 

period as set by WD.  

WD will set up newly hired employee into the payroll system and filing system 

accordingly before the first payroll period is completed.  

WD will make recommendations to HM regarding the itinerary of the first day/week 

for the newly hired employee.  

WD give the new employee a tour of the facility including emergency exits, fire 

extinguishers, first aid boxes, bathrooms, lunch room, and introduce to other 

employees  

HM introduces new employee to team to other employees.  Meets with new 

employee to discuss expectations and current workload.  Assign a peer to allow new 

employee to ask where to find information. 

HM take the new hire out to lunch or assign a lunch mate for the new employee  

WD and HM follow up with the new employee at regular intervals or as required  

End 

WD will advise IT and payroll of new hire info (start date, dept, job title, location, etc. 
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# Date 

Revised 

Author Section/

Line # 

Details of Change 

00 Sept 2024 Lisa Granger  Added decision flow chart as appendix to 

Recruitment procedure  

01     

2     

3     

4     

 


