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ADMINISTRATIVE GUIDELINE

Title:  Selection Process for Managers
Effective Date:  September 1, 2000

Responsibility:  Superintendent of Business 

1.0
Selection Committee

1.1
The Selection Committee will consist of three members.  All members of the Selection Committee will be present for the interviewing of all candidates.  

1.2
The Superintendent of Business will appoint the Selection Committee as follows:

1.2.1
The Committee will be comprised of the Superintendent of Business, one Manager and a Superintendent of Program and Schools. 

1.2.2 The Superintendent of Business shall act as Chair of the Selection Committee. 

1.2.3 The Selection Committee shall strive for a balance among its members with respect to gender and expertise.

1.3
Members of the Selection Committee must declare a conflict of interest if one 


exists and not participate in the hiring process.

            1.4       No individual will be hired to a position where the supervisor of the position is a

                       member of his/her immediate family unless approved in advance by the 

                       Superintendent of Business.

2.0
Posting of Positions
2.1
Postings shall be prepared and posted internally in accordance with internal administrative procedures.

2.2
All advertisements and postings are the responsibility of the Superintendent of Business (or designate).  Specific information to be included in the advertisement/posting must be approved by the appropriate Superintendent and 
provided to the designated official who will ensure that it meets the appropriate language requirements

2.3
Positions may be advertised in the local papers, OASBO, the website or other publications if necessary.  

2.4
External advertisements shall state:


We thank those who submit a resumé but only those chosen for an interview


will receive a reply.

In accordance with the Municipal Freedom of Information & Protection of Privacy Act, 1989, s.29 (2) personal information is collected under the authority of the Education Act, and will be used to determine eligibility for employment.

2.5
All resumés/applications shall be directed to the Superintendent of Business.

2.6
Resumés/applications must be date-stamped upon receipt.  Applications submitted or received after the closing date and time will not be considered.

3.0
Selection Committee Meetings

3.1
Before the screening process is commenced, an information session will be arranged by the Chair of the Selection Committee so that members of the Selection Committee will become aware of and familiar with the provisions of the Ontario Human Rights Code, the Board's employment administrative guidelines and selection procedures. 

3.2
The Chair shall be responsible for ensuring adequate training is provided for Committee members, and for reiterating the position that, in all cases of hiring and promotion where two or more candidates appear to be equal, preference be given to those candidates who satisfy the Board's stated needs.

4.0
Criteria for Selection

4.1
There are four major criteria for selection.  The Candidate's resumé reflects the individual's personal and professional commitment both in time and experience.  The interview reflects the individual's ability to articulate thoughts and ideas. The performance appraisal reflects how the individual performs within the setting. The reference checks will be conducted prior to a final decision of the committee.
5.0
Selection

5.1
There are two steps in the selection process.  Step 1:  The Selection Committee will screen the applications to determine which applicant will proceed to the second step.  Step 2: the interview.

5.1.1 All relevant documents and information on each candidate will be provided to all members of the Selection Committee by the Superintendent of Business.

5.1.2 The Selection Committee will initially screen applicants based on the candidate's resumés.

5.1.3 Reference checks are the responsibility of the Chair.  Reference checks will be conducted prior to final decision.  (See Administrative Guideline -

Criminal Reference Checks).

5.1.4 Selection Committee members must declare conflict of interest with respect to any potential candidate.

6.0
Selection Interview

6.1 The purpose of the interview is to select applicants for consideration for appointment.

6.1.1 Each candidate will be allotted approximately 45 minutes for interview purposes.

6.1.2 Each candidate will be asked exactly the same questions.  There will be a balance between theory and behaviour based questions.  Additional questions may be asked by the interviewers for clarification, answers to the questions, or the candidate's application.

6.1.3 Each candidate will be given an opportunity to ask questions or to make a concluding statement.

6.1.4 Each candidate will complete necessary consent forms for reference checks.

6.1.5 The questions asked will relate to some of the following areas:

- Knowledge, skills and qualities as they relate to the position

- Career goals, professional growth

- Organizing, planning and realizing goals

- Leadership/supervision

- Communications with others

- Other interests and abilities

6.2
At the end of each interview and when all interviews have been completed, the members of the Selection Committee will take sufficient time independently to review each candidate's resumé and interview.  Discussion pertaining to the interviews will then take place.

