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Introduction

Introduction

Introduction

7KHXPDRHVRXUFBXDG0 FRQWBRO S UHKH@VRYIR RGLRRDDH VR XPWDRHD JHPHQ W
ZLWKNLIQHHUULVBREODDHU Y FRHGHOR Q@Y R FH GXRIGIW DZ QW B IQH50 DS S @A O O

HP SO R\HMKSIX E &HRU YR FAHKHR Y H U Q FRH\Y WHR UW K Z H U W L WLRMM.SHD/U W P Bh@ W M G V
&R X Q F&RWS R U DHXK MRKRUDLONSLI HD F H HRVH 3 KVH WS H F L | VRDDDUEIEDBIS S O L ADHWFIVRLR Q
([FHSWHWHS UHVWDWHKE 7 3R Z R USRUPQEWRIGVKR I Q XIRWX L G DIQWIK RIVUHH D V
ZKHUH LW KDV QRW HVWDEOLVKHG LWV RZQ SROLFLHV DQG SURFHGXUHYV

7TKH DXWKRULW\ IRU WKH SURJUDP SROLFLHV JXLGHOLQHYVY DQG SURFHGX

T Public Service Act

t SXEOLF 6HUYLFH 5HIXODWLRQV

t 6WDIILQJ $SSHDOV 5HIXODWLRQV

t 3XEOLF 6HUYLFH +ROLGD\V 2UGHU

T 8QLRQ RI IRUWKHUQ :RUNHUV &ROOHFWLYH $JUHHPHQW

$t IRUWKZHVW 7THUULWRULHY 7HDFKHUV $VVRFLDWLRQ &ROOHFWLYH $
$ ([FOXGHG (PSOR\HHV +DQGERRN

t 6HQLRU ODQDJHUV +DQGERRN

t 2WKHU OHJLVODWLRQ DV DSSURSULDWH DQG

T ([HFXWLYH FRXQFLO SROLFLHV

7TKHVH DXWKRULWLHYV SUHYDLO LI WKHUH LV DQ\ GLVFUHSDQF\ EHWZHHQ

TKHQIRUPD®MKRE Q XIDWX E MM R KD QIIHR W L PAHR/ L P(Y H U\ RUMB B8P DGW R H V6K H
PDQXDO FXUUHQW

, \RX KDYH DQ\ VSHFLILF AKGWWERQNVNKIBOHPNYHWPHQW RI +XPDQ 5HVRXUFI
Last Updated: $XJIXVW

Online Editon URI: KWWS zZZZ KU JRY QW FD SROLF\ KUP ,QWURGXFWLRQ GHID

KWWS ZzZZ KU JRY QW FD SROLF\ KUP +5+HOS'HVN#JRY QW FD
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001a - Oath of Office and Secrecy

001a - Oath of Office and Secrecy

Introduction

*1:7 HP S O R\MDHYHG X \RVO R\DWRV/KH : 7 DWKHIPBORYHHE X\WRVOR\DDWLUPHG
WKURWEKEKD W2 I ILPHQGHFUHMA T X IHPFS\ O R\W R M UWKH : 7 W R/ KEHH \RAW KH L U
DELOLW\

7TKHUHOHRVARQILG HHQWRDPDMHIRWR SOR\MHY¥ H MWKHU R X IKARXURHWKHLU
HPSOR\FADQRAD YW LJQLILFB AW KH : 7T WDELOIRVD\QD UMDV IDRWRDLQWDLQ
D SHUFHSWLRQ RI LPSDUWLDOLW\ DQG LQWHJULW\ ZLWK LWV FOLHQ\

7RSURWWERMQWH RHWWHM. : 7 L WRO L HIDOWVSV K 8 X E ORRQ | L G H@WR. D DMKLIR/D
HPSOR\BIHMHWKK RWKKEHAS O R\ PRDQMYRBHG LY X OVR G\R @MW KW K3 UV R Q V

Z K FD UBIX W K R WIE]H BHW KIHD | R U P B W/ VERCQ MOKIHIPLS O R \ FDHIBVWWM KIMAH U P L Q D W H
W K HIIPLS O R\ P$NZWCHP S O R \B-DHMAWRXW AR Q | L G H Q WRLLDPERMWY. R I IEW OVLBAF\F H V V
VXFKQIRUPDRWR®EXUSRVYKUWK BDQEQ.L YDQWWHHRIB \DWH D RWP DNLHUVRQDO
JDLQV

Application

7TKHVNKLGH®®QEBEUR FHA@XSSBSDNR GP® SOR\HHWH®WRNVMHS ORENWBKIH7 3RZHU
&RUSRUDWLRQ

TKHDSSOLFDIWKRMWRKI2 1L IDH) 6HF U IDFWHHD VIMBEIHDHPSORAMHSDUWLFXODU
LPSRUWIKXGIRHP SOR\WRUHRUPHRPSOR\WKIIHYKDOGFFHVRRQILGDQW LWID YLOHJIHG
LQIRUPDAKILKR®IGLYVFORRN®&DB U® KHQWH RHW WHX E BIHUY RFWMKHRUWKZHV W

THUULWRULHY DQG RU WKH SHRSOH LW UHSUHVHQWYV

Guidelines

$00 HPSOR\HHV PXVW DELGH E\ WKH 2DWK Rl 2IILFH DQG 6HFUHF\

(DFK HPSOR\HH EHIRUH EHLQJ SDLG DQ\ UHPXQHUDWLRQ PXVW WDN

, BBBBBBBBBBGH DAL Q FHWUAHIMK DXL ODDL W KDXQE&®R\Q H V XVCONLKEE X W WHK\D W
GHYRXOYRRHE\UHDVRRA HPSOR\AHWQK#HX E G HRJ YR MHKIIRUW K ZHV WLWRGL HV
WKDWLOQRVELWKBXWXWKRGLWRGRFNENN QR ZQ \P D W WHUFWP HW R\
NQRZOHGJH E\ UHDVRQ RI VXFK HPSOR\PHQW 6R KHOS PH *RG

25

, BBBBBBBBBBH QLD GHFOWK BXL OML W KDXQGRMR\Q H V¥ XVAW_ KB X W WH\D W
GHYROYRRHE\UHDVRRA HPSOR\AHWQK#HX E G HRJ YR MHKIIRUW K ZHV WLWRGL HV
WKDWLOQRVELWKBXWXWKRGLWRGRFNENN QR ZQ \P D W WHUFWP HW R\
NQRZOHGJH E\ UHDVRQ RI VXFK HPSOR\PHQW

,QFLUFXPVVYRRBDHMPSORWIWEBIRUPHPBS O RWHHD V R GEBEQ WWKHMK H\D \E H
DVNMW®RUHHQMHVVWEHG DFKRDWK2 I LB 6GHFU IRRVKID/\WIRD\EH. GUHDFK
RWKRDWK2IILBPH 6&HF U MKHP SORRHMRUPHRS O RYKBECROMY KHHLEX WM D G
RUWKHDVRIIRUPHRBSORWKMSXWHDRIWKHRUPHLS DUW PLHODUW. WRIQVXK H

-6 -
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FLUFXPVVDRXEFHHTVX FOW U L | LFIDMKREQ L J D VW IRVQIMRIRV K FRIDUVKIT 2 11 L FHQ G
6HFUHF\

)DLOWUWRHR P SODMWKK2ZD WRKKI2 I LBBHQGHFUHRRXOBVK@GWVFLSDEWRXBWR QG
LOQFOXGLQJ GLVPLVVDO

, QW KAFDVRHDIRUPHRSORYBHOWEBRP SOMNWKK2ZD WRK2 | I LBPH) &H FU RBV\U H VXQ W
OHJDO DFWLRQ DJDLQVW WKH IRUPHU HPSOR\HH

Authorities and References

Public Service Act
6HFWLRQ 2DWK

3XEOLF 6HUYLFH 5HIXODWLRQV
6FKHGXOH )RUP 2DWK RI1 21ILFH DQG 6HFUHF\

ODQDJHUVY +DQGERRN
2DWK RI1 2I1ILFH DQG 6HFUHF\

([FOXGHG (PSOR\HHV +DQGERRN
2DWK Rl 2I1ILFH DQG 6HFUHF\

&RGH RI &RQGXFW
&RQILGHQWLDO ,QIRUPDWLRQ DQG WKH 2DWK RI 2IILFH DQG 6HFUHF\

Last Updated: -DQXDU\

Online Editon URI:  KWWS ZZZ KU JRY QW FD SROLF\ KUP &RGH RI &RQGXFW
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001b - Code of Conduct - General

Introduction

TKHRYHUQRHWKIHRUWKZHVWLWRUL HWH QW U XALWINKIKSHHU R W HR WV IKBHRE O L F
LQWH QYL WRZIW KIHP S R U WROW KWW XDWWAH V V H QWKLEDNY HP S O R\IHGIK/HWRIL J K
HWKLFDO VWDQGDUGY WKDW PDLQWDLQ DQG IRVWHU SXEOLF FRQILC

7 RH Q V XARH W LRXEHERRK | L G H@/KHP S D U WILQDEQLWH RUN K$IX E © HRE YW R&R G H
RI&RQ G EHAWS HF&R @RI OW H DIQBEWWRI2 | | L DHQ 6H F U HREW K(HP S O R\ IRIWAVK H
*RYHUQRHWWHR UW K Z HVW L WLRSLH GIW/IW IDFHQ\GRDIB B @ G KFEWM. : 7 SXE WIHRJ Y L F H
HP SO R\HWWHH[ H F X R LR IQHELXUN IDHMG QY S H F D ILHFR @ FOIHGH P S O RWHHJ P L QKM H V
HPSOR\P HWVO \RRXW OZ RBIWW HISR'S O R\ M KR X\0 B N\H Q V XW K H3 RQ R WO D F H
WKHPVHOYHV LQ D VLWXDWLRQ WKDW FDQ EH SHUFHLYHG DV D FRQI

Application

7TKHVH JXLGHOLQHY DSSO\ WR DOO HPSOR\HHV H[FHSW WKRVH HPSO

Definitions

Code PHD QWK&R GRHI&ERQGEHWS HFAR@IBILBRW HDRBD/WR2 1| L PH) 6&6H F U HFEY
WKH (PSOR\HHV RI WKH *RYHUQPHQW RI WKH 1RUWKZHVW 7HUULWRU

Conflict of interest H[LVIWH UMK HIUMD QD FW RLBOH U FH LD P S D VEE IHEA DHDMIQ
HPSOR\IGXYWDIQ\W HV SR QV [RAROIL\BIHVKSIU L Y DM H LRHW WP S O R RLE Q
LPPHGLIDWHPMHPEHAKLFKD QQFORBWWQRGWLPLWBGE FXQLRQWH LIQFWXGLQJ
LQYHVW M@V LQHYYROY HRXQWWE B O R\ P H/GW Y LZAKH W KHRUD X Q R/D U\
RWKHURIQDHE RD URR X QR LFORP P L WRVRW KRIWJID Q L] IMWIGRHU V RO W LR Q VK L S
LQFOXGLQJ LPPHGLDWH IDPLO\ DQG VSRXVH

Guidelines

(PSOR\RXVSWH U | FRUPL F0WD BB U U DU HYDIWIHY BS/X E QULLFX AWKLHD W H DIQIGN \
REMHFWLYLW\ Rl WKH *RYHUQPHQW LV FRQVHUYHG DQG VWUHQJWKH

(PSOR\IPHVDW U DWW KHEIHWU V BDQ AV BRV K HOBIRF R Q W U D YRHW KEIRRGHP SO R\HH V
DUQRWUHYHQWRIBEVLQRY HUQ PHXI WU P DWKLIRWD Y D L OW ROKHE X E ALLCW K H
PDQDJHPRH®YWIBIUL YDWHAHRZHYAKH YK FKQIRUPDWRERAYD L ODWRIIXEOLF
HPSOR\AKVWD QD IWHKHILWLY DWB IMRW KW LWWKH)R W KHLIAP HGLIDWHO\
UHODWUYHEXW L QHWWR F LROUWRRP H XV L QIHWWR F LEEHVQHHNUW RWY KKV IR IV X F K
LQIRUPDWLRQ (PSOR\HHV DUH UHVSRQVLEOH IRU PDNLQJ VXUH WKH

$QHPSORXKIFFRQW U DY ® QHMWRIRE&R GHD\EHV XEM\M BWV FLSDE @ XBW R
DQG LQFOXGLQJ GLVPLVVDO

(PSOR\NHKUGELY F ORGH VFXVWKK HHE §XWMHD ® QV LW X DAKILRRRD \EHDFRQIOLFW
RI LQWHUHVW

KWWS Z27ZZ KU JRY QW FD SROLF\ GHIDXOW KWP
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7KH.RGHQA UHFWLYKH[WHQ @LMEFFHSWRY S L WD ODWE W KWK IKQ H IRIWKH
JLOQDQFEPIOQLVWDQWR® W OLKEMRISXEOXLGGERKRYVSL\WRGLMWYBP SOR\HH
DFFHSWDQFH RI KRVSLWDOLW\ DQG JLIWV DV SDUW RI WKH EXVLQHVV &
LQ +50 6HFWLRQ IRU HPSOR\HH UHFRJQLWLRQ

&RPSODURWYKSIXEOERKWSOR\HRIQIOLFARXWVILFOWL YZ WEBUH | H VU & H
DSSURSULDWH "HSXW\ +HDG

Procedures

$00 HPSOR\HHVY VKDOO UHFHLYH D FRS\ RI WKH &RGH ZKHQ KLUHG

"KHUB'HS XWHDGHHW® URKDEHMS O R\B HWWVWRIGMHEIU R Y L RUWR KR G W K H
HPSORKDHW KHLIMMRIHT X IDVUW Y LRIIZV K W F L WL RMEK'HH S XVOL Q L VRN HXIP D Q
5HVR XU RMNKFHD VRHHP SO R \RIIWWK'H SD UW RHXWD®RH V R X UFHHNY LUIHEZT X AD @/
EH PDGH WR WKH 6HFUHWDU\ WR &DELQHW

6KRXID@EPSORQHREM UAHWIQGEHFLVRB® G W LVRDNDAANQU HV R WWIHS S O L FROWVK R Q
&RGAVKHPSORVYIHDFFHWYXHULHY BBQURH FROQWDLQHKBESSURSBRDWHFWLYH
DJUHHP H Q \RubiRdSaiiceHACct.

Authorities and References

Public Service Act
6HFWLRQ BROLWLFDO 3DUWLVDQVKLS

3XEOLF 6HUYLFH SHIXODWLRQYV

6HFWLRQ *ULHYDQFHV

6HFWLRQ *HQHUDO

6HFWLRQ OD\RU RI OXQLFLSDOLW\
6HFWLRQ 6FKHGXOH $ 2DWK RI 2IILFH

&ROOHFWLYH $JUHHPHQW ZLWK 81:
$UWLFOH 5HVWULFWLRQ RQ 2XWVLGH (PSOR\PHQW

&ROOHFWLYH $JUHHPHQW ZLWK 1:778%$
$UWLFOH (IWUDQHRXV "XWLHV DQG 2XWVLGH (PSOR\PHQW

6HQLRU 0DQDJHUV +DQGERRN
&RQIOLFW RI ,QWHUHVW

([FOXGHG (PSOR\HHV +DQGERRN
&RQIOLFW RI ,QWHUHVW

JLODQFLDO $GPLQLVWUDWLRQ 0DQXDO
'LUHFWLYH (IWHQGLQJ DQG $FFHSWLQJ +RVSLWDOLW\ *LIWV DQG RWKH

&RGCGRIIERQG XHWS H FAAR QIIRIFEW H DI WRKI2 | | L IBH) 6HF U HRW KHP S O R\ RHMW K H
*RYHUQPHOW RI WKH 1RUWKZHVW 7THUULWRULHYV

Last Updated: 6HSWHPEHU

Online Editon URl:  KWWS Z7ZZ KU JRY QW FD SROLF\ KUP &RGH RI &RQGXFW

KWWS 2ZZ IPEV JRY QW FD )$0:HE LQGH[ KWPO
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001c - Conflict of Interest - Outside Employment

Introduction

(PSOR\MDVS B UYD ZL GUHD QRHD FW L YYOWNLRVEIH 7 HP S O R\ PLHQFW XYGRRQX QW HH U
DFWLYVYWQHMPSORRHWPHNEHO R\PHQ@HU Y IHHMWKROXQRWEHBUB QERDUGV
FRXQFLOV RU FRPPLWWHHYV

7 RH Q V XARH W LRXEHERRK | L G H@/KHP S D U WILQDEQLWH RUN K$IX E © HRE YW R&R G H
RI&RQ G EHAWS HF&R @RI OW H DIQBEWWRI2 | | L DHQ 6H F U HREW K(HP S O R\ IRIWAVK H
*RYHUQRHWWHR UW K Z HVW L WLRSLH GIW/IW IDFHQ\GRDIB B @ G KFEWM. : 7 SXE WIHRJ Y L F H
HP SO R\HWWHH[ H F X R LR IQHELXUN IDHMG QY S H F D ILHFR @ FOIHGH P S O RWHHJ P L QKM H V
HPSOR\P HWVO \RRXW OZ RBIWW HISR'S O R\ M KR X\0 B N\H Q V XW K H3 RQ R WO D F H
WKHPVHOYHV LQ D VLWXDWLRQ WKDW FDQ EH SHUFHLYHG DV D FRQI

Application

7TKHVH JXLGHOLQHY DSSO\ WR DOO HPSOR\HHV H[FHSW WKRVH HPSO

Definitions

Code PHD QWK&R GRI&ERQGEHRWS HFAR@IBLBRW HDRBD/WK2 1| L PH) 6H F U HFEY
WKH (PSOR\HHV RI WKH *RYHUQPHQW RI WKH 1RUWKZHVW 7HUULWRU

Conflict of interest H[LVIWH UMK HIUMD QD FW RLOH U F H LD P S D VEE IHEA DHDMIQ
HPSOR\IBXYWDIQ\W HV SR QV [RAROIL\BHVKSIU L Y DM H LRHW WP S O R RLEI Q
LPPHGLIDWHPMHPEHAKLFKD QQFORBWWQRGWLPLWBGE FXQLRQWH LIQFWXGLQJ
LQYHVW PHEXW LQHYYROY HRXQWWE B OR\P H/GW Y LZAHH W KHRD X Q R/D U\
RWKHURIQDHE RD URR X QR LFORP P L WRMRW KRIWJID Q L] MWIGRHYU V RO W LR Q VK L S
LQFOXGLQJ LPPHGLDWH IDPLO\ DQG VSRXVH

Outside activities LQFOXRBHWVHBHOR\PWGAIWI HPSORWPMH @ WFIHVRKUZLW KR X W
UHPXQHUDWLRQ RQ ERDUGYV FRXQFLOV RU FRPPLWWHHY DQG YROX(

Guidelines

(PSOR\IRMVSWHU I RRUPL FADWD BB U U DU HYDIWIHY BS/X E QVLLEX @WKLIHY W H D QLGN \
REMHFWLYLW\ RI WKH *RYHUQPHQW LV FRQVHUYHG DQG VWUHQJWKH

(PSOR\IRNVDW UDW KHSHW V QMDA BNV K HWRE R Q W U D YRHVD NEHRFREIN. \D RW/K H

*1: 77\ QW H QWBILRY H BRSO R\IWIRA Q JD JL RX W VHLRESHO R\ PHIQWWR BYHRR O X QW H H U
DFWLY+RZHMWAKH WHHP S O R \HHGIVD 1 R X W VHLRSSHO R\ P IIQWWR. ¥ IR O X QDAFRHLYY LW L H V
HPSOR\HHV PXVW HQVXUH RXWVLGH DFWLYLWLHV GR QRW

D FDXVH D FRQIOLFW RI LQWHUHVW

KWWS Z27ZZ KU JRY QW FD SROLF\ GHIDXOW KWP
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E EHSHUIRUPRPMGFKZD\DWRSSHBEHD QR L FOLERIQN K*H. : 7 1 \E H K DFOW R
UHSUHVHQW D *1:7 RSLQLRQ RU SROLF\

F LOWHUIHUH ZLWK UHJXODU GXWLHYV
G LQYROYH WKH XVH RI *RYHUQPHQW SUHPLVHVY HTXLSPHQW RU VXS

H SODMKHPSORWE SRVLWIKRQWMKHPSORWIHFR Q| L G HNQARLZOIDORA H
LQIRUPDWLRQ WKDW WKH HPSOR\HH FDQ H[SORLW IRU SHUVRQDO

'"HSXWHDDBS SURYDWLWNQH T X LIHH 8PS O R \V W BDUWR X W VLWL YA KvVB BV
FUHDDMHH RQSHUFHERKGRUEYWH FHMB/XWHD B8 XVWREW DISEG U RIYRA@VKH
6HFUHWRDEL QPISWOR\N KR X000 R WW KKHHL 8 X W M DIGW K HRIXW VOLFOMLFYKLDVQ J H V

L HGLIIHUHHPGW R\ PRIW R/O X QMR (DHDIQ R WRWBID Q L ] RWIKRHIB U H Y LIRSXSU RLYWD O
VHYHUDO \HDUV ROG

$QHP SORXHKIAFR QW U DY ® \QHFWRIR/G&R GRMD \E HV X E M\M BWV F L SD E @ XBW R
DQG LQFOXGLQJ GLVPLVVDO

(PSOR\NHUGOLY/FORGH VFXVWKK HHEXWHD®GQVLWXDAKILRED\EHDFRQIOLFW
RI LQWHUHVW

&RPSODURWYSIXEOERKWSOR\HRIQIOLFRRXWVILFOWL YZ WEBUH | H VUK & H
DSSURSULDWH '"HSXW\ +HDG

Procedures

$00 HPSOR\HHV VKDOO UHFHLYH D FRS\ RI WKH &RGH ZKHQ KLUHG

"KH@® Q4P SORZHWKW RD URM® QR X W VHLRESD R \ PHDWWRE R O X QDAF AV URDAMLHLNG H
RIUH J X O\DRKON\G X BN B VG X WW KHHP S O R VHKHDQDFOWW K'#i S X W H D GQ U L WRLIQIK H
QD W R WEK FRKX W VILFOML Y K MWD @ HG R BHV H Q GWEH S X WH DO H WHYSIQD LVQK 1§ J
RXWVLGH DFWLYLW\ ZLWK D FRS\ WR WKH VXSHUYLVRU

"KHQVKHSXWLQLWRONUDWGHWHUP LWBWRREEEGOD FRYGLWOIR@YSOR\HHTV
HQJDJH RKIQVX W VOLFOMLYAM/RS RV V FERQHA ILEW H WHNAMS O RYKBEGHQRWLILHG
LEQULWAERIHW KWEKUHDVRELWKKROGHEEHUPLVY ERGRIWKLYIRUPLWLRQ
SODFHG RQ WKH HPSOR\HH V SHUVRQQHO ILOH

"KHUB'FHS XWHDGHHWR®URKDEHLMS O R\BHWWVYRIGMHEIUR Y L RUIVRKNR G W K H
HPSORKHDHW KBLIMMRIHT X IDUW Y LRIIZV K W F L WL RMEK'HH S X VAL Q L VRAIHXIP D Q
5HVR XU RMNKFD VRHHP SO R\RIWWKH SD UW RHXWD®H V R X UFBHHNY LUIHEZT X HD §/
EH PDGH WR WKH 6HFUHWDU\ WR &DELQHW

6KRXMEPSORQHREWUBAHWIQGEHFLVRB G W LVRDNDANQU HV R WWIHS S O L FROWVK IR Q
&RGAVKHPSORVYIHDFFHWYXHULHY BBQURHF HFRQWDLQHKESSURSBRDWHFWLYH
DJUHHP H Q RuldidSanvike-HAct

Authorities and References

Public Service Act

3XEOLF 6HUYLFH 5HJXODWLRQV

BHFWLRQ *ULHYDQFHYV

BHFWLRQ *HQHUDO

BHFWLRQ OD\RU RI OXQLFLSDOLW\
BHFWLRQ 6FKHGXOH $ 2DWK RI 2IILFH

&ROOHFWLYH $JUHHPHQW ZLWK 81:
$UWLFOH S5HVWULFWLRQ RQ 2XWVLGH (PSOR\PHQW
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&ROOHFWLYH $JUHHPHQW ZLWK 1:77%
$UWLFOH (IWUDQHRXV "XWLHV DQG 2XWVLGH (PSOR\PHQW

6HQLRU 0DQDJHUYVY +DQGERRN
&RQIOLFW RI ,QWHUHVW

([FOXGHG (PSOR\HHV +DQGERRN
&RQIOLFW RI ,QWHUHVW

&RGRIIERQG XHWS H FAAR QIR W H DD WRKIZ2 | I L IBH) 6HF U HRW KHP S O R\ RHMW K H
*RYHUQPHQW RI WKH 1RUWKZHVW 7THUULWRULHV

Last Updated: 6HSWHPEHU

Online Editon URI:  KWWS ZZZ KU JRY QW FD SROLF\ KUP &RGH RI &RQGXF
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001d - Conflict of Interest - Political Activity

Introduction

,(JHQIJDIJL@ROLWEWD 9H RS GIR\PFXXMEHD EQVHRDLQWVW P BQ U W.LAD D Q DAWR/ K@ L U
GXWLHY DQG UHVSRQVLELOLWLHYV

7 RH Q V XARH W LRXEHERRK | L G H@/KHP S D U WILQDEQLWH RUN K$IX E © HRE YW R&R G H
RI&RQ G EHAWS HF&R @RI OW H DQBEWWRI2 | | L PHQ 6H F U HREW K(HP S O R\ IRIAVK H
*RYHUQRHWWHR UW K Z HVW L WLRSLH GIW/IW IDFHQ\GRDIB B @ G KFEWM. : 7 SXE WIHRJ Y L F H
HP SO R\HWWHH[H F X R LR IQHELUN IDHMG QY S H F D ILHFR @ FOIHGH P S O RWHHJ P L QIKWM H V
HPSOR\P HWVO \RRXW OZ RBIWW HISR'S O R\ M KR X\0 B N\HH Q V XW K HA RQ R WO D F H
WKHPVHOYHV LQ D VLWXDWLRQ WKDW FDQ EH SHUFHLYHG DV D FRQI

Application

7TKHVH JXLGHOLQHY DSSO\ WR DOO HPSOR\HHV LQ WKH 7THUULWRULD(

Definitions

Code PHD QWK&R GRHI&ERQGEHWS HFAR@IBILBRW HDRBD/WR2 1| L PH) 6&6H F U HFEY
WKH (PSOR\HHV RI WKH *RYHUQPHQW RI WKH 1RUWKZHVW 7HUULWRU

Conflict of interest H[LVIWH UMK HIUMD QD FW RLBOH U FH LD P S D VEE IHEA DHDMIQ
HPSOR\IGXYWDIQ\W HV SR QV [RAROIL\BHVKSIU L Y DM H IRHW WP S O R RLE Q
LPPHGLIDWHPMHPEHAKLFKD QQFORBWWQRGWLPLWBGE FXQLRQWH LIQFWXGLQJ
LQYHVW M@V LQHYYROY HRXQWWE B O R\ P HGW Y LZAKH W KHRUD X Q R/D U\
RWKHURIQDHE RD URR X QR LFORP P L WRVRW KRIWJID Q L] IMWIGRHU V RO W LR Q VK L S
LQFOXGLQJ LPPHGLDWH IDPLO\ DQG VSRXVH

Candidate PHD@¥FDQGLDYBWHL Q GKIH 7 Elections Act R W Kldnada Elections Act DV
DSSOLFDEOH

Official agent PHD @VR |1 L FOLIHA WE H 1 L Q AVGKIH 7 Elections Act R W KClHnada Elections
Act DV DSSOLFDEOH

Political party PHD@WHJLV VEIROH & D BBEG H | L Q@ Kddnada Elections Act RWD Q
XQUHIJLVWHUHG SROLWLFDO SDUW\ IXQFWLRQLQJ LQ WKH 1RUWKZHV

Territorial riding association LV WKH 7THUULWRULDO DVVRFLDWLRQ RI D SROLW

Guidelines

(PSOR\RMVSHUIRRUPLFADWD QB U UDKU HYDMWHY BS/X E QVLLEX AWKLHY) W H DIQIGN \
REMHFWLYLW\ RI WKH *RYHUQPHQW LV FRQVHUYHG DQG VWUHQJWKH

(PSOR\IRNVBW U DWW KHSIHW V FOQ DA/ BV K HLUGIRF R Q W U D YRHWY MAIRRAH. W KW & H
FRQVW WHYMDED W KIHE GHRU YSFWQ® K&HRGHP S O R\BIWIN HMB D UW L EIQS D W H
SROLWE WD 9LQHMXEH QR QWLIRISIR O L WD B W& S S R UDW D@IG L GROBACHH FRM HLG- H

KWWS Z27ZZ KU JRY QW FD SROLF\ GHIDXOW KWP
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DQOGFWLYHBNHQH FRV HGDHO R @MWV K$R O L WV E WD L WHOHM/UHGE\D U DUNRHACK H
DFWLYHODMRH& KHHPSOR\PH@EW R\BHWH YV SR QRIPEDONH. Q¥ UMK HOUUHRI R
FRQIOLFWV RI LOWHUHVW

(PSOR\HHVY DUH SURKLELWHG IURP

D SHUVRQDOO\ VROLFLWLQJ IXQGV IRU D WHUULWRULDO SROLWLFDC

HQIJDIL@RSROLWREWDBIBMR (EHKRMWHUULSVMRMRBHCOEBIROLWLFDO
SDUW\ RU D FDQGLGDWH GXULQJ ZRUNLQJ KRXUV

F XVLQUWKSUHPLWDH®KD UWKSEE OHLHXL S PRIGYW U Y IEFHHO/R Q WLARRLL QV K H
SRVVHW/WK®L:7 IRWKSHXUSRRIDYSROLWEWD & DWW WAMEBIUHP LY BN
OHDVHG UHVLGHQWLDO SUHPLVHYV

G GLVSORURUVWULEXWUQWRBRRYD@RLID®H FD® S D LAIQW H URWYRXWKH U
SURPRWRROYBOUD@RIILRHSUHPLEH®R QWU QN K& R VYV H VR/IMRKH
*1:7 XQOHVV WKH SUHPLVHY DUH OHDVHG UHVLGHQWLDO SUHPLVE

H EHLQBDQGLG@® WG HSDA Y LR BLIDIOU HORF W@ \IVO H DRIBEVHQ F H
JUDQWHG E\ WKH OLQLVWHU RI +XPDQ 5HVRXUFHV IRU WKDW SXUS

I VHUYDQIRIILALTDHRWD FDQGLBR WHH[HF X WLNMNFRHDW H U U ISRRUMWILE D O
SDUW\ RU WHUULWRULDO ULGLQJ DVVRFLDWLRQ RU

J LQWHQWORGRID®W H P BAMK V@M K FBLIRW L WVIRRI QH W SR O L W IE WD RIDV@ \
RWKHU SHUVRQ

(PSOR\BDUH®@RWY L RO RWIDRXD J U DIFKR YPHH U HEGH\F D X\WKHB' W WSHIR)GL WHLIFIYQ Q J V
DUH PHPEHUV RI D SROLWLFDO SDUW\ RU FRQWULEXWH PRQH\ WR DQ\ ¢

(PSOR\HHV LQ VSHFLILF SRVLWLRQV VHH DQG Rl WKH &RGH DUH

D SXEOHE®UHVYLIKRWQD QP D W WHUWRNW PS'D RWW KHODW RRDWHU U LIRWRULDO
IHGHUDO SROLWLFDO SDUW\ RI FDQGLGDWH LQFOXGLQJ DQ\ FULW

E DWWHQGLQJ DQ\ PHHWLQJ RI b WHUULWRULDO RU IHGHUDO SROLMW
VHUYLQJ DV HIHFXWLYH RIILFHU RI D IHGHUDO SROLWLFDO SDUW\

G FDPSDLIRQEHKIRIR RWKHUZEWHX ROINQ/ XS S RUDAM H U U LRAURHWGLHDUOD O
SROLWLFDO SDUW\ RU FDQGLGDWH

(PSOR\HWPKXYWXEPDWULWNSED L FODAVTDRDODMOIHOR W EVH@EMW KRRW R HH N
QRPLQDWLRQ DV D FDQGLGDWH DQG WR EH D FDQGLGDWH IRU HOHFWLF

$QHPSORYKHR.\GHF O MHOHGEIMMWBGHPEHRIWKHILVOBWLNPMRON KHRUWKZHVW
7THUULWRULHYV RU RI WKH +RXVH RI &RPPRQV RI &4DQDGD FHDVHV WR EH

$QHP SORXKAFR QW U DY ® QHFWRIR/G&IR GHD \E HV X E MW B\WV FL SDE @ XBW R
DQG LQFOXGLQJ GLVPLVVDO

$COODOHIRWRPGO DURWKIXEOHEDUBR Q0O R\SRIO L WRWD ELL\& BHNI H WNURH G
WKH DSSURSULDWH 'HSXW\ +HDG DQG DUH GLUHFWHG WR WKH OLQLVWE

,| DMOUHVROWL QYHVW LWBWIORARHKXPDRHVRXUMNFRQYLQRDIHP SOR\HH
KDV FROQOWUDYHQHG WKH &RGH WKH OLQLVWHU WDNHV DSSURSULDWH C

Procedures

$00 HPSOR\HHVY VKDOO UHFHLYH D FRS\ RI WKH &RGH ZKHQ KLUHG
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"KHOQHQJDJLQ@ROLWEWD QAL KWRBW RQIQQFMDQ QWHDWHROSHUFHEZY W&
HPSOR\PGXQWRKN K BFWP S U R RLKHQ W H RHW WAR Y H U Q PHI®S\O R\ PIXWD N H
ZULWWHQ GLVFORVXUH WR WKH '"HSXW\ +HDG

,QFLUFXPVVZE B BW\WQ RMO HDKLH W BDIQP S O R PHDRH Q WLHQUB B R O L WV IE WD /LKA
HP S O RVIKIBEOROM KH S X WM DIGZ U L WRLIVK®ID W R WHKIHQ W H G & B G IVE W DIDQ @/ \
VHHN DSSURYDO ,| SHUPLVVLRQ LV ZLWKKHOG WKH HPSOR\HH VKDO

$ OHDRIBEVHQ@EWK&NWXVEWHR EW D LQRIB KH. Q L \VRAHXWP DRH VR X EEFHH RD ®
HPSORKIBIYHHMNRP L Q DDNRRMQ G L G@WHHG H R TVH U U LH/ORIFMDOIR DS O RPEXN W
DSSO\ LQ ZULWLQJ IRU WKLV OHDYH WR WKH 'HSXW\ +HDG

7KK HDRIBEVHQ@EW KKRXWK CEHO SQ LRBQHP SOR\EHFO D IRIPDIQREQA. BB G
R QV KGHD W KUHH V YROWWKYHO H F BVULARI QL F IGCHFO\R UDHISD U G DRI D\EHJH TXHEWH G
DQ HPSOR\HH ZKR KDV FHDVHG WR EH D FDQGLGDWH

TKHHSXWHDIRUZDWEGMHDYSHSOL AR KRG X WL Q L VRHKWP D RH V R X DR/
EULHI LV SUHSDUHG IRU FRQVLGHUDWLRQ E\ WKH OLQLVWHU RI +XPD

2QFAVKEBHDYWSSUREHGBKOBLQLVRVHXYPDOGHVRXUWKWYHSDUWRHXWDQ
5HVRXWAHM QURXEOD QYR WWKHNWHP SORYX®DRIUDQWEBBDRIIDEVHQRMKH
S1RUWKZHVW 7HUULWRULHYV *DJHWWH” DQG D ZLGHO\ GLVWULEXWHG

D 7TKHHSDUWRHQQWDHEHV R X WKXHEY DWYL WWWHHAWRMWHSDUWRHRWWLFH
WR SXEOLVK D QRWLFH LQ WKH 31RUWKZHVW 7HUULWRULHV *D]t

E 7TKHHSDUWRHOQW DQH VR X WBAUHVS DUHW X E P IDMQWRWIWVHN KBISSURSULDWH
QHZVSDSHUV

(PSOR\HKMO UHOH FWRIIG GH D@ Y L REBLIDWU IRVIR & KDWHY/ WIQHIPE O R\PH QW
HITHFWLYH WKH GD\ RI WKH HOHFWLRQ

(PSOR\HAHK\VRVHHHNOHF W QPQ A RWOHFWRYHBQ W LWRH®W WWQKWDPRU LPLODU
HPSOR\PHQW HIIHFWLYH WKH GD\ DIWHU WKH HOHFWLRQ

"KHUB'HS XWHDGHHWR® URKDEHLMS O R\BHWWVYRIGMHEIIUR Y L RUIVRKNR G W K H
HPSORKDHW KHLIMMRIHT X IDVUW Y LRIIZV K BBW F L WL RMEK'HH S XVOL Q L VRN HXIP D Q
5HVR XU RMNKFHD VRHHP SO R\RIIWWK'H SD UW RHXWD®RH V R X UFHHNY LUIHEZT X AD @/
EH PDGH WR WKH 6HFUHWDU\ WR &DELQHW

6 KR XID@E P S O RQWRENI U B HWDIQEG HF L VR @@ W LVRINDH\QU H V X DAKMDHS S O L FROWVK. IR Q
&RGMVKHPSORPDHDFFHWYHULH Y CSQURF FROWDLQWKEISSURSBRDWHFWLY F
D JUHHP H Q RulRidSanviceHAct

Authorities and References

Canada Elections Act

Public Service Act
6HFWLRQ BROLWLFDO 3DUWLVDQVKLS

3XEOLF 6HUYLFH 5HJXODWLRQV
BHFWLRQ *HQHUDO
BHFWLRQ OD\RU RI OXQLFLSDOLW\

NWT Elections and Plebiscites Act

6HFWLRQ '"HILQLWLRQV

6HFWLRQ OD[LPXP &RQWULEXWLRQ

6HFWLRQ 5HWXUQ 5HVSHFWLQJ (OHFWLRQ &RQWULEXWLRQV DQG ([
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&RGH RI &RQGXFW
SBROLWLFDO $FWLYLW\

Last Updated: 6HSWHPEHU

Online Editon URl:  KWWS ZzZZ KU JRY QW FD SROLF\ KUP &RGH RI &RQGXFW
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00le - Government Vehicle Use

Introduction

7TKHRYHUQ RIWQRAIIRUWKZHYV WLWRV XMNKY MK L BQBY DL ODEEIOHHPSOR\HHV
ZKR UHTXLUH WKHP WR FDUU\ RXW WKH GXWLHV RI WKHLU SRVLWLRC

(PSOR\HKNG ULYWHHK L EQWKEH U IR U PRDIQY KHEIXUWD HBH T X MWURESL EHW KHH KLFOH
XVH JXLGHOLQHYV

Application

7KHVIKLGHOL@®VRFHGXSSI®AD OHOP SOR\BEA® FRQW UDAWRERY HUQPHQW
YHKLFOHV ZLWK WKH H[FHSWLRQ RI WKH 1:7 3RZHU &RUSRUDWLRQ

Definitions

Client Services LV WKH &OLHQW 6HUYLFHV 'LYLVLRQ RI WKH "HSDUWPHQW

Vehicle LQFOXGEMMRPREDONWPDHWLFNXSXBRBQRW KRHHRIV R UL HKE POHRK
DV VQRZ PDFKLQHY WKDW DUH RZQHG OHDVHG RU UHQWHG IRU *1:7

Energy Conservation LWKSODQ@HBWWHFUHWNKBIPRX@W  QHUXIVYHIGQ1:7
RSHUDWLRQV LQ RUGHU WR UHGXFH FRVWY DQG WKH HQYLURQPHQW

Vehicle Fleet LV WKH FROOHFWLRQ Rl YHKLFOHY RZQHG RU OHDVHG E\ *1

Vehicle Fleet Administrator LVWKHQGLYLGXIDOSRQVQEDHKHSD UWIRHJXYWH
PDLOQWHQDQFH RI WKH YHKLFOH IOHHW

VehicleCare LV WKH UHTXLUHG SURFHGXUHV WR PDLQWDLQ D YHKLFOH L

Guidelines

*RYHUQMHHP@W R\AHRVHL: 7 YHKLPQHWY T X WRIEYW KIHS S U R SO IL DR/ EBH
LQIRUPHG RI WKHVH JXLGHOLQHYV

$QARYHUQFHRMPONEH QVXDEGHJLVWHUHGW DREQ RRQUPDEFBVN R H. Q
WKH YHKLFOH DV WHItdrX/ehicleSAE\ W K H

*RYHUQPHQW YHKLFOHY DUH WR EH PDLQWDLQHG DQG DYDLODEOH IF

*RYHUQMHPG W R \FDHMRE HD G\OU DOIR \WQ (R O ARKBHU R F H DGV KNMMVH. G H T KBV
GULYLQJ *1:7 YHKLFOHY DQG UHQWDO YHKLFOHV RQ *1:7 EXVLQHVYV

ALL DFFLGARVEV HS R WYDH 6 R U GOLQWKHK*HH Q H URMVAH SR U BWLRFKH G XK HW K H U
RU QRW DQRWKHU SDUW\ LV LQYROYHG

*1:7 YHKLPOAM 7TEHXVHKR SHUVRPDY RQU HYYU UL WSNHHUP L VWRLRIQH Q
REWDUQR®B/KHHSXWHDGKLNSSOWHRM SOR\HKIRXVH *1:7 YHKLERHRIQ
VWDQGE\ DQG FDOO RXWV DV ZHOO DV GXULQJ UHJXODU ZRUNLQJ K|

KWWS ZzZZ KU JRY QW FD SROLF\ KUP &RGH R &RQGXFW H GRFEXPHQWYV H~
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Procedures

6XSHUYLVRUV RI HPSOR\HHV ZKR GULYH DV SDUW RI WKHLU MRE PXVW

+ ODNWXUMKDSBKRWRRRDFAKP SO R\FXY VG QMW 6 URNQR/GN K ISIHW VR QQHO

ILOH

ODNMXUMKHP S ORKHDMW KBIS S UR SEQ DRWE L F HIRAM K¥H K L WE HE\L & @
GULYLQJ

,QIRIHP SOR\BIQBRQW U IRAWRWHK LK QX L G H MLGBHYV XW iKW HD\U H
IROORZHG

(QVX WK DWKMHKLEGHLYVWDRERRQUFQEBURXUUBQWKRWLILQDO
GRFXPHQWYV DUH NHSW LQ WKH YHKLFOH DQG FRSLHV RI WKH GRF:

$GYLWMHSOR\WHKBOW7 YHKLPXN@REHX YV HE® W UDQV SRRSMLRAW BQ G
IURP DLUSRUWY WKDW KDYH D WD[L VHUYLFH

$G Y LIRS O R \\W K DNK IR\X VVRXW A H O IOR QHKL GH L YRLIRIY HUQ R HR WR O H
ZKLOH GULYLQJ WKHLU SHUVRQDO YHKLFOH RQ JRYHUQPHQW EXVL

(QVXWHDWE® SORWKHNVHL: 7 YHKLPRHW KD QKR X85 MHDRR P S OWM K\MH
'ULYHU $EVWUDFW &RQVHQW )RUP

&R Q WEDTFIVE B WY LI RBW V L V W (BGIFWHH U PDLQQ QE RXW D WR 8QVF VWR R Q @
W KHHP S O RDHFIF X P X O DOMHP HEIR WRWDWHQ YR Q @GP HURRNLGRQWN X U
D QW U DIl DFS\D U NWQ B NDHQVB YA O DVARZEFE.D U DIV R F 1IZI WWHIGHV R I* 1 : 7
YHKLFOHYV

JROORZXOGDVFLSOURPHEXSURE OHRYKKEHVRI*1:7 YHKLREFHABXULQJ
ZRUNLQJ KRXUV VXFK DV DFFLGHQWYV FDUHOHVVQHVYVY DEXVH RU

f (QVXUH WKDW WKH YHKLFOH LV NHSW QHDW DQG FOHDQ LQVLGH I

9HKLFOH )OHHW $GPLQLVWUDWRUV PXVW

F (QVXWKDWKLPOHQWHQIMFKIHGX@QBEEFRUGRPOWWKHADQXIDFWXUHUVY

LQVWUXFWLRQV

¥ 4RRUGLQDWH GHOLYHU\ DQG UHWXUQ RI YHKLFOHY IRU PDLQWHQL
F (QVXWHK WK HILMB 9HK L B® HL G HIDIR)RW PL QN K¥HH K L FDOH®Y K DWK HD\U H

FRPSOHWHG DQG VHQW WR 5LVN ODQDJHPHQW DQG ,QVXUDQFH LI

¥ ,QVSHFNKLF®OHYL R G LFFFORCSM\H YWHS H FWH-RROWDWQVF-RPSO MMWHHKLFOH

ODLQWHQDQFH 5HFRUDEF R IWBIHPSD WMKWH YHKLFOH XQGHUJRHV UHSDLU!

+ ,QVSHFOWHSOHQHKIKFRES QAIGVKWS ULIIE XPPHUHDFWHDWQ ® V

UHTXLUHG RQ DQ RQJRL®H KEFOH EVHENOW K W

'ULYHUV RI *1:7 YHKLFOHY DQG UHQWDO YHKLFOHYVY XVHG IRU JRYHUQPF

¥ 8VH1:7 YHKLPOINVIRY1:7 EXVLQHYHW3KH UWHHS U W WSMHHI@ L VWIL\R Q

EHHREWDLQRBKHS XWHDGPSOR\RBWDYWRBDVRUHSDRWBYPDJIHYV
DQG PD\ EH GLVFLSOLQHG IRU XQDXWKRUL]JHG SHUVRQDO XVH RI V

KWWS
KWWS
KWW S
KWWS

Zz7ZZ KU JRY QW FD SROLF\ KUP &RGH R &RQGXFW H GRFEXPHQWYV H'UL"
ZzzZZ KU JRY QW FD SROLF\ KUP &RGH R &RQGXFW H GRFXPHQWYV HOHK
Z2ZZ KU JRY QW FD SROLF\ KUP &RGH R &RQGXFW H GRFXPHQWYV HO9HK
ZzZZ KU JRY QW FD SROLF\ KUP &RGH R &RQGXFW H GRFEXPHQWYV HOHK
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001e - Government Vehicle Use

&RPSOHWHLBKHAHULS BORFPWHG LQVLGH WKH YHKLFOH HYHU\ WLP|
8VH FRPPRQ VHQVH HFRQRP\ DQG VDIHW\ ZKHQ XVLQJ YHKLFOH
&RPSOHVWHRRIK RI *DVHFEGB\2WOPH WKH YHKLFOH LV UHIXHOOHC
8VH VHDW EHOWY DQG HQVXUH WKDW DOO SDVVHQJHUV XVH VH

'"ULYDHOVSHIRKRP SD W ILEBOKHD W KVHUD URED® &H K LFROGIGLWR QRM[FHHG
SRVWHG VSHHG OLPLWYV

1RW GULYH ZKHQ FRQGLWLRQV DUH KD]DUGRXV H[FHSW IRU ZRI
1RW VPRNH LQ WKH YHKLFOH

'R QR U PO HMK\H F VWX FIKMF K H F NIIOQXDE Y MOWBRIIOD/QRE SBBWWEOHP V
DQG XQVDIH YHKLFOHV WR KLV KHU VXSHUYLVRU

7DNH WKH VKRUWHVW SRVVLEOH URXWH

ODNHHVWRIWKVYHKLFRMHLQLPERNW WK ZRW R UHP S O R\IHUWHANR L QWUR/ KH
VDPH SODFH WUDYHO WRJHWKHU

3DUN LQ *1:7 SDUNLQJ VSDFHV ZKHUH SURYLGHG

(QVXUH PDWHULDO DQG HTXLSPHQW LV VHFXUHG DW DOO WLPH\
.HHS YHKLFOH ORJVY DFFRUGLQJ WR GHSDUWPHQWDO SURFHGXU
5HWXUQ VKDUHG RU ORDQHG YHKLFOHY DQG NH\V SURPSWO\ ZL
5HPRYH SHUVRQDO EHORQJLQJY DQG JDUEDJH DIWHU XVLQJ VKI

& R Q VKIOWR/KX$ H U DIE\RRRB/S U RAYRD D MNHKYHH K LEERMHW KHHP S O RLNRKF D O O
RU ZRUNLQJ DIWHU QRUPDO KRXUYV

% HDP L QILODWKKIH K L EOMIQ HUARQV H U ¥ R WG R@LVQ HRWXMB HFW LR @ |
WKH +XPDQ 5HVRXUFHV 0DQXDO

%H IDPLOLDULRDMWHUWKBYHO *XLGHOLQHYV

Report all accidents LDOFFRUGDIQMWMKKHHQHURWYVYHSRUWUREBHGDWQHV
FRPSOHWHKWKKABH $FFLGHQWORHF®HRUHG JIRYUWKH YHKLFOH

Report D QW U DIIL QFS\D U NWQ F NDHMBW O DMREZGFEK.D U DH/W R F LZD WHKIGHV H
RI *1:7 YHKLFOHV DQG

Advise his/her supervisor LKH VKB¥HHDRGYLERWEKFHILVWRWIORWRHKLFOHYV
WKDW GHPHULW SRLQWY KDV EHHQ UHDFKHG

Authorities and References

Motor Vehicles Act

3DUW ,9

Insurance Act

5XOHV RI WKH 5RDG 6HFWLRQ

3DUW 9 $XWRPRELOH ,QVXUDQFH
KWWS ZZZ KU JRY QW FD SROLF\ KUP &RGH RI &RQGXFW H GRFXPHQWV  H'
KWWS ZZZ KU JRY QW FD SROLF\ KUP &RGH Rl &RQGXFW H GRFXPHQWV  H!
KWWS ZZZ KU JRY QW FD SROLF\ KUP &RGH RI &RQGXFW H GRFXPHQWV  H:
KWWS ZZZ KU JRY QW FD SROLF\ KUP &RGH RI &RQGXFW H GRFXPHQWV  H-
KWWS ZZZ KU JRY QW FD SROLF\ KUP &RGH Rl &RQGXFW H GRFXPHQWV  H¢
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&RGH RI &RQGXFW

6HFWLRQ 8VH RI *RYHUQPHQW (TXLSPHQW DQG 3URSHUW\
+XPDQ 5HVRXUFHV 0DQXDO

6HFWLRQ | (QHUJ\ &RQVHUYDWLRQ

JLQDQFLDO $GPLQLVWUDWLRQ 0DQXDO

6HFWLRQ S5HSRUWLQJ RI /RVVHV

6HFWLRQ 'XW\ 7UDYHO 5HQWLQJ 9HKLFOHV

Last Updated: -DQXDU\

Online Editon URl: KWWS ZzZZ KU JRY QW FD SROLF\ KUP &RGH RI &RQGXFW
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001f - Vehicle Use - Energy Consumption

Introduction

TKHRYHUQRHWKMIRUWKZHVWL W FRIPHFPL WWRHDINLRYHHIIRWWR QVHUKH
DPRXQW RI IXHO LW XVHV

Application

7KHVM LG H®IQER F H AXSSDR GI® S O R\ H HAVH B/\W RS O REMBKIH 7 3RZH U
&RUSRUDMKRRYH RY H U Q PHHXW FIDGI® K RD U W HV S R Q MRLBACKHB X U F K D\DHG
PDLQWHQDQFH RI YHKLFOH IOHHWV

Definitions

Vehicle LQFOXXMARPREDYNY QDHFLFNXEXPRB QR W KRHRW R UY HHKKG FAOKHDW
DUH RZQHG OHDVHG RU UHQWHG IRU *1:7 EXVLQHVYV

Energy Conservation LWKSODQ@HEBWWHFUHWKBIPRXQW QHUXIVHIG)1:7
RSHUDWLRQV LQ RUGHU WR UHGXFH FRVWY DQG WKH HQYLURQPHQW

Vehicle Fleet LV WKH FROOHFWLRQ Rl YHKLFOHY RZQHG RU OHDVHG E\ D

Vehicle Fleet Administrator LVWKHQGLYLGXBDWOVWSRQVQEDHKHSD UWIRFRHXQYWH
PDLQWHQDQFH RI WKH YHKLFOH IOHHW

VehicleCare LV WKH UHTXLUHG SURFHGXUHV WR PDLQWDLQ D YHKLFOH I

Guidelines

"HS D UW PHUWAW X WUBHGU F KW DW KRR VANQ H UHJIN L F LYHHE MK @ B MB 8 HWK H L U
QHHGYV

$0Q:7 YHKLPXNYWQ G H UHR X ODRKMG RO HGW H QIRIPHVWKMHR VIXHO HIILFLHQ!
RSHUDSR\RQLEKOH F K H GKKORXEDHE DV HREX VID Q GD FFR U GDLOAPKD Q X IDFW X UH U v
LQVWUXFWLRQV IRU YHKLFOHV XQGHU ZDUUDQW\

7LPHDQG WHPSHUVWQRVRMVWHLQVWDRDQOHKL BOXHI LQRWUWGWBHBERQVHUYH
HOHFWULFLW\

5HPRWWD UVONUWDQ@DAGHKLPANBMHS URJUD PWPRIGOIRD [ L P XLFG WH MRH
PLQXWHYV

*RYHUQPHQW YHKLFOHV PXVW EH XVHG LQ D PDQQHU WKDW VXSSRUYV
Procedures

"KHGSXUFKDROWEBDVQAHIHKL FRW X HOQ H MY H KL VERYEHW KRR VIWHO ILFLHQW
DQG OLIJKWZHLJKW PRGHOV DYDLODEOH WKDW DUH DGHTXDWH IRU W

,Q RUGHU WR GHFUHDVH WKH DPRXQW RI IXHO XVHG E\ WKH *RYHUQF
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D (PSOR\HHV XVLQJ JRYHUQPHQW YHKLFOHV PXVW

L 7DNH WKH VKRUWHVW DQG PRVW GLUHFW URXWH
LL8VH *1:7 YHKLFOHY RQO\ IRU *1:7 EXVLQHVYV

LLLR QRXWHL1:7 YHKLFRWWDQV SHRRSMOIRDWBRQY URPLUSRDWWM[L
VHUYLFH LV DYDLODEOH

LY8VH ZKHHO GULYH RQO\ LQ VLWXDWLRQV ZKHUH LW LV DEVR
Y $ELGH E\ WKH YHKLFOH FDUH UHTXLUHPHQWY DQG
YL7UDYHO WRJHWKHU LI JRLQJ WR WKH VDPH SODFH

E (PSOR\HHVY DUH HQFRXUDJHG WR IROORZ IXHO HIILFLHQW GULYLQJ

L IHYHU H[FHHG WKH VSHHG OLPLW

LL$YRLG VXGGHQ EUDNLQJ DQG DFFHOHUDWLQJ
LLBFFHOHUDWH VORZO\ IRU PD[LPXP IXHO HFRQRP\
LY$QWLFLSDWH VWRSY DQG EUDNH HDUO\

Y $YRLG VXGGHQ ODQH FKDQJHV DQG

YL$ELGH E\ WKH ZLQWHU GULYLQJ SUDFWLFHV RXWOLQHG LQ ,W

(PSOR\HHV ZLOO VXSSRUW HQHUJ\ FRQVHUYDWLRQ E\ FDULQJ IRU JRYH

I SHSROWOHKLBSUREOMARW KEHKLPOHKBWPLQLVVEVPRRIOHWKAHKLFOH
'‘DPDJH 3UREOSRUWD OHKLFOHB®PLQLVWWIRWSH QWRUWHGHPSOR\HHTV
GHSDUWPHQW WKH SUREOHP VKRXOG EH UHSRUWHG WR KLV KHU VXSH

f 9OHKLFOH )OHHW $GPLQLVWUDWRUY ZLOO VXSSRUW HQHUJ\ FRQVHUYDWLRQ

F (QVXUH WKDW YHKLFOH PDLQWHQDQFH LV VFKHGXOHG
¥ 4RRUGLQDWH WKH GHOLYHU\ DQG UHWXUQ RI YHKLFOHV IRU PDLQWHQTE
¥ QVSHFW YHKLFOHY SHULRGLFDOO\ DQG FRPSOHWH LQVSHFWLRQ UHSR

f :'LQWHU GULYLQJ SUDFWLFHYVY DUH DV IROORZV

I WKH WHPSHUDWXUH LV EHORZ f& SOXJ LQ WKH EORFN KHDWHU IR

5HIUDLQ IURP XVLQJ JDVOLQH GH LFHUV XQOHVV WKHUH DUH GLIILFXO\
GU\ RXW IXHO LQMHFWRUYVY DQG GHVWUR\ JDVNHW PDWHULDO .HHS LGC

7KH HQJLQH VKRXOG LGOH RQO\ ORQJ HQRXJK WR FOHDU WKH LQWHULF

1R ZDUPXS WLPH LV UHTXLUHG ZKHQ WKH WHPSHUDWXUH LV DERYH ,‘
PLQXWH ZDUP XS WLPH LV DFFHSWDEOH IRU WHPSHUDWXUHY EHWZHFE

:DUP WKH YHKLFOH XS E\ GULYLQJ VORZO\ IRU WKH ILUVW NLORPHWU

$FFHOHUDWH VORZO\ IRU PD[LPXP IXHO HFRQRP\

oODLQWDLQ D VDIH IROORZLQJ GLVWDQFH

KWWS ZzZZ KU JRY QW FD SROLF\ KUP &RGH R &RQGXFW I GRFXPHQWYV I9HKL
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'ULYH DW D VSHHG WKDW LV DSSURSULDWH IRU URDG DQG ZHDWKHU

$ELGHLIEQWHU 7UDYHO *XLGHOLQHYV

Authorities and References
&RGH RI &RQGXFW
6HFWLRQ 8VH RI *RYHUQPHQW (TXLSPHQW DQG 3URSHUW\

+XPDQ 5HVRXUFHY 0DQXDO
6HFWLRQ H 9HKLFOH 8VH

Last Updated: $XJIXVW

Online Editon URI:  KWWS ZZZ KU JRY QW FD SROLF\ KUP &RGH RI &RQGXF

KWWS ZZZ KU JRY QW FD SROLF\ KUP &RGH R &RQGXFW H GRFEXPHQWYV

-24 -

H:


http://www.hr.gov.nt.ca/policy/hrm/0000%20-%20Code%20of%20Conduct/001e/documents/001eWinterTravelGuidelines.pdf




0100 - Hiring Process






100 - Introduction and Statement of Intent

100 - Introduction and Statement of Intent

Introduction

7KHLQLVMING R QRIMEBHIc Service Act KD W KHI[FOXVULYBQYO XWKRWRSSRLQW
SHUVRG@GR VL WLIQREIX E BHU Y LFHS R L Q W WIBQRW MV WLQR/GIX E GIHU Y ZE @6
EDVIRGPHUDQWESHOHFAHIFRYZR®® DLW U D Q V SBTUMHQVIDEBHE 8 P S DL\ WKO O
UHO HSR@W PLHI/X L GHO Z&HNVR Q W U L\E RMBEK\E OBLHFU Y MFKHRWF R P S H \WCHQQGN
UHSUHVHQWDWLYH RI SHRSOH LW VHUYHYV

7TKHLQLWANG R QRMEKRHHlic Service Act GH O HJWDW/BINDQN K R WIRW/E XIW H D GWR
WKPD [LP XHP[WHISRV V VEBRD YAV MMWAW R H HW K HRISHH U D WVRIEFRMQHDFOIV Q BHRVHV SR Q G
HIILFLHQWO\ bQG HIIHFWLYHO\ WR LQFUHDVLQJ DQG FKDQJLQJ GHPD

7 K Btaffing Guidelines SUR YV B$IH U YR RXYRDWH VR XU SV H V H @QW\BW RFH\BXRI H V
H Q V XWKD B/S R L Q WIPLHMD\G M@ P D Q QFHRIQ V L Z W\MKRKMMblic Service Act D Q& KIRD O V
RIW KR Y H U Q RHVQKAFR UW K ZHV WL WR UL H D F K H F W RR@R\ZW D Q GFOUFRD @/G

L Q F O D®MMH O DWWHDE MOQSISRQVWR U P VW ERWY [DP S OCHA/P L Q L V \§ U R AH.GDKDGH V
IRUPV ZKHUH WKHVH H[LVW

S5HFUXLWREW H W IDF@ZILIDHOM RF D U URDKMED P D Q QW K DWR Q V L ZW\NRRMWK H U
W H U U LDAQREH GH@ B OL V @ QW O R\@ KHhdncial Administration Act W KOHfficial Languages
Act W NKWT Human Rights Act D Q G ®aKadian Charter of Rights and Freedoms

7TKHHSDUWRHKXPDQYHVR X WHKHDEOUWLR YEGB U L | IFDGWQLWR QU S URHIW RB#ftiR) Q
Guidelines 5XOL@IY® GYLFRQFHUWK®tdffing Guidelines ZLEMHGRF X P H (QD/MQHG
FRPPXQLPDRMIY G WY VRHRIQD UHJIXBEDVR QY 6 UHQ WH @G\HWED Q GIRWEW X U H
SUDFWLFH

Guidelines

7KK WD I MXQIG H CKLOQVEM HEH V L IR GH O H F WUHR € URVGKIERY K D QHFBIWHD FFH V V
DQG PDLQWHQDQFH ,QFOXGHG DUH JXLGHOLQHV IRU WKH IROORZLQ

6WDIILQJ DQG WKH $IILUPDWLYH $FWLRQ 3ROLF\
,QLWLDWLQJ D &RPSHWLWLRQ
D /LPLWHG &RPSHWLWLRQYV
E (OLJLELOLW\ /LVWYV
6HOHFWLRQ &RPPLWWHHYV
3UHSDULQJ WKH 6FUHHQLQJ &ULWHULD
3UHSDULQJ WKH -RE $GYHUWLVHPHQW
$GYHUWLVLQJ
$FNQRZOHGJLQJ $SSOLFDQWV
,QWHUYLHZ 4XHVWLRQV
6FUHHQLQJ $SSOLFDWLRQV
'"HWHUPLQLQJ 6XLWDELOLW\ ,QWHUYLHZV $VVLJQPHQWYV DQG 7F
(YDOXDWLQJ ,QWHUYLHZV $VVLIJQPHQWYV DQG 7HVWYV
D 8QGHUILOOLQJ
&RQGXFWLQJ 5HIHUHQFH &KHFNYV
&RQGXFWLQJ D &ULPLQDO 5HFRUGV &KHFN
&RQGXFWLQJ $GGLWLRQDO 3UH (PSOR\PHQW &KHFNV
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-RE 21IHUV

SHIJUHWV

6WDIILQJ $SSHDO 3URFHVV

'LUHFW $SSRLQWPHQWV

&DVXDO 5HFUXLWLQJ

3RVW 6HFRQGDU\ 6WXGHQW (PSOR\PHQW 3URJUDP
3URJUHVVLYH (PSOR\PHQW 3URJUDP

*UDGXDWH ,QWHUQVKLSV

1:77$ 7THDFKHU 5HFUXLWPHQW = ,QWURGXFWLRQ 6WDWHPHQW RI ,
1:77$% 6WDIILQJ SULRULWLHYV

,QLWLDWLQJ DQ 1:77$ &RPSHWLWLRQ

'77$ 6HOHFWLRQ &RPPLWWHH

:77% 3UHSDULQJ WKH 6FUHHQLQJ &ULWHULD

:77% 3UHSDULQJ WKH -RE $GYHUWLVHPHQW

:77% $GYHUWLVLQJ

77%$ $SFNQRZOHGJLQJ $SSOLFDQWV

77% ,QWHUYLHZ 4XHVWLRQV

:77%$ 6FUHHQLQJ $SSOLFDWLRQV

77%$ '"HWHUPLQLQJ 6XLWDELOLW\ ,QWHUYLHZV $VVLJQPHQWYV DQC
:77%$ (YDOXDWLQJ ,QWHUYLHZV $VVLJQPHQWYV DQG 7HVWYV
77% &RQGXFWLQJ SHIHUHQFH &KHFNYV

77%$ &RQGXFWLQJ D &ULPLQDO 5HFRUGYV

'77% &RQGXFWLQJ $GGLWLRQDO 3UH (PSOR\PHQW &KHFNYV
:77$% -RE 21IHUV IRU 1:77$ 3RVLWLRQV

:77$ SHIJUHWV RQ 1:77$ &RPSHWLWLRQV

PRERPRRRPRRRERRRPE-

QTXLULHV

7 K I8taffing Guidelines DQOG MG SOLHPERSHOMHG/PLQ LV WU R MWH.GIKYGRW PWK DECHO
PDLQWDEOWIGHHSDUWPRH@WPDGHVRXUEXKNVWILRHQD U MKEBESSOLFRWLRAQ
LQWHUSUHWDWLRQ RI WKHVH JXLGHOLQHYV PD\ EH GLUHFWHG WR

'LUHFWRU

&RUSRUDWH +XPDQ 5HVRXUFHYV
'"HSDUWPHQW RI +XPDQ 5HVRXUFHYV
*RYHUQPHQW RI WKH 1RUWKZHVW 7HUULWRULHYV
32 %R]

<HOORZNQLSH /17

3KRQH

)DI

( PDLO FKUV#JRY QW FD

Authorities and References

Public Service Act

$IILUPDWLYH $FWLRQ 3ROLF\

Human Rights Act
Financial Administration Act

&DQDGLDQ &KDUWHU RI 5LJKWYVY DQG )UHHGRPV

Last Updated: 2FWREHU
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Online Editon URl: KWWS ZzZZ KU JRY QW FD SROLF\ KUP +LULQJ 3URFHVYV

-30 -






101 - Affirmative Action Policy

101 - Affirmative Action Policy

Introduction

SULRBERPPHQFLRRPSHWLWYRGRUWE®MWO HF&RRRL WAHIPEHYQYGHUVWDQG
KR ZW K$il | L U P DS\FIW LFRRQD LLAP\S D AMKVHALHF L V IWRK@\R X JW RWW D | 1S QR F HFVK/L V

V H F WELLRRYY IDGIRIYH U YRUW ESH | L U P DWW MWM3HR @ LS U W L FDAIOWH@OMWRHUR O OR Z L Q J
VWDIILQJ DFWLYLWLHYV

B3UHSDULQJ WKH -RE GBNWURQVHPHQW

6FUHHQLQJ $SSEBEMDLWRRQV

(YDOXDWLQJ ,QWHUYLHZV $WWFIWPR@QWY DQG 7THVWYV

-RE 211 HHBIFWLRQ

S5HIUHOWMFWLRQ

H +H+ +H+ +H

Definitions

Affirmative  Action Policy PHDQWKHXLGHOLRBWS SRWUKHL: 7TVRPPLWPHRW
FRPSHWKBR®HU YWKIDWHSUHVHRMWBWRSYXHO D WHH QHNWW KHXPDRHVRXUFHYV
ZHEVUWH D FRS\ RI WKH $IILUPDWLYH $FWLRQ 3ROLF\

Human Resources Representative PHDQWKRWRSOR\RHNKHHSDUWPH®WPDQ
5HVRXUFHV GHVLJQDWHG WR FR RUGLQDWH WKH UHFUXLWPHQW SUR

Selection Committee LQFOXEKWWVQRWHFHVVDHVYONUWRDHXPD@HVRXUFHYV
5HSUHVHQ@QOQEBKEXBHU YRAIWKBHR VLW HR QUO OKEBEUBSSUR SDPBIWHHW W K
WHFKGQILEBORERIRP X QLMS U HV H PP M IGYGHA/®/ K&-H O H FRARLFRPQ. WRALIHRL W U

D IXO0O SDUWLFLSDQW RU LQ DQ DGYLVRU\ FDSDFLW\ ZLWK QR YRWH

NOC Code P HD QWKI-D W L R QBX0S D WRLARIMMMAL | LIPZRVW RFREMK DWS U H DIBGIWNULSWLRC
R IW KGIX W VI DQW H WHSWWW-WHKEXHAD WHL RXQL U HIPGIERVUW VR W W RAFFXSDWLRQV
LQ WKH *1:7

Non-Traditional  Occupations DURFFXSDWKRQN RWRURIWKIHQFXPEBQRWIOH
DOG®VKHDBIWHRUWRUHQFXPEHQWMRFFXSDWIURM®® XE JURXRBQ WUDGLWLR
RFFXSDWLRQV

Management Occupations P HD QWK RYRIV LWAIRNK/R XU GL2I& AR G\HW D UZN.IWXKI
7KHVH DUH '"HSXW\ OLQLVWHU $VVLVWDQW '"HSXW\ OLQLVWHU 'LUHFYV

Resident PHDQV WKRVH FDQGLGDWHYV ZKR KDYH OLYHG LQ WKH 1RUWKZ

KWWS ZZZ KU JRY QW FD SROLF\ KUP +LULQJ BURFHVV

KWWS ZzzZZ KU JRY QW FD SROLF\ KUP +LULQJ BURFHVV

KWW S ZzzZZ KU JRY QW FD SROLF\ KUP +LULQJ SURFHVV

KWWS ZZZ KU JRY QW FD SROLF\ KUP +LULQJ BURFHVV

KWWS ZzzZZ KU JRY QW FD SROLF\ KUP +LULQJ BURFHVV

KWW S ZZZ KU JRY QW FD

KWWS ZZZ KU JRY QW FD SROLF\ KUP +LULQJ BURFHVV GRFXPHQWY 1RQ7UDGLYV
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Indigenous Aboriginal Persons PHD QWK RS/HHU VRIOM UGHVFHQ 8 DMKWMWY H Q XRW
OHWENRSOG®GLIHWRKEHUHYVBRWQ G LRUIWHKW¥R UW K ZH VYW L VIDRWEGIOHO YOEH V
DERULBHIDWR@EY L @HBW 8XKU VXW@WFWLR ®IW KHal Statistics Act DQ ® Q\
&DQDGLDQ DERULJLQDO SHUVRQV ZKR KDYH OLYHG PRUH WKDQ KDOI R

Indigenous  Non-Aboriginal Persons DUKMRQ DERUTHUYBERWOOWKHRUWKZHVW
THUULWRULHY RU ZKR KDYH OLYHG PRUH WKDQ KDOI WKHLU OLIH LQ W

Resident Disabled Persons DUBHUVR®RDUBLYLQIQ®DYBLYH@ KHRUWKZHVW
7HU U L WRWD WHVDR/OWH DUP PH G L BWH®B® SSO\RQQIFRP SH WD @& RRD U B \D

GLVDG Y CEQW D RNOHP H G L FPHWOW Q HBIE® HQIMDPAR W L R GOV LG D\DD EZLKOH WAH
WKBLVDEKDQW L RDSEHUVR@V D N LD DQVRDHASOR\P MMM L Q QEGID UHH U
DGYDQFHPHQW RSISBHWXRQWLMAKRXW VXFK D GLVDELOLW\ ZRXOG QRW

Resident Women DUHHPD QHKYO UBILYLQ@®D KD YAHL YIHI8B KIIR UW KZH WV WL WRIWH V
OHDVW RQH \HDU LPPHGLDWHO\ SULRU WR DSSO\LQJ RQ D FRPSHWLWLF

Guidelines

$OMREBG Y HUW L \DHPEGRPVEWHWE RALWREKIDIOZH QWKHL: 7 DVWDQSI11LUPDWIWIR Q
HPSOR\HU

6WDIISQURVK BEHDU D QW R/EEHH VL J QDMNKGYH F LU MHIGH : 71\ 1 1L U P DK MMHR Q
3ROLF\ DV IROORZYV

Competitions for Management or Non-Traditional Occupations

Priority 1

D ,QGLJHQRXV $ERULJLQDO 3HUVRQV )HPDOHYV
E ,QGLJHQRXV $ERULJLQDO 3HUVRQV O0DOHYV

Priority 2
5HVLGHQW :RPHQ

Priority 3
,QGLJHQRXV 1RQ $ERULJLQDO 3HUVRQV RU 5HVLGHQW 'LVDEOHG

No Priority
$00 2WKHU $SSOLFDQWYV

All Other Competitions

Priority 1
,QGLJHQRXV $ERULJLQDO 3HUVRQV
Priority 2
,QGLJHQRXV 1RQ $ERULJLQDO 3HUVRQV RU 5HVLGHQW 'LVDEOHG

10.
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No Priority
$00 2WKHU $SSOLFDQWYV

,QGLJHQERV L RUQP®L J HQRQ \D E R (SIHU QBKRT X D OLQ\G WHSHU R J UDPO U H
UHVLGLQJ RXWVLGH WKH 1:7 DUH JUDQWHG VWDIILQJ SULRULW\

$ERUL.IDLQ@Q®RQ D ER BIHR F®HZ H UGIL Y Z QW KMLKEHX U UEROXW G IRUM.KIM 7 SULR U
WRUHDWURQDYR@SULO UHWWEKE®LULLUP DWIWKHRQVQIDWEELYLBKROV
ZHUBRWLYZQW RLKFHX UUBRNQ G DRUMKH: 7 SULWBSULO DUARQVLGHUHG
UH V L GRID @RMNCHUWL V GLFBKLVRID YW K W IMUD BAXWH V VIFGK D YOIL YKDER IW K H L U

O LRHZ H UER WZQ W KMKEHX U UEIRXAQ G IRUW KM 7 W K IP\H HW/KUWH T X L U HIRRHSQUW R U L W\
K L U VWD W RVK D YGIROVL YKHIBW/IK FDLLRHEZ H UGIRE\R LZQ W KMKEHX U UEIROXAQ G [RU L H V
WKH 1:7 WKH\ FDQQRW FODLP SULRULW\ KLULQJ VWDWXV

$SSOLFADUMW VSR QRUBSOGI W WIK AL J LIFRISULMRUR QN L G HAKIHDISES@ \IIR@J
*RYHUQ BHRYWVSISBQ L AOKRWIEEE QWK ISIUU RDJWHWKW L FRHD S S O L F B X\WAORV@R
VR SULRU WR D MRE RIIHU EHLQJ PDGH

$SSOLFDRNOMLRBULRDVWG LV D ESHHG/RKDBOWR Y PE G L FBHQ W L | LRFIDWIK IDRAQ
GLVDELOLW\

TKHXPDRHVRXBHBWHYV H @WDWHIUMHN D | S QURRILWG LY LAKKRDYHQGLFDWHG
DIILUP DWUWWHR® BAXIWH T X H \DVBICQ VS RRWIOH AU G M WRNU GV QHILFDDGWV
RWR W KRHIUL FAA® X P HHRW Y L @HEBHUR SEAVWDKAHKP D®HV R X BHIBSW H V H PV EBML Y H
XVHG WR DVVHVV VWDIILQJ SULRULW\

JAWKHHOHPFWRPRQVWWRRWHRH UWIKDH | L U P DW W@ RIBVD Q G L GHORY R HWR W
GHFODUH WKHLU DIILUPDWLYH DFWLRQ VWDWXV WKH\ PXVW GR VR |

$11LUPDMWWERQ G L &ZIXRAHVHWKWF UH H DU QUAHKUDEIB R Q VL GIRWHIGQWHU Y LH Z
EHIRUH QRQ SULRULW\ FDQGLGDWHYV

$ILUPDIWIWERQ G L ZXWHIVFHDRDEBVVPQURQVKIHQWH WKLIDEHDIU D Q WIHWBGL Q J
SULRULW\ RYHU QRQ SULRULW\ FDQGLGDWHV

Procedures

7KH+XPD@HVRXUSEHYUHVHQ WDRDLYBHK MR O O R Z4QUD RY DOPRPSHWLWLRQ
DGYHUWL\VI$PHROSY,$&7,2103/2<(5D Q@& KIFR OO RZWQIW HP@QBR P SHWLWLRQ
SRVWRHDE Y HUW L \Gi&PIQGW @ X WHDH D GO QWK IO J LEROIGWMB H F HEWYIHR U L W\
XQGHU WKH $IILUPDWLYH $FWLRQ 3ROLF\"

7TKH +XPDQ 5SHVRXUFHVY 5HSUHVHQWDWLYH YHULILHY WKH 12& FRGH |

(T QHFHVVWKINX PDRH VR X WBHSW HV H Qr'vd W KRIU L RYWW WIOVI L U P OVWMYLR Q
FDQGLGDWHYV SULRU WR VFUHHQLQJ

7KH 1L U P DSWMYIBRR® LR S S OWHRE H MWK ROUWR M) S S O L DM W H U Y IVHHZH G
BHFWLRQ 6 FUHHQLQJ $SSOLFDWLRQV

7TKHWHOHRRPRQ WWIDPRXDOLYXHG/DEOSE L RDWKWD PSU L RELWPHUIRMDORZLQJ
LOWHUYLHZYV

(P SOR\IRIQY KHW D | S QLR O LXAQV/G W K6 ColH W H Q3ARICRVEK\DUCHF HL WD | S WLIR U L WA
RYHU DOO RWKHU FDQGLGDWHY +50 6HFWLRQ D /D\ 21l 3ULRUL)

KWWS ZzZZ KU JRY QW FD SROLF\ KUP +LULQJ BURFHVV

-34-


http://www.hr.gov.nt.ca/policy/hrm/0100%20-%20Hiring%20Process/109

Human Resources Manual

6WDIISQURIILEEILY MR P S O R\RIGWK\WHWW D | LUQLIRO LIMMF R U &/IROKIKDLU LLUPDW LY H

DFWLRQ VWDWXV

TKHXPDSHVRXUBHIBYHYVH YW DZRONDQ V X F F DV VU X P DW WEHR Q G L RDWKHV

RXWFRPH RI WKH FRPSHWLWLRQ

Authorities and References

SXEOLF 6HUYLFH $FW

SINLUPDWILYH $FWLRQ 3ROLF\

Last Updated: -XO\

Online Editon URI:  KWWS ZZZ KU JRY QW FD SROLF\ KUP
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102 - Initiating A Competition

Introduction

" KHQNVKHIMIYDFDOQWREH LOOIW@KHUMK'H SD UW PRHRMRGBIHQBSODWRL QW
WKURXJK D FRPSHWLWLRQ WKH 'HSDUWPHQW %RDUG RU $JHQF\ PX\

Definitions

Screening criteria DUSUHUHTNHNLSYHWH QBB XFDWKBRQ/Q G L &/IX\SRY/ VHEWYVR U H
FRQVLGHUDWLRQ FDQ EH JLYHQ IRU DQ LQWHUYLHZ

NOC Code LWV KHD WL R®BXS D WLREHDIOGW V L J QIDS\RANL W @RFH U WRIFLFX SDW LR Q D ¢
JURXSLQJLV W\SLFDOO\ UHFRUGHG LQ 3HRSOHGBRIW

Human Resources Representative PHDQWKRWRSOR\RHWKHHSDUWPH@WPDQ
5HVRXUFHV GHVLJQDWHG WR FR RUGLQDWH WKH UHFUXLWPHQW SUR

Hiring Risk Assessment Model LVD WRRWKDPPW\EHXVHEB\ WKHXPD@GHVRXUFHYV
BHSUHVHQWDRVGHMHUPEZ&BWW\SHRI YHULILFDOWLERVLWURHIXLUHV %

HGXFDWLRQ FHUWLILFBWHRNUH P SQHRRR B @ WF R UF H U W IFIU HRBLQHDRR U G V
FKHFN

Selection Committee LQFOXEKWWVQRWHFHVVDHVYONUWRDHXPD@HVRXUFHYV
5HSUHVHQ@QOQEBKEXBHU YRAIWKBHR VLW HR QUO OKEBEUBSSUR SDPBIWHHW W K
WHFKGQILEBORERIFPP X QLMS U HV H PP M IGYGHA/®/ K&-H O H FRARLFRPQ. WRALIHRL W U

D IXOO SDUWLFLSDQW RU LQ DQ DGYLVRU\ FDSDFLW\ ZLWK QR YRWH

Management Occupations DURFFXSDWHRGRQNUEOBQOQRQIDQLFIRRIUGLQDWLAQ.
GLUHFYQGR QW U RXBIIFQVUL YR VEIUHRM U RRVHU Y LHODHUWERBORXXKERUGLQDWH
VXSHUY  WRVRGLDWLRGDXS D WSLGRM\D\VAL | LFDRWFIRREQ. 8 R V L WALGROIMA/X. QLGHHU
IRXGLJIL2RFRGMW D UANMXI DUHFHR Q V L GAHDUHDG) H PRHEAM S D WZLKRHQIHU'HH S X W\
OLQLYVW\HWULVWBSQXWOLQLVWKIHIHFXW2ZNHFHUUHFWR® XSHULQWOIGH@ W
SRVLWLRQV

Non-Traditional  Occupations DURFFXSDWKRQN RWRURIWKIHQFXPEBQRWIVOH
DQG WKHUH DUH WHQ RU PRUH LQFXPEHQWY LQ WKH FODVVLILFDWLF

Limited Competition LQYROYHVY D QDUURZ VFRSH RI UHFUXLWPHQW WKDW V

D LFXUUHHPWORDNGQ QGHWH UIRPWERIDIWRWHU Q RHVQKIRUWKZHVWLWRULH\
*1:7 HPSOR\HH DQG RU

E LV DQ $IILUPDWLYH $FWLRQ GHVLJQDWHG JURXS PHPEHU DQG F
F UHVLGHV LQ D VSHFLILF JHRJUDSKLFDO DUHD RU FRPPXQLW\

Guidelines

$'HSXWNMDR G HO H JIDAMH) WLKBHMGERLOOD FOSRW LW ORRIEPDWM T XHNVWKHU
LQ ZULWLQJ RU E\H PDLO WR WKH '"HSDUWPHQWTTV DVVLIQHG +XPDQ

7TKH +XPDQ 5SHVRXUFHY 5HSUHVHQWDWLYH YHULILHY WKH IROORZLQJ
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WKH MRE GHVFULSWLRQ LV FXUUHQW DQG KDV EHHQ DSSURYHG E\
WKH RUJDQL]DWLRQDO FKDUW LV FXUUHQW DQG KDV EHHQ DSSUR®
WKH SRVLWLRQ KDV EHHQ HYDOXDWHG

WKH SD\ OHYHO

I O m mMm ©

WKH 12& FRGH IRU WKH SRVLWLRQ

I WKFRVLWDODEBR VLW MUXDKNA JKWCH Q V LS/RIVEAR IKFDE H HWQH Y L HZWHIGY XK H
+LULQVNWVHVVRPRGWORRQVWUXKWHRIR VL WRIRQWKK/IWKWOHQVLWLYH
SRV LWRIRRWL WKIIRYQEHHLGG H Q WDLWPLRHEH UPW/IHIKL G U WOKIHV VHVV PH QW
ZLOO UHTXLUH D FULPLQDO UHFRUGY FHUWLILHG FULPLQDO UHFRL

J SRVLWW\BE@XO0OO WMHPWPHDVRODOW FRRMWLQIRRVFRQWLQKRXVY
ZHHN KRXU ZHHN HWF

K PDQDJHPHQW RU QRQ WUDGLWLRQDO RFFXSDWLRQ DQG
L ORFDWLRQ RI WKH SRVLWLRQ

"KHQHYS RNV LWE&HRVLWKRQEHH YDOXBWIHREED G Y HU W L I/ILOQMUHRY RP D\
QHIJDWLYHO\ LPSDFW WKH TXDQWLW\ DQG TXDOLW\ RI DSSOLFDQWYV

TKHXPDRHVRXBHIBVYHYHQ@W®WH X&ER P S HW& KVH RN IRVQWY XARH S O LDLONIK
VWDIILQJ JXLGHOLQHY SURFHGXUHVY DQG WLPHOLQHYV

&RPSHWLWLRQ ILOHY DUH WR EH NHSW IRU D SHULRG RI DW OHDVW WZ

Procedures

2QFBVWD I ULHUXHYWFHLWHKEXPDRHVR X BHKBWY HV H FW B DIWARNP S H WILLVW HR Q
ZKLFK LQFOXGHYV

D WKH DXWKRUL]JDWLRQ WR VWDII WKH SRVLWLRQ
E WKH MRE GHVFULSWLRQ DQG RUJDQL]DWLRQ FKDUW DQG
F FRPSHWLWLRQ FKHENOLVW

7KHXPDBRHVRXBHISY HV H @QRADDAV L YIMDD @AB B R/HS/H WLLQV KRRY H U Q P @ /Q
5HVRXUWUFGDJHPHYWHPHR S O BEFEIWKLVIRIBFWHK L ZL 0BQ H UDRRIPSHWLWLRQ
QXPEHU

7TKH XPDQHVR X WHBW H V H QGNHDNMHLUYFAKHNWWKHKIHDBHP SOR\RGW KWWDIILQJ
SULRULW\ OLVW WR FRQVLGHU IRU WKH YDFDQF\ SULRU WR DGYHUWLVI

7KHXPDRHVR X GBHSWHV H @GMDIWHIPH@®RIQ V X O WIDMKKRRS H U YZR/HRW MHKUA
YDFD @R\E®ILOENB UHJX /MWD QD VUL J Q ARH QMAWK DRI MH D UQO H Q JRUR
GHYHOR S WHI@\QD\ON UJ Q R KOQWIK DVZ RH D WD H Q JWGKK L FRO VIHF RP S H WILWW L R Q
RSWLRQDO

TKH/ XSHUWRIWRSRYV LW OQRRKHXPDRHV R X BHBWHV H @R QW IMBKEIH F H VR/W W\
PHULW LQ OLPLWLQJ WKH VFRSH RI WKH FRPSHWLWLRQ VHH 6HFWLRQ

KWWS ZzzZZ KU JRY QW FD SROLF\ KUP +LULQJ BURFHVYV GRFXPHQWYV +LULQJ5LVNS$YV
KWW S Z2ZZ KU JRY QW FD SROLF\ KUP +LULQJ BURFHVV GRFXPHQWY ,QVWUXFWLRQ
KWWS ZzZZ KU JRY QW FD SROLF\ KUP +LULQJ BURFHVYV GRFXPHQWY &RPSHWLWLRC
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Authorities and References

Public Service Act
Last Updated: 2FWREHU

Online Edition URI: KWWS 72zZZ KU JRY QW FD SROLF\ KUP +LULQJ 3URFHVV
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Introduction

"KHQLWM. QV KEH WO W HRNWKEHX EGIHU Y LGFHHSD U W P B QOLVYW YWAF R RHW KH L U
UHFUXLWPHQW HIITRUW WR HQVXUH WKDW LW LV FRQGXFWHG LQ WKH

Definitions
Limited Competitions LQYROYH D QDUURZ VFRSH RI UHFUXLWPHQW WKDW V

DLV FXUUHQWO\ HPSOR\HG DV DQ LOGHWHUPLQDWH RU WHUP *1:°
E LV DQ $IILUPDWLYH $FWLRQ GHVLIJIQDWHG JURXS PHPEHU DQG F
F UHVLGHV LQ D VSHFLILF JHRJUDSKLFDO DUHD RU FRPPXQLW\

Scope of Recruitment UH | HWW KD W R WWDHR F D WIWHKBIS S O LF-PRYAK DWO L JWERGHS O\
IRU WKH SRVLWLRQ ,W GLUHFWO\ LQIOXHQFHYV KRZ WKH SRVLWLRQ 2

Human Resources Representative PHDQWKRWRSOR\RHWKHHSDUWPH@WPDQ
5HVRXUFHV GHVLJQDWHG WR FR RUGLQDWH WKH UHFUXLWPHQW SUR

Selection Committee LQFOXEXWVQRWHFHVVDHVOQNUWRBHXPD@HVRXUFHYV
5HSUHVHQ@QEBMKHXIS HU RIWKSR VLW HR QUO OHKKEB UBISSUR S DPHW B HZU WK
WHFKG@LEBORERR P XQLASUHV HRMPE M) IGYGW®/ K&GH O H FARLIFRPQ. WRALR\HER W U

D IXOO SDUWLFLSDQW RU LQ DQ DGYLVRU\ FDSDFLW\ ZLWK QR YRWH

Indeterminate Employee LV D SHUVRQ HPSOR\HG IRU DQ LQGHWHUPLQDWH S
Term Employee LV D SHUVRQ HPSOR\HG IRU D VSHFLILHG SHULRG RI WLPF}

Guidelines

7KK/ HO HFRIAHRWDV RRODVS S R L Q WYARHRQ/W WLLGR WX E G HRJ YV R BEHED VIRGP HU L W
Z L W KMKSHD U D P HRAXFAUOAL @HKEW D | DIXQ & H QJHIDHW\RH GL U P W IWMZR QDK L HE R
GHYHORSLQJ D QRUWKHUQ SXEOLF VHUYLFH VWDIIHG E\ FRPSHWHQW

'"HSXW\ +HDGV DUH WKH DSSURYDO DXWKRULW\ IRU OLPLWHG FRPSHYV

/LPLWHR® S HW MK DEEAVX S S R EEWIHESU LAHU L WWCH/QL RAKIOM E HL Q F O X.GN & H
FRPSHWLWLRQ ILOH

5DWLRQROHFLMRFS HW MK DREF R Q V WIKIRWM S S UR S WIRDLVPN WWAF R SRH
UHFUXLWPHQW LQ WKH IROORZLQJ PDQQHU V ([DPSOHV DUH

D /LPLWHG WR *1:7 LQGHWHUPLQDWH DQG WHUP HPSOR\HHV

L 7TRSURYDSEWHRIUHRYSERHWROQ MV LLUP DWWHR QO R\HH HR S H@R
LQGLIJHQRXV DERULJLQDO LQGHWHUPLQDWH RU WHUP *1:7

LL7RHQV XRH WLFD®@HU YH FSH U L W) RWY/LNBOD L ORXEW VR IG H
JRYHUQPHQW HJ RSHQ WR LOGHWHUPLQDWH RU WHUP *1
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LLZRV XSS RWKMD U KHHY H O R RHH Q WMHIPGBIO R\AHKHRY( D YGIHP RQVWUDWHG
FRPPLWPHQW WR WKH RUJDQL]DWLRQ

LY 7RVXS S RIWU D LIQGH Y H O R KR QWWHIPGD R \FHHMDIS RV L WD R Q
E HHGL | 1 LWRODN @ K HOUHHI[ L V VHIPG.D R \AHHR X G BV KMHRZL W/IR P H
WLPH LQ D WUDLQHH RU XQGHUILOO FDSDFLW\ WR UHDFK WK1

Y 7RDVVLYWHW D LYQLAXIDVERNQ B\CSMVU R Y L B Q@I XSULRJ U H YR/BRRMK H U
SRVLWLRQV RU JURXSV RI SRVLWLRQV ZLWKLQ WKH 7THUULWR

E /LPLWHRE:7 LQGHWH UPRLSXDRYIWRRBY SHFIHEP UW MHRAVDSS PLQ IDVWH U
UH RUJD QW|IDEMYRIQV X O WIPEPERIBRWHQWILBPWPFR SO R\ KID\VGW W H
6WDII 5SHWHQWLRQ 3ROLF\

F /ILPLWHG WR GHVLJQDWHG JURXS PHPEHUV XQGHU WKH $IILUPDWL"

G /LPLWVWRY SHFLHRR U D SIXUW FRDFR P P X QH.[W D X GVLKEHX U UEHRYWQ G IR K M
I1RUWKZHVW 7HUULWRULHY DQG WKH &LW\ Rl <HOORZNQLIH

L 7RORZWEKFRWWHFUXLB\KHQWJIXDOLHDYGLBORYH YV LIGQA/\KH
DSSURSIHPWID SIKURMOR PP XQHWIRSH®RRHUVRERABVLEGLYBOLQ
NLORPHWHU UDGLXV RI '"HOLQH 1:7 RQO\

LL7RLP S URMWHKIHR OXRHD I 1L UP CDF MRS O R\H@®W SHFIHAFJUDSKLFDO
DUHRDFRP P XQHWRSHQRQ G L J HIDRRXWL $HUNVEAVLGLYHLQ
NLORPHWHU UDGLXV RI '"HOLQH

LLZRDVVILOWHW D LYQLGXID/ENA B\GSWU R Y L B @IV XSUURA U H VYR/BRRWK H U
SRVLWRBQRXBMRVLWAIRMWIMBEHFIHARAJUD SBBUFDWB R PP XQL W\
HJ RSHQ WR SHUVRQV UHVLGLQJ ZLWKLQ D WZR KXQGUHG F

H ,IDVXLWPEQBLGIMWKHR X QK URB DK P L ARG HW MWAKIHRSD U W FPHDQ W
EURDGHQ WKHLU UHFUXLWPHQW HIIRUW WKURXJK WHUULWRULDO |

Procedures

SULWBGYHUWWLKEXKGHUYRIWRKBRYVLWOQREHXPDEHVRXOBHISVYHVHGWQWILEGHU
WKH PHULW LQ OLPLWLQJ WKH VFRSH RI WKH FRPSHWLWLRQ

,IDOLP LAMRHPG H WLBVH RIQUD E ®SBHR YIHT X H VWRHARKH S XWNH DKLV IGHHWODHJDWH
S5HTXHVWV PXVW LQFOXGH D GHVFULSWLRQ RI WKH LQWHQGHG VFRSH R

$OMV SHRWWKFHRPSHWDWERQG X E\gHR® SOLDIQWHK : 7 6 W D | 1'1)QLIG H O VGIHHV
BHFWLRQ +LULQJ 3URFHVV

7KHXPDRHVRX GHSWHVHQWDWDER P SHWIL@UVKRRY HUQ PHX@WRH VR X UFH
,QIRUPDBANVRVHBH R S O H5BHRA WX L WORRHEQMIDHQ &/ SHF LW KIS SUR S V ER\BRH
UHFUXLWPHQW

7TKH-XPD®HVR X WHBW HVH QGHDMHUYFAKGHHWKANHKIHDBWHP SOR\REGW KWWDIILQJ
SULRULW\ OLVW WR FRQVLGHU IRU WKH YDFDQF\ SULRU WR DGYHUWLVL
Authorities and References

&DQDGLDQ &KDUWHU RI 5LJKWYV DQG )UHHGRP

81: aROOHFWLYH $JUHHPHQW

BXEOLF 6HUYLFH $FW
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102b - Eligibility Lists

Introduction

(OLJLBELOWRFRVW HIIHEBILLYHPHOMMAREW D I MLPLOMVWULWPRPREOEEMHOLJIJLELOLW
O LIVW/V W D E OW KBIERAWE HX V HVBRL U RE V H T X HRWDIDRD Q WIKHD\WRW/X ®RG K H UEZH. V H
ILOOHG WKURXJK D FRPSHWLWLRQ

Definitions

Eligibility list L\DQ QY H QRVMRYS O L ZBGVDWIHS S OR @G W D | ARPIS H WD V& R\G H
TXDOLILHG WR ILOO IXW$QHHOLRBRLEDOLYW FODIQALH\DQ EH HLWKHU

D SUHTXDOLILHG DSSOLFDQWY ZKR KDYH EHHQ WHVWHG DQG LQW
E D FRPSHWLWLRQ IROGHU ZLWK UHVXPHV RI DSSOLFDQWYV

Screening criteria VHWXWKSUHUHTHLSHWHB QBB XFDWKRRQ G L WHW KXWR H
FRQVLGHUHG IRU DQ LQWHUYLHZ

Human Resources Offcer PHDQWKRMASOR\RHYKHHSDUWRHOXWPDGHVRXUFHV
GHVLIJQDWHG WR FRRUGLQDWH WKH UHFUXLWPHQW SURFHVYV

Selection Committee L QF O XE5HMNY RQWH FH V MIHMVOUN IBW XISDRH V R X 2 FIL FIHIQ G
WKWHXSHURIWRIRVLWHRQIOOKEUBSSURSDPBEWHHRUWKHFK@GILSEBORWUYVH
DFRPPXQULMSUHYVHRME MIGYGMW® KdH O H FARLFRFQ. WANLMHRBDUX GO UWLRRWS D QW
LQ DQ DGYLVRU\ FDSDFLW\ ZLWK QR YRWH LQ WKH ILQDO KLULQJ GHI

Guidelines

(OLJL BULONWWAY W D E ELWIKHIG D UW RIHHQXWD®H V R X WARHL W@ DP LYOIDRD QFLWYX L Q
WKH 3XEOLF 6HUYLFH

$ORYHUQFRHYWHRUWKZHVWLWRIUZHNR P SHW IDAEREONH U \D VWBHYGLW K H
SRWHQWLDO WR FUHDWH HOLJLELOLW\ OLVWV IRU VLPLODU SRVLWLF

$QH O L JLE LXMW D E ML WKHIBIS S HSOHQ IRRQE KIHQ L WR P ®H WIL\R/Y. IRIPQ @& K HLU/H
D@DSSRLQWMHD WS O LWBRXMX EGHR Y LFKHUHPDLQSGD L EQVQKFHR PSHWLWLR Q
IROGHU DUH GHWHUPLQHG WR EH RQ DQ HOLJLELOLW\ OLVW IRU VLP

"KH@FRPSHWLWH®® GRQHWDSSRL QKSR V L WMLKRHS S O L EWQWHRYPSHWLWLRQ
IRO ®HGHW H U RLEDHRGD (HO L JLE LIRWW P LOPWL W Z R B\ S HOLQ KOWBURY LG H G
WR FDQGLGDWHV ZKHQ WKH ILUVW MRE RIIHU LV PDGH

$Q DSSOLFDQW PD\ UHTXHVW WR EH UHPRYHG IURP DQ HOLJLELOLW\

(OLJLBELORWWE HXVHEBR W IVIU P LOPWL WOLR QI KRIWR ZEDOHY WEBRXKRIULILQDO
FRPSHWIRMIRMDBROQ [LP XPWZAHY HOMD3RORF\L FHRP SHWDL.WDLBRY HW KD W
HYWDEOLVKHG DQ HOLJLELOLW\ OLVW PD\ EH XVHG WR ILOO D 3ROLF

4AXDOLHMHSOR\BMDLOWEKOR YWKEWDSHWHQR RIFXVWHFRQVLGHMIHR® H
DSSOLFDQWY RQ DQ HOLJLELOLW\ OLVW
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(OLJL EDLOMWRR U P HHO®AD E OR BMHGRAV LP R Q WXDF W RIRR Q V LZEKH® VL Q O
HOLJLELOLW\ OLVW LQFOXGH

D WKH OLNHOLKRRG WKDW WKH UHPDLQLQJ DSSOLFDQWYV DUH TXDOL

E WKBRVVLBALRDWD O LDIGHEQ W H U D8\ 8 GFEIQHRAY S S RQWKRULJLQDO
FRPSHWLWLRQ DQG DUH QRW LQFOXGHG LQ WKH HOLJLELOLW\ OL\V

7TKHHOLJLELRIWHWAMH VWDE ORWRHEW HW\Y. DAD S S UR SW RIKWIHF DSRW L WDLQR®) V
HIWHQGHG LI QHFHVVDU\

Procedures

7KHP D Q D JHQ@L W IDDFVRHPE H W LWHLERHF WLR Q, QLW L DVE R®B HW L WK R*QX P D Q
5HVRXUFH 2I1ILFHU H[SODLQV WKH HOLJLELOLW\ OLVW RSWLRQ

, | WKMHD QD JIHWHMER VB HVWDEGIONMKHEL DMWXPDRHVR X 2FIHHFHUDEB YLHZ
W KMIREH V F U LI5QWA FRUH H QW QWHRIH BW K IB\UHR P S D UW RQ A LWL W IARIQRVH Q W
FRPSHWLWLRQV

7KHXPDRHVRX BHSWHVHQWDWDF®R P YH WIL@WIKRRY H U Q PHK@WRH VR X U FH
ODQDJHPHQW 6\WWHP 3HRSOHG6RIW 5HFUXLWPHQW ORGXOH ZKLFK ZLO

7KHXPD®HVRXBHISY HV H QW BWKGHZ ON Q H U B RMSH WQ XWRIRWER KHH[L VW L Q J
FRPSHWLWLRQ ILOH IURP ZKLFK WKH HOLJLELOLW\ OLVW ZDV FUHDWHG

D WKH DXWKRUL]JDWLRQ WR VWDII WKH SRVLWLRQ
E WKH MRE GHVFULSWLRQ DQG RUJDQL]DWLRQ FKDUW DQG
F FRPSHWLWLRQ FKHFNOLVW

7KHEHOHFWRROLWWHIBHFWLRQ6HOHF@WRRBLWWHHWHUALQYKW[LVWLQJ
VFUHHGUQW HQ WH UIYXHA\ZW DR GQMD S S O L FDEDLH Q PO IDRWEVAE HU H Y L V)HRW
HIDPSOB @GGPLQLVWYDMWLHBNOLIWW HR® IPRHMH[SHULHQFH NIQR/ZAEM I8  H
OLFUR V[N KKKV IR 10 L F UR VRUBW KWF UHH B U QW HQ WB UNXHVZWD R AV

DS SO L FID\EWOLH Q PHHMAE HU H Y L VAKGE WK R XEOHG R QFH | R WIKWH O H FVRIPRPQ W W H H
UHYLHZV DSSOLFDQWYV UHVXPHV

, ] WKH VHOHFWLRQ FRPPLWWHH XVHV D OLVW RI SUHTXDOLILHG DSSOLI

D UHYLRODOWNKBHVXPRHWKRVES OLZK@GEMWD/YHRP S O HD/MQHGW H UDFQE 2R U
WHVW V DQG

E GRHQRMDYWR HY LUHZV X FRHIYS SO L ZBGWWDWIHD L CBHUG Y LFOQWH U Y QIBZR U
WHVWYV

, I DFDQGLGWWB HHRWRIK KSEUHTXD OLNMMW&XPDQHVRXWHRHWHRQ W IVHVAHV
FDQGLGDWH DQG SURYLGHYV WKHP ZLWK GHWDLOV RQ

D WKH HOLJLELOLW\ OLVW SURFHVYV

E WKH WLWOH SD\ OHYHO ORFDWLRQ DQG 'HSDUWPHQW %RDUG RU
F FRQILUPV ZKHWKHU WKH DSSOLFDQW LV LQWHUHVWHG LQ EHLQJ F
G SURYLGHVY WKH DSSOLFDQW ZLWK WKH SRVLWLRQ GHVFULSWLRQ L
H

DV NAD QG L GROW/HHU P L VW BRKGH FUNH | H U HIQWHKHD Q G L G @\ MW/ H U H GMKHHG
SRVLWLRQ DQG
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| FRQILURMWHKHWBISSOLEMQWHUHWWRG L RIQWKXKHOLJL BILORMMX\W XUH
FRPSHWLWLRQV

, 1 W KWHH O H AR PR Q VKW HMF R P S H WHL @VILR @ LXDMWMK B S WH T X D D § BLOHLG DVIW/H
6 HO HF&RARFQ. WW E 8 Y LIHI® V X RIGVKAR P S H WIIL\DEPDQ @/KWH O H FFW L RVGY H HD
BHFWLRQ 6FUHHQLQJ $SSOLFDWLRQV

7TKH-XPDRHVRXWHSBWH YV HGRDQWIDMESYW @ L VIHOWYPWHHED VWR XSV LWEVKH
LOWHUYLHZ DQG SURYLGHYV WKHP ZLWK GHWDLOV RQ

WKH HOLJLELOLW\ OLVW SURFHVV

WKH WLWOH SD\ OHYHO ORFDWLRQ DQG '"HSDUWPHQW %RDUG
FRQILUPY ZKHWKHU WKH DSSOLFDQW LV LOQOWHUHVWHG LQ WKH ¢
SURYLGHVY WKH DSSOLFDQW ZLWK WKH SRVLWLRQ GHVFULSWLRC

FRQILERMWHKMKBISSOLFRQWHUHWWWRG L RIQWKHO LJLBLESRMK\W X UH
FRPSHWLWLRQV

I O m mMm ©

7KHXPD®HVRX 2 FIHFHOSR R Y MGKAHD Q G L BIDWRRA KLHQUWV H WQL R B P RWWRQRQ H G
BHFWLRQ 6FUHHQLQJ $SSOLFDWLRQV

7KHHOHFRPPPQWREBE8RKBIS SO L VHEWRRWNMWWD I IEQPRFHVWLQWHUYLHZV
UHIHUHQFH FKHFNV HWF WR GHWHUPLQH WKH EHVW FDQGLGDWH

7KH +XPDQ 5SHVRXUFHVY 5HSUHVHQWDWLYH SURYLGHV WKH VXFFHVVI>

1RUHJURWSSHOQKOWSURY VGRIGHHPDLQSCSOLFDIQWINP DL QSG D L KBUDW V
RQN KHHO L J LB L@@ K HUHV X FPHDXE HU H Y L HZ HOSGQX U LI R W XARP S H W X\ MRLKIN
HOLJLELOLW\ OLVW H[SLUHV RU LV H[KDXVWHG L H VL[ PRQWKV

Last Updated: 2FWREHU
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Introduction

(DFKERPSHWUMWILRIQSHWY H FSARARRQ. WWKHHMD S S KHHOHS R QWP RMXLGHOLQHYV
WR GHWHUPLQH WKH PRVW VXLWDEOH FDQGLGDWH

Definitions

Human Resources Representative PHDQWKRWRSOR\RHNKHHSDUWPH®WPDQ
5HVRXUFHV GHVLJQDWHG WR FR RUGLQDWH WKH UHFUXLWPHQW SUR

Selection Committee LQFOXEBMWVQRWHFHVVDHVOQNIWRPBHEXPD@HVRXUFHYV
5HSUHVHQ@QQBKEX BHU YRAIWKBIRVLWHR QUO OKGEUBSSUR S DPBIWH WU W K
WHFKG@ULSEBOWERR P XQLAS UH YV HRME M IGYGW®/ K&H O H FRLIFRPQ. WR\LRHE W U

D IXOO SDUWLFLSDQW RU LQ DQ DGYLVRU\ FDSDFLW\ ZLWK QR YRWH

Screening Criteria DUSIUHUHTHLYHWIHI QB X FDWKBRVQ G L O&/IX\\BSR®Y V EM VR U H
FRQVLGHUDWLRQ FDQ EH JLYHQ IRU DQ LQWHUYLHZ

Guidelines

7KH HO H FSRARAQ. WAWK BLIEYG OX® H DWVKAHX PDRHV R X BHISWHVH QWBWENMHYLVRU
RI WKH SRVLWLRQ EHLQJ ILOOHG

"HSHQGRQUKAHH YRHWKI RV LWILKRMBH FRP P H®DBH® XL JRIW KaH O H F&RLFRRQ. W W H H
LV WKUHH SHRSOH

OHPEHRNVK®&HOH FARRRL WDAUHHHS H F \W/HB® U W L LB 0D H RWWKWFUHHQLQJ
LOWHUYLHZ DQG DVVLIQPHQW FRPSRQHQWYV RI WKH FRPSHWLWLRQ L

7KH HOH F&RRRL WYKHDEDQF O EGMWVQ RYHFH YV VDLW UW RWHXGE DQHV R XUFHV
5HSUHVHQ@OBKEXEBHUYRIWKSRVLWHRQLUOQKBUBSSURS DIPIHW B ZUL W K
WHFKGILEBEORWERIRP X QLMSUHV HRMP M IGYGIW®/ K&H O H F&\RLIFRPQ. WRALFHBL M U

D IXOO SDUWLFLSDQW RU LQ DQ DGYLVRU\ FDSDFLW\ ZLWK QR YRWH

KHUBI&SRPPLWWRHPXVWHPRKIHPVHO| KHRWKARP SHWDL@WEVRMH FHVWRU\
UHSOWKBIMPEHW XEVWRBAKMKNWHBUQWHUNOHRZWIKH VKHYLEBRBRQFXUYV
ZLWK WKH FRPSHWLWLRQ ILOH SULRU WR SDUWLFLSDWLQJ DQG VLJQ

7TKH 6HOHFWLRQ &RPPLWWHH ZLOO

GHYHORS DSSURYH WKH VFUHHQLQJ FULWHULD
DSSURYH WKH DGYHUWLVHPHQW
GHYHORS DSSURYH LQWHUYLHZ TXHVWLRQV DVVLIJQPHQWYV DQ

UHYLBIGDRUWIDHSQLFWRERWYHURPK QW RHUPHHWKWFUHHBGUQWHULD
VRXWKRUQRQ DIILURIFWLILRSOLFPQWW FUHH RIP®E\ WKH5
5HSUHVHQWDWLYH

H DSSO\ $IILUPDWLYH $FWLRQ SULRULW\

® m m O
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| LQWHUYLHZ UDWH DQG UDQN WKH FDQGLGDWHYV
J DVVHVV LQIRUPDWLRQ REWDLQHG LQ WKH UHIHUHQFHV RU FULPLQ
K DWWHQG D VWDIILQJ DSSHDO KHDULQJ LI UHTXHVWHG

$ O6H O H F&A\RIFRRQ. WPWA IR B HWUR/R XEHG- R PP L ZILDWAKK*H. : 7 KLU ISOQRFHXYGHOLQHYV
DQG SURFHGXUHYV

6 HOHFRFRRQ WWiIRHHUKRR XHIEXWKHPVHORBMUWLFDS®MMRVWPWKAHOHFWLRQ
&RPPLWWHH LI WKH\ DUH QRW DEOH WR SDUWLFLSDWH IRU WKH GXUDW

6 H O H FA\RLFRPQ. WAW R B HUK/R L QUK H P V H@YSHRW H @ R/Q DEOLLFMW HVULHAY XATBVY MRRQ
DUHODW LZRQWKKED QG L ®MWMH T X LW GV F WK ¥ WKKRIW KEHHIO H F&ARARFQL W W H H
PHPEHUV DQG LI QHFHVVDU\ ZLWKGUDZ IURP WKH FRPSHWLWLRQ

Procedures

7KH +XPDQ SHVRXUFHVY 5HSUHVHQWDWLYH DVVHPEOHV WKH 6HOHFWLRC

7TKH-XPDQHVRXWHBWHVHQ@URWY LEEHOVH F &R RRYL WRMHHPHE HOVWIKQH[SHFWH G
WLPHOLQH IRU WKH FRPSHWLWLRQ SURFHVV VR WKDW FRPSHWLWLRQ D

7TKHXPDRHVRXWBHSBWHVH GWRW I6SHHOWH FSAR R WAWHIRE HDIMWLIQIRUPRWLRQ
*1:7 6WDIILQJ 3UDFWLFHY DQG 3URFHGXUHVY HPSKDVL]LQJ WKH LPSRUV
Authorities and References

SXEOLF 6HUYLFH $FW
6HFWLRQ $SSRLQWPHQWYV E\ FRPSHWLWLRQ

Last Updated: -XO\
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Introduction

6FUHHRUQWHBIEBYVWDE WMEKWE UKD QGLAXRHRIX U WKRQ@VLGHUDWLR
7TKH\ FRQVLVW RI D FRPELQDWLRQ RI SUHUHTXLVLWH H[SHULHQFH DC

Definitions

Human Resources Representative PHDQWKRWRSOR\RHNKHHSDUWPH®WPDQ
5HVRXUFHV GHVLJQDWHG WR FR RUGLQDWH WKH UHFUXLWPHQW SUR

Selection Committee LQFOXEBMWVQRWHFHVVDHVOQNIWRPBHEXPD@HVRXUFHYV
5HSUHVHQ@QWBWEX §HU YRIWRKHRV LW HRQIUOOHKEHUBSSURSDPBWHREWU W K
WHFKG@ULSEBOWERR P XQLAS UH YV HRME M IGYGW®/ K&H O H FRLIFRPQ. WR\LRHE W U

D IXOO SDUWLFLSDQW RU LQ DQ DGYLVRU\ FDSDFLW\ ZLWK QR YRWH

Competition File L W KRl | L RLHDFORRUME KFHR P S H WRRVQL\R D D QEORORIX P HMGBW ¥ LLL QM IGH
JXLGHOLQHV

Equivalencies DUMWKWMDULRRPELQDR/IHREXWFDW ORI SHU L WEIHAB LW FEARW KH
HVVHQWLDO GXWLHV RI WKH MRE

Qualified PHDQWKDWS O L PHIGIBIYVHGHW HWUWDQMIGTUX L UHR KD WIWVWDE ELVKHG
WKH 6HOHFWLRQ &RPPLWWHH WKURXJK WKH VHOHFWLRQ FULWHULD

Systemic Employment Barriers UHIMWWIREHTXLUHWHK@WN IH|PO XIXD OLSHRGOH
IURFRPSHWRQUREYRW[DPSQ@HMHTXLUYILQW H[SHULHRDAK LVFULPRLIDOL\@N W
SHRSOH ZKR KDYH QHYHU ZRUNHG IRU WKH *1:7

Guidelines

TKIMREHV F U LISWWLHRERD J X L G\ HR U H DWMKHY FU HHRUW IQW A K IL BKV W D E O IDVKLHRWK V
FRPELQDWLRQV RI HGXFDWLRQ DQG H[SHULHQFH UHTXLUHG WR GR W

7KH HO HFS\RARRQ WAKBUIEGH QDWDIH DWZ\RRPELQDRMHR VD WQ B {5 HU L WEHHN
FRQVLGHU HTXLYDOHQW WR WKH HGXFDWLRQ DQG H[SHULHQFH OLVW

7RDV VL @QWKIHG HQ W L IR.IFI T WIL REDO M/ETL: H \S U D F WMVARR Q V [RGHH DRIGLUHFW O\
UHODMWSIBULHORHY DR QWHDRIHGXFDWQRBQFPHH UVHRZHY MK LR Q M\
JXLGHQLSHULHQFH DQG HGXFDWLRQ FRPELQDWLRQV PXVW RIWHQ EH

$ VL W\D RS\R V V MEEGHH QDVH@ X L Y D O MIGNHH 9 W I ZWVF KIFHRJP E L Q DRV 8 RFD VQ 8 Q
H[SHULEQEEFRQV L GRQDIFG VEA F D VED V IPK VEMHL Q F O YRGWEBWF UHHBURWH U L D
VKHHW

6 WDWXMIR XML UHMRHSRVVY. WXRQ L | L PDXW BVRLGQF O X.@M KBWF U H H DU QW 6IRIR B
H[DPSOHV RI VWDWXWRU\ UHTXLUHPHQWYV DUH

D IRDSRVLWKRRERKATXMWKHP SORWHRHJLPHES O L PXYR\DWDOHS U L Y®IIUF MR/ H
EH DEOH WR REWDLQ D GULYHU V OLFHQVH ZLWKLQ D UHDVRQDI
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E IRDODZ\HRV LWNRBES SO LFRORMHH O L JWHDHD PH P E HRUW KNWT Law
Society RU

F IRDSK\VLFISRY MWWKHKS SOLFOOWHHWHILVWDQ®ILRHQWMHTXILUHPHQWYV
X Q G H WatlitaHProfession Act

6FUHHGLQWHKDORPWHYV XQWKHVWDEOLRKWN@WREBE OR\PHDQW L HRLY/
HIDPSQUHDWKHKDUHTXLHLHULEZQWHWKHRYHU Q PRHIGWK HRUW K ZHHWUW LW RULHV
J)LQDQRURO P DWW €)P6 W KVH U H HRUW IQWWMKUWRDOGEEE UDPRUHH QHUBOXLUHPHQW
VXFK DV H[SHULHQFH LQ D FRPSXWHUL]JHG DFFRXQWLQJ HQYLURQPHQW

"KHUBRVVLRMEWMFUHHGUQWHMKDDOFRPS O HWHEGUWRWKBUHSDUBRWARRB
DGYHUWLVHPHQW
7KH VFUHHQLQJ FULWHULD VKDOO EH FRPSOHWHG SULRU WR UHYLHZLQ

Procedures

TKHXPDRHVRXUBHIBSYHYVH@EW B'WIDMEHMR W K\WHF U H H QW QMBHDM QN KIHF W X D O
NQRZOHGJH VNLOOV DELOLWLHV H[SHULHQFH DQG HGXFDWLRQ VSHFL

7KK FUHHRUWOQWHRD WIHGE L J QRIIE \D PO P E HRIIW KGH O H FA\RLFRPQ. WWARHDHG L F D W H
FRQVHQVXY DJUHHPHQW RI WKH 6HOHFWLRQ &RPPLWWHH

7KHR UL JE@BRIW KWHF UHHBW QW E D WHHEE L J QE\G GE O H FAARIFRFQ WWMRE H UV
SODFHG RQ WKH FRPSHWLWLRQ ILOH

6HH WKHHHQLQJIRULMHULDPSOH

Authorities and References

3XEOLF 6HUYLFH $FW
6HFWLRQ $SSRLQWPHQWYV E\ FRPSHWLWLRQ

Last Updated: $XJIXVW
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Introduction

$ MREGY HUW LYHRHIQGHOH IY Q KRW P PAMRX R Q LLIQ B8 GY VG Q@ PR/ X WIXHAPR S S O\
RQ D SRVEWHRQUDWLRQ LV UHTXLUHG WR GHYHORS DQ HIIHFWLYH DC

Definitions

Human Resources Representative PHDQWKRMRSOR\RHVKHHSDUWPHRIGWPDQ
5HVRXUFHV GHVLJQDWHG WR FR RUGLQDWH WKH UHFUXLWPHQW SUR

Selection Committee LQFOXEBMWVQRWHFHVVDHVOQNIWRPBHEXPD@HVRXUFHYV
5HSUHVHQ@QQBKEX BHU YRAIWKBIRVLWHR QUO OKGEUBSSUR S DPBIWH WU W K
WHFKG@ULSEBOWERR P XQLAS UH YV HRME M IGYGW®/ K&H O H FRLIFRPQ. WR\LRHE W U

D IXOO SDUWLFLSDQW RU LQ DQ DGYLVRU\ FDSDFLW\ ZLWK QR YRWH

Competition File LWKRIILFUBPORRIW KHRPSHWERQWOQ DQER B X P HDHM X LEAH G
SROLFLHVY DQG JXLGHOLQHYV

Equivalencies DUMKWDULRRYPELQDWRIHRGXFDW ORI SHU L WEIAB LW FBARW KH
HVVHQWLDO GXWLHV RI WKH MRE

Qualified PHD QWKD®WSOLPBWM GHWHHEGXRDDPWQRR(GHULRBFNLY D OWREBEWHV
DUH HVYWDEOLVKHG E\ WKH 6HOHFWLRQ &RPPLWWHH

Systemic Employment Barriers UHIMWWIREHTXLUHWHK@WN IH|PO XIXD OLSHRGOH
IURFRPSHWRQUREYRW[DPSQ@HMHTXLUYILQW H[SHULHRDAK LVFULPRLIDOL\@N W
SHRSOH ZKR KDYH QHYHU ZRUNHG IRU WKH *1:7

Guidelines

BQGHIRFLUFXPVWHKRKEWRPSHWEWILGRH U W QWOHEKRHH S XWHD B LKLV KHU
GHOHJDWH KDV DSSURYHG D YDOLG MRE GHVFULSWLRQ DQG RUJDQL!

7KH MRE DGYHUWLVHPHQW PXVW QRW UHVXOW LQ WKH HVWDEOLVKP

3RVLWYRRXBKHY DO X BWHBE G Y H U WIKH@H BIRWY VL 6 WH U WZMN R BXQW
HYDOXZWQ®&QDWLPBEDFXWD ORL@G RXID Q\RLMKBISSOLFDIQMUH IRQ &\QGH U
H[W HQ X PMILRXP VW D ®BIRY L \& HRGY H U WK IVBIEED L WILREEY D O X D,\QWRBY H Q W
WKH IROORZLQJ VWDWHPHQW VKRXOG E Bakgis Cukeitty @ndeQreWev& DG Y H U V

1HZVSDBEYHUWL POREHM WK RSSQRDBRWXE®RGIRUPDWRBD GYHUWLWPKFMQWYV
EH SODFHG RQ WKH *1:7 +XPDQ 5HVRXUFHV ZHEVLWH

,IDSSURSDRPD®/NOBP®\EHXVHGE ODFKIBIXOO BRG\PLG VIR HPDW O X\VaHHV
VDPHQIRUPIDWDRXYO O HRGMHU W L \VEFXKREH QWKH \GVH WDQVOK 8 X W LHH&XFDW LR Q
H[SHULHQFH DQG HTXLYDOHQFLHYVY VHFWLRQ

$ VKRSSLQJ OLVW DGYHUWLVHPHQW VKDOO LQFOXGH WKH IROORZLQ

KWW S Z2ZZ KU JRY QW FD SROLF\ KUP +LULQJ BURFHVYV GRFXPHQWY 6KRSSLQJ/I
KWWS ZzZZ KU JRY QW FD SROLF\ KUP +LULQJ BURFHVV GRFXPHQWY )XOO%RG\$
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D 3RVLWLRQ WLWOH
E (PSOR\LQJ GHSDUWPHQW
F 3BRVLWLRQ ORFDWLRQ
G 7\SH RI SRVLWLRQ LQGHWHUPLQDWH VHDVRQDO WHUP SDUW WL
H +RXUO\ DQG DQQXDO VDODU\
| IRUWKHUQ $OORZDQFH DPRXQW
J &RPSHWLWLRQ UHIHUHQFH QXPEHU IURP 3HRSOHBRIW
K &ORVLQJ GDWH
L :KHUH WR VXEPLW DSSOLFDWLRQ SKRQH PDLOLQJ DGGUHVV H PI
M,  DSSOLFDEOH WKDW WKH SRVLWLRQ LV D PDQDJHPHQW RU QRQ
N (TXLYDOHQFLHV ZLOO EH FRQVLGHUHG
O$Q HOLJLELOLW\ OLVW IRU VLPLODU SRVLWLRQV PD\ EH HVWDEOL\
P (PSOR\PH@WPSRYVLWLRQMUBFFHSVWDE O MMHFREIGH/F3IRVVHVRILR Q
D FULPLQDO UHFRUG ZLOO QRW QHFHVVDULO\ GLVTXDOLI\ FDQGLG
Q &DQGLPXWHVH DGO 'QWVK HIOL J LXQ GWWIH | L U P DHF MWIHROQ L R U G\M R
UHFHLYH SULRULW\ FRQVLGHUDWLRQ
R 8QGHUILOOV PD\ EH FRQVLGHUHG
7UDQVIHU $VVLJQPHQWYV PD\ EH FRQVLGHUHG DQG
T

YRR S LRHW KMIRER VWG H V F U LSSOH IRIQMAL KMHP S O R\ PRISSBIR U W SQUW L H V
RQ WKH +XPDQ 5HVRXUFHV ZHEVLWH

$ IXOO ERG\ DGYHUWLVHPHQW VKRXOG LQFOXGH WKH IROORZLQJ

m

$ EULHI VXPPDU\ RI WKH PDMRU GXWLHV IURP WKH MRE GHVFULSYV

7KHEDVERPELQDRVHB®FD WL RBU L WMQ@REZ O HIGJG® N L DONQ WILQVIKE
VFUHHQLQJ FULWHULD DQG MRE GHVFULSWLRQ

F SBRVLWLRQ WLWOH

G (PSOR\LQJ GHSDUWPHQW

H SBRVLWLRQ ORFDWLRQ

I 7\SH RI SRVLWLRQ VHDVRQDO SDUW WLPH WHUP

J +RXUO\ DQG DQQXDO VDODU\

K IRUWKHUQ $OORZDQFH DPRXQW

L &4RPSHWLWLRQ UHIHUHQFH QXPEHU IURP 3HRSOHG6RIW

M &ORVLQJ GDWH

N :KHUH WR VXEPLW DSSOLFDWLRQ SKRQH PDLOLQJ DGGUHVV H PI

O $IILUPDWLYH $FWLRQ HPSOR\HU

P ,1 DSSOLFDEOH WKDW WKH SRVLWLRQ LV D PDQDJHPHQW RU QRQ
KWWS ZzZZ KU JRY QW FD HPSOR\PHQW
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Q )REFRSLRHW KMRER VWG H V F U LSSOHIRIQMA K#HP S O R\ PRISBR U W SQUW L H V
RQ WKH +XPDQ 5HVRXUFHV ZHEVLWH

R (TXLYDOHQFLHYV ZLOO EH FRQVLGHUHG
$Q HOLJLELOLW\ OLVW IRU VLPLODU SRVLWLRQV PD\ EH HVWDEC

(PSOR\PH@RPSIRV L WIHRTQ\DUB VF H S V¥ D E P HUFRBIGVRBR V V H VIR R Q
FULPLQDO UHFRUG ZLOO QRW QHFHVVDULO\ GLVTXDOLI\ FDQGLC

U &D QG L GPXWRMVH GO \QW/K IO J LEQ G WM | L U P DHF MWMIROQ L R U GW B
UHFHLYH SULRULW\ FRQVLGHUDWLRQ

V 8QGHUILOOV PD\ EH FRQVLGHUHG
W7UDQVIHU $VVLIJQPHQWY PD\ EH FRQVLGHUHG DQG

X *RYHUQ RHWQRAHR UWKZHV WL VORUBAM SWDRBINGHR UQ G L YE B X IDGMNG
DIHQFLHYV

$00 MREV PXVW HRH DMGKHH YW VHEZVZLMWMH IRY QW FD HPSOR\PHQW
KHUH SRVVLEOH LQWHUQHW DGYHUWLVHPHQWY VKDOO LQFOXGH W]
7KH IROORZLQJ VWDWHPHQWY VKRXOG EH LQFOXGHG LQ HYHU\ DGYH

D 3&DQGLGEDXWRUHDILLWGHQWKHLQULILECFOUGCMWB HFHEYHRBRWVLGHUDWLF
XQGHU WKH $IILUPDWLYH $FWLRQ 3ROLF\ DQG

E (TXLYDOHQFLHYV ZLOO EH FRQVLGHUHG

TKHORVEQDWMRUPDMYRHHNVRWKBHGYHUWLMHBRMMHD/UD@ R ZVSDSHU
FORVERWHRXEBEBVWDIIHUHGRQGDHGQHVER®DA\ULGDRRZHY WK PW\EH
OHQJWKHQHG RU VKRUWHQHG GHSHQGLQJ RQ WKH '"HSDUWPHQWTIV V

KHUH DSSURSULDWH WKH IROORZLQJ VWDWHPHQWY VKRXOG DOVR |

D 7KLV LV D QRQ WUDGLWLRQDO RFFXSDWLRQ DQG RU
E 7KLV LV D PDQDIJHPHQW RFFXSDWLRQ

&ULPIUHFRUIGHFINVMBIHT X UBEBGR VLWIW QY XWMFHH FWLR@RQG XAMA&UQPLQDO
5HFRUGV &KHFN

OLGGRIHQ D JHPRIFAX SDW URGMR Q V L GRHOUHBE H PRI S D WRLW @¥MX U S R/ IH V
W K$ | L U P D$/F MBIR@ L2FQ OV K RYRIV L WZLLRADKWR X U GL2IRERVR GVHW D UZNWQKI DU H
FRQVL DG HPRHRFW S D W/IKRHQDAU'HH S X WA Q L VWNU VW B QWL Q L VWHHIFWR U
DQG 6XSHULQWHQGHQW OHYHO SRVLWLRQV

6RPIRLGGRDHQDJHPRIKAXSDWDEMYRQ WUDREWX B QWOREOXP DRHVRXUFHV
5HSUHVHQ@WQ&/HEBRH UWIKIR &FRARWKIRVLWQBE IWR KIRQ 7UDGLW&E RQDO
&RGH /LMY OLVW LV XSGDWHG ELDQQXDOO\

Procedures

SULRWBGYHUWNKMXPIDRHV R X BHISY HV H @EWR QR W.IDYRHR W WHKBDJHHP S O R \RI®! V
WKH 6WDIILQJ BULRULW\ /LVW WR FRQVLGHU IRU WKH SRVLWLRQ

KWWS ZzZZ KU JRY QW FD HPSOR\PHQW
KWWS ZzzZZ KU JRY QW FD HPSOR\PHQW
KWW S Z2ZZ KU JRY QW FD HPSOR\PHQW
KWWS ZzZZ KU JRY QW FD SROLF\ KUP +LULQJ BURFHVV GRFXPHQWY 1RQ7UDGLYV
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TKHXPDEHVRXBHIBVHVHQWOWULIRARPS HWLAVHRI@QIAPHHIRWKIHRSOHVRIW
S5HFUXLWPHQW ORGXOH DQG LQFOXGHV WKH '"HSDUWPHQW &RGH H J 5F

7KHXPDRHVRXBFISVHV H GW WY IUNMKIHH ¥ X [GLHWVGV U I R MWKIHR ® H U W LIVRIG H Q W
SUHSDIUPB SURSG UDWH Q/XIHQ IRUP WV\WHR QLQN BMRGEH V F U LBQWERWHH QL Q J
FULWHULD

7KHSXSHUYRLYRURWHKBGYHUWLSHPREWKSIRVLVEHR@G Y H U WIK\MHHGP D Q
5HVRXBHISWHVH @Y BRVQWRUKHUAR Q V L VW QHAG X FDIVQ B[S H U L B QVIKH G
WKH MRE GHVFULSWLRQ WKH VFUHHQLQJ FULWHULD DQG WKH DGYHUW

&RSLHV RI WKH DGYHUWLVHPHQWY VKDOO EH SODFHG RQ WKH FRPSHW|

Authorities and References

3XEOLF 6HUYLFH $FW
6HFWLRQ $SSRLQWPHQWYV E\ FRPSHWLWLRQ

Last Updated: $XJXVW

Online Edition URI: KWWS 72zZZ KU JRY QW FD SROLF\ KUP +LULQJ B3URFHVV
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Introduction

*1:7 DGYHUW M/RQBEWKMHRVMIITHFVEDYWR D[LP LWHKBIG Y H U VDX\GLAHII FPHK L Q
DYDLODEOH DGYHUWLVLQJ H[SHQGLWXUHYV

Definitions

Human Resources Representative PHDQWKRWRSOR\RHNKHHSDUWPH®WPDQ
5HVRXUFHV GHVLJQDWHG WR FR RUGLQDWH WKH UHFUXLWPHQW SUR

Selection Committee LQFOXEBMWVQRWHFHVVDHVOQNIWRPBHEXPD@HVRXUFHYV
5HSUHVHQ@QQBKEX BHU YRAIWKBIRVLWHR QUO OKGEUBSSUR S DPBIWH WU W K
WHFKG@ULSEBOWERR P XQLAS UH YV HRME M IGYGW®/ K&H O H FRLIFRPQ. WR\LRHE W U

D IXOO SDUWLFLSDQW RU LQ DQ DGYLVRU\ FDSDFLW\ ZLWK QR YRWH

Published Advertising LW RPSHWLGMRQW L \GH ¥ WQWEKUREKE KV S D SWKUW HU Q H W
PDJD]JLQHV MRXUQDOV HWF

Advertising Agent LWKHRPSDRIBHUVIRSSRL @WHIGHL: 7 WE HUHV S R Q'\RIWE OH
SODFHPHQW RI DOO *1:7 QHZVSDSHU DGYHUWLVHPHQWYV

Guidelines

*1:7 HPSOR\PRIR UW XOQUIMWWE HYGY HUWQV K&D S ZU WAL U F X OLDQVQIR B
FRPPXQLWLHYV FXUUHQWO\ 1HZV 1RUWK

JRIFRPSHWLQ\LIPROQWDGY SHFUHRIJUDSRUHBDOFRPPXQLWWKFOXGLIQAXUUHQW
ERXQGIRUWHKMR UWKZHVWLWRWHKEN RI<HOORZNQHBXY HUWDVHKDUULHG
RXW HLWKHU LQ DGGLWLRQ WR RU LQVWHDG RI DGYHUWLVLQJ LQ W

$OMG Y H U W L \PEKR/WRIOVORIZHHG Y H U W L RIERDRIV W LIDXIVG H DQAK | L FLID@I XD JH V
0DQXDO DQG VWKMXDO7 ,GHQWLI\ 3URJUDP

1HZVSDBGEYHUWLVBRRHB@PWYWHOSLYBQEHOORZINGN RHD G Y HU WQWHI@PF K
ZHOO DV (RQUWQFVK DGYHUWLVHPHQWY DUH SODFHG LQ / $TXLORQ QHZ

"KH@SRVLWHRRVWHIIIM O DK Q R WRI HILFOLI@J XAIWHIRR UW K ZHV WLW.RWLHV
PXVEMD GYHUWQRY HGDWQIGQV KWHH T X LIRIHGO-D@J XIDQWHKWHH I L RQWBUULWRULDO -
QHzZzVSDSHU V FRQVLGHUHG DSSURSULDWH E\ WKH DGYHUWLVLQJ "H:¢

"HS DUW PRHHDRQ@D/U URKIDIGY H U W LNRUWBABWR P P X QRRW/N J L RN Q WFICRDQAVQ. RIZHH®
WKDSD\OHYHOWRORFGIOVWULE XFRIPFEIWBWRV RO Q& OD FH PRHIWK H1 : 7
HPSOR\PHQW RSSRUWXQLWLHV ZHEVLWH

$G Y H U WLVDLIRQWH V W UWRWHEZY S D DIUB/R VW BQVWHG LXPQFOXWKGIWHUQHW
FRPPXQLW\ UDGLR RU WHOHYLVLRQ VWDWLRQV SURIHVVLRQDO PDJC

KWW S Z2ZZ KU JRY QW FD SROLF\ KUP +LULQJ BURFHVV GRFXPHQWYV 2IILFLDO/D
KWWS Z2Z2Z HIHFEXWLYH JRY QW FD RIILFHV FRPPXQLFDWLRQV YLS
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&RPSHWLWILRQ 3RVWHUYV

&RPSHWLWLRRQUHRYWHRHG R HWKHRAPHQW RSSRUWXQLWLHY ZHEVLWH

SXEOLVKHG 1RUWKHUQ $GYHUWLVLQJ

3XEOLDIGHGE UWRWIOM: 7 'HSDUW P B@W WDGMS J H Q F IH ¥ O X GALIQHD W H ULQH W
FRRUGLQDWHG WKURXJK D FHQWUDO DGYHUWLVLQJ DJHQW

2XWFURS
3KRQH

)DI

7RO0 )UHH

(PDLDGV#RXWFURS FRP

1RUWKHUQ QHZVSDSHU DGYHUWLVHPHQWY DUH WA\SLFDOO\ SXEOLVKHG

7KHGHDGORQHZV 1RUWRZDWMKSIUHFHGH®QHVGDA 30 30 H DPKHH FARK H
DG Y H U WL WIQQ\RIWW KHOLDQ/ VE GLYHHG WH D GQIRFK P H QRX Q@VK$HGPLQLVWUDWLY H
$VVLVWDNDVE QUIFARRONRWWKBORUW ISBDISE WK HD G Y H U WLIWHLQDA R XEOHG
FRQWDFWHG WR FRQILUP GHDGOLQHV IRU VRXWKHUQ QHZVSDSHU DGYF

SXEOLVKHG 6RXWKHUQ $GYHUWLVLQJ

3XEOLWDIGHEH UWRVVIQABB GD X G L HR>XW VWG&HR UW K Z HVUW L WK R XR@GE\H

FRQVLGHUHG ZKHQ

D $GYHUWLVLQJ LQ WKH 1RUWKZHVW 7HUULWRULHYV KDV IDLOHG WR

E ,OQGLYLEZXWHEHYKHHTXLUXEOLILFADWRLRWND GLOD L OD@MOKHRUWKZHVW
THUULWRULHYV

3XEOLVRK® KHUMH UW L VIHPAHQWE K, @IV H UFQGABMHY XSSOHPHOWMIREOWDQHRXYV
QRUWKHUQ QHZVSDSHU DGYHUWLVHPHQWY DQG FRPSHWLWLRQ SRVWHL

OQWHUQHW $GYHUWLVLQJ

+XPDOHVR X BHSW HV HQ WMEEDN\VEHKWD OR HD G Y H U VRIOMKIQ WH UR BW O
*1:7 SRVLWLRQ YDRXQEHHWRVHHVHUQHW UHFUXLWLQJ

+XPDQHVRXWHSWHYVHQWHDINMNDHOVIIHFHY X L WPWRWYVVHVWKHROXPRAG
HOLJLELOLW\ RI FDQGLGDWHYV ZKR UHVSRQG WR WKHLU ,QWHUQHW DGY

Procedures

)J)RUWD OSX E O L \DIGHG U W L VH FFFODQXWBNH IQRQ WHUWKMXPDOHVR X WBHBWHVHQWDWLYH
IRUZDDGERSRIWKBIGN RV KBIGY HUVWUWIQYP G SHF LZKHWXH ZV S D 3/HKKUNL VW R
DGYHUWLVH LQ

6HQG DGYHUWLVHPHQW WR

2XWFURS
3KRQH 7RO0O )UHH
KWWS ZZZ KU JRY QW FD SROLF\ KUP +LULQJ BURFHVV GRFXPHQWV &RPSHWLWLRC
KWWS ZZZ KU JRY QW FD HPSOR\PHQW
KWWS ZZZ KU JRY QW FD SROLF\ KUP DGV#RXWFURS FRP
KWWS ZZZ KU JRY QW FD SROLF\ KUP +LULQJ BURFHVV GRFXPHQWYV *XLGHWR,QWH
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)D|[
(PDLDGV#RXWFURS FRP
7TKH DGYHUWLVLQJ DJHQW ZLOO DUUDQJH IRU )UHQFK WUDQVODWLRC

7KE 1L FAD®I X D IHAM VR RADK' M S D U W RH(GW F D WELRIMXQUGEP S O R\ P A ® W
FRQWDFWHG LI DQ DGYHUWLVHPHQW PXVW EH WUDQVODWHG LQWR R

$1WMKBIGY HUWLIWERNYH S DJGIVYDRWV KBIG Y H U W L \ MR WYX WM IGHX P D Q
5HVRXBHAISYHVHQRAMHNLLY HF DRAHORRDBH VR X BRISWYH V H @8 B WRAWYESH VL J Q
OD\RXW DQG FRQWHQW RU UHFRPPHQGYV FKDQJHV WR WKH DG DQG U

7KH +XPDQ 5SHVRXUFHY 5HSUHVHQWDWLYH VHQGV WKH DG WR WKH SH

$IWMWEKEHXSHUYDLYRWRW KBIGYHUWLWKRANHRBDBRHVRXBHSWHYVH@ALYWUY.HEXWH
WKH DG DFFRUGLQJ WR WKH FRPSHWLWLRQ W\SH DQG ORFDWLRQ

TKHXPDRHVRXBHMWHYVHQWPFWRWEBG Y HUWIMWNORUWK VLRXMHKRSOHGRIW
SHFUXLWPHQW ORGXOH
Authorities and References

SXEOLF 6HUYLFH $FW
6HFWLRQ $SSRLQWPHQWYV E\ FRPSHWLWLRQ

211LFLDO /DQJXDJHV $FW

*1:7 91VXDO .GHQWLW\ 3URJUDP

Last Updated: $XJIXVW

Online Editon URI:  KWWS ZZZ KU JRY QW FD SROLF\ KUP +LULQJ BURFHVV

KWWS ZzZZ KU JRY QW FD SROLF\ KUP DGV#RXWFURS FRP
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Introduction

"XUL@KMHGYHUVEHULBEHK P D®HV R XWUHFHU HV H W IDW NYOHR Z GHHGlIH R Q R
DSSORBWKHRPSHWIEZWIRR @OLQWBRG Z.@Q@®D\UHG XWKRXPERWDAORP
DSSOLFDQWYV

Definitions

Human Resources Representative PHDQWKRWRSOR\RHNKHHSDUWPH®WPDQ
5HVRXUFHV GHVLJQDWHG WR FR RUGLQDWH WKH UHFUXLWPHQW SUR

Guidelines

$FNQRZOHGJLQJ DSSOLFDQWYV LV YROXQWDU\

$OOKHGOEGBWRIHVVEZR EGDIBRQWDEMWMG. XRX RYUHFHRBMWKHILIISOLFD@E& RQ

SUR'Y LZG MO H WWKHDLD MWIKGHR W K H QWY HLUZR/WWN L QUKGIR UDGKB G Y L WLKQHIPK D W
WKH\ PD\ EH FRQWDFWHG UHJDUGLQJ WKHLU LOQWHUHVW LQ QXUVLQJ

&DQGL @B BW\RIP DRD\E HV H@WH O HF WOURRNQRLAEZ O H GLIW RAHIQQNG L GORMOX G H V
D YDOLG H PDLO DGGUHVYV LQ WKHLU DSSOLFDWLRQ

7\S L FDDOFO\Q R Z O H GO H W BMPER\Q | LUHF HRLIG/\KDHS S O L FUDHQAMPRAL O/ D Q WIKQIP
IRU H[SUHVVLQJ LQWHUHVW LQ \RXU SRVLWLRQ

Procedures

TKHFXPDOHVRXWBHBWHVHQWRONMILIFER SRIDQDFNQRZOHGOHMADRAD F K
FDQGLGDWH

Last Updated: $XJXVW

Online Editon URl:  KWWS ZzZZ KU JRY QW FD SROLF\ KUP +LULQJ B3URFHVYV

KWWS ZZZ KU JRY QW FD SROLF\ KUP +LULQJ BURFHVYV GRFXPHQWY $FNQRZOHC(
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Introduction

SULWEHYLHBHQ X PMKGH O H FANRLPRPQ. WVHW MHD E @ Q WKHHIVKIHH/AVDL.RBRYWVLIQPHQ WYV
WKDW DUH XVHG WR PHDVXUH DQ DSSOLFDQW V DELOLW\ WR GR WKH

Definitions

Human Resources Representative PHDQWKRWRSOR\RHNKHHSDUWPH®WPDQ
5HVRXUFHV GHVLJQDWHG WR FR RUGLQDWH WKH UHFUXLWPHQW SUR

Selection Committee LQFOXEBMWVQRWHFHVVDHVOQNIWRPBHEXPD@HVRXUFHYV
5HSUHVHQ@QQBKEX BHU YRAIWKBIRVLWHR QUO OKGEUBSSUR S DPBIWH WU W K
WHFKG@ULSEBOWERR P XQLAS UH YV HRME M IGYGW®/ K&H O H FRLIFRPQ. WR\LRHE W U

D IXOO SDUWLFLSDQW RU LQ DQ DGYLVRU\ FDSDFLW\ ZLWK QR YRWH

Technical Suitabilty UHIHWR/ KVWNLBGOGXFD WIUDQMQRWQRZOKWGIK MURDGFFHVVIXO O\
SHUIRUP WKH MRE GXWLHYV

Personal Suitability UHIHWK KHR W LY DARIURG E LFRW P X Q L FD@/8 RWBH O DSMIRG O H
VNLOOV DQG DWWLWXGHY UHTXLUHG WR VXFFHVVIXOO\ SHUIRUP WK}

Behavioral Suitability UHIHWRVKSUHY L RGH/FR Q V WEHDKDH G\RUDW B HFHV WRU\
VXFFHVVIXOO\ SHUIRUP WKH MRE GXWLHYV

Systemic Employment Barriers UHIMWWIREHTXLUHWHK@WN IH|PO XIXD OLSHRGOH
I[IURPRPSHWRWBERW[DPSOHTXLWYWLQIH[SHULHQ@RGLYVFUL PLQDL&RIR/S O H
ZKR KDYH QHYHU ZRUNHG IRU WKH *1:7

Prohibited Grounds of Discrimination D UMD FFHR OBQ FH VQADWY L R @ BMKIRA E 3 @DREIH
RULJIAQHHGIOLDURMHQLYVDEVY A MW XROL HQ WMWY GRIQH Q WD WAVWDDWDR/L O\
VWDWXRFRLDAMLOLBWROR@HPIBROLWYVBOLYREFRQGLMWMQAEBERQYLARURQ
ZKLFK D SDUGRQ KDV EHHQ JUDQWHG

Bona Fide Occupational Requirements DUWKHYVHQGXKVWOERHIVMRE[DPSOH. JKZD\
3DWURO 2IILFHUV DUH UHTXLUHG WR GULYH YHKLFOHV RU 60DYH\ ,Q

Guidelines

,QDGGLWIRRUI ®H VW MR@M O H FEAR.ARRQL WADMUWHH @D QD V VL J Q RIQIWR H O S
GHWHUPLQH DQ DSSOLFDQWYV DELOLW\ WR GR WKH MRE

4 XHVW IDRQNL J Q PIH@BAVH/ AW YLOHDO IV WVHK RG KW IULHHW SR Q V LNEQ R Z O/HDEDYGN L O O V
VSHFLILHG LQ WKH DSSURYHG MRE GHVFULSWLRQ

4X HVW LRQAM J Q PHIQ® M WKWDQ@RE LV F U L PLIDD\E®W G L GEDVHRES URKLELWHG
JUR X X@\D MKMD\UB H F H V VFOW K$HH U | R U PRIQ E R QIR GRYF F X S D WIHRFGXD O FDR/H Q W
VSHFLILHG LQ WKH DSSUR QMG VRIEHE HNKFHWVYVBMRIGRQ WR $YRL G

KWWS ZzZZ KU JRY QW FD SROLF\ KUP +LULQJ BURFHVV GRFXPHQWY ,QWHUYLHZ
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4 X HV W LDRQAL J Q PIHGD@VHV WK DEOHB VW D E QI REIG QW K B WGIOI H F WD V M BV K/H
WHFKQLFDO SHUVRQDO DQG EHKD Y LRXUH\OM. RIQVDE G COLWAL B Q BHRDD G [ G

A XHVWLHIRQAM JQ PHQ®V N WKVEOHEBE HY HO RZKHHEAS R VV LEOIHR BV KWFUHHQLQJ
DSSOLFDWLRQV

4XHVWLRQV DVVLIQPHQWY DQG WHVWY VKDOO QRW LQWURGXFH V\VWE
4XHVWLRQV VKDOO EH ZHLJKWHG UHODWLYH WR WKHLU UHOHYDQFH WF

7KH H O H F &R RRL WWKHDEDIOW H UWIK@IH VL BHGIK WR @DV VLI Q BHQWEV K H
LQWHUYLHZV

$ODXHVWIDR/QVJQPH@BMVWWHW R Y D O X.OMWWHH UUYHL W 2OKRMDIOF OX B HIHVWHG
UHVSRQVHVY WKDW DUH DSSURYHG E\ WKH 6HOHFWLRQ &RPPLWWHH

Procedures

8V L QWKMREH V F U LLSMVUL IR IH U HDGBRUHIR WY KLHQ W H UMKIHAVAN DR @ VJ Q P HVQRWDVD \G
DQWLFLSDWHG UHVSRQVHV LV SUHSDUHG IRU UHYLHZ E\ WKH 6HOHFWL

6 HOHFMRIAFRRQ WAWIRHEHHIDYS URMHL QG ODR W KIHQ W H UKIHHVAV DR @V J Q P IDQ@QW V
DQWLFLSDWHG UHVSRQVHYV

6HOHF®RRELWRMHPHEHDOVRHYLBI@® SSURWKHHFRP P H @G HGK WRGHID F K
TXHVWL\RQLJIQPB@WD \E HDOW KWHH O DAMLLY K R IMDKLIHQ W H UYV. WIZI Q PB G VR U
WHVW LQ WKH ILQDO RYHUDOO VFRUH

$ FRSRIW KIHQ W H UN'XLHVZWD R @@ W L F LISHDWASHR@ QKEMD S S O L PIVE/Q BIQ P HDQVE V
WHVWY DUH SODFHG RQ WKH FRPSHWLWLRQ ILOH
Authorities and References

SXEOLF 6HUYLFH $FW

3XEOLF 6HUYLFH SHIXODWLRQYV

SINLUPDWLYH $FWLRQ 3ROLF\

JLODQFLDO $GPLQLVWUDWLRQ $FW

+XPDQ 5LIJKWV $FW

&DQDGILDQ &KDUWHU RI 5LJKWYVY DQG )UHHGRPYV

Last Updated: $XJXVW

Online Editon URl: KWWS Z7ZZ KU JRY QW FD SROLF\ KUP +LULQJ B3URFHVYV

KWWS ZzZZ KU JRY QW FD SROLF\ KUP +LULQJ BURFHVV GRFXPHQWY ,QWHUYLHZ4X]|
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Attachments

SWWDFKPHOQW $ 6DPSOH /HWWHU WR 'LVPLVVHG RU 5 HMHFWHG RQ 31

Introduction

2QFMWKBIGYHUVSIHMLI(RISR P SOB@® KFHXHVWDR@W VL JQ PHIQSVM S D WHKSI
6 H O H FAARLFRPQ. WWMN HH DYIKS S O L ADBVHLW & UZPKLRD H H WKUHH T X L U H® ENQAGHVE H
VFUHHQLQJ FULWHULD DQG ZKR ZLOO EH VHOHFWHG IRU DQ LQWHUY

Definitions

Human Resources Representative PHDQWKRWRSOR\RHNKHHSDUWPH®WPDQ
5HVRXUFHV GHVLJQDWHG WR FR RUGLQDWH WKH UHFUXLWPHQW SUR

Selection Committee LQFOXEKWWVQRWHFHVVDHVYONUWRDHXPD@HVRXUFHYV
5HSUHVHQ@QOQEBKEXBHU YRAIWKBHR VLW HR QUO OKEBEUBSSUR SDPBIWHHW W K
WHFKGQILEBORERIRP X QLMS U HV H PP M IGYGHA/®/ K&-H O H FR/ARLFRPQ. WRALIHRL W U

D IXOO SDUWLFLSDQW RU LQ DQ DGYLVRU\ FDSDFLW\ ZLWK QR YRWH

Technical Suitabilty UHIHWUR/ KHWNLBOGXFDWIURPQMQAKRAQRZOWEIK WRDG-FFHVVIXOO\
SHUIRUP WKH MRE GXWLHYV

Competition File LWKRITLFUBORRIW KHRPSHWERQWQ DQER B X P HQHM X LEAH G
SROLFLHVY