7.0
Decision Process

7.1 The Chair is responsible for leading the discussion.

7.2
The Selection Committee shall review all of the data collected during the selection process. 

7.3
Where possible, the decision(s) should be made by consensus or if this is not


possible members of the Selection Committee shall vote for one candidate.  If a candidate receives a majority of the votes cast that candidate will be recommended for appointment.

7.4
If no candidate receives a majority vote, the voting will be repeated with the candidate(s) receiving the fewest votes removed from consideration until one candidate receives a majority vote.

7.5
If more than one appointment is to be made, the process will be repeated until the required number of people are identified. 

8.0
Notification of Candidates

8.1
The Selection Committee shall determine the successful candidate(s) as soon as possible following the interview.  Final reference checks if required shall be completed before the final recommendation is made. 

8.2 The Chair of the Selection Committee shall notify the Manager of Human

Resources by completing the Notification of Hiring form (see attached). 

8.3 The successful candidate, if selected from outside the Board, shall provide a criminal reference check to the Superintendent of Business prior to the appointment being confirmed.  Criminal reference check forms may be obtained at the local or provincial police departments.

8.4 Appointments shall be confirmed only after the name(s) have been submitted through the Board's consent agenda.  Prior to public announcement, the other short-listed candidates will be notified by the Chair of the Selection Committee of the final decision(s).

8.5 The Chair of the Selection Committee shall send a letter to the successful candidate confirming the appointment and the conditions of employment, and to the unsuccessful candidates confirming the result of the selection process.

9.0
Debriefing Candidates

9.1 After the selection procedure has been completed, the Chair of the Selection Committee will meet with the unsuccessful candidate(s) from within the Near 

North District School Board who wish further feedback.  The candidate should 

submit within ten school days a written request to the Chair who will arrange a 

meeting with the candidate to discuss the candidate's situation.

9.2 External candidates may be granted a debriefing session at the discretion of the Superintendent of Business.

9.3 During the debriefings, inservice and professional development activities shall be discussed with each candidate.

10.0
Returning All Materials to Human Resources

10.1 The Chair is responsible to ensure that all resumés, notes, question sheets and reference forms are submitted to the Human Resources Department at Head Office in North Bay.  The complete file must be marked with the competition number and closing date of competition.
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NOTIFICATION OF HIRING

Please RETURN all original resumes along with this form to the Human Resources Department, Head Office.

Today's Date:  ________________


              Job Posting #:        _____________________

                        YY      MM       DD 

                                                          

              Position Location: _____________________





  
PERSON RECOMMENDED FOR THE POSITION

Name of Successful Candidate:

______________________________________________________

Telephone Number:


______________________________________________________

The successful Candidate is Replacing:
_______
_______________________________________________

Reason for Posting;   (___) Transfer,  (___) Increase in Staffing FTE, (___) Maternity Leave, (___) Sick Leave



      (________________) Other 

TYPE OF CONTRACT

 
Teaching Staff                                      

Support Staff
  
 ____   Teacher                                       
              ____   Office, Clerical & Technical

          
____    Long Term Occasional Teacher  
              ____    Educational Assistant

               ____   Home Instruction                                             ____    Custodial/Maintenance


____  Continuing Educations


____  Other (Please Specify)

                                                                  


________________________________________

Percentage of Time (FTE):  ____     
 
____% Semester 1         

____% Semester 2

Start Date:  ______________________

Temporary  ___     or     Permanent  ___  

                   YY          MM              DD




          

End Date:   ______________________

GL Account #  _________________________________

__________________________________               

__________________________________________

    Principal or Supervisor  (signature)
      Superintendent of Program and Schools or         

      Manager - Human Resources (signature)

Date: _____________________________   


Date: _____________________________________

Revised  February 2003
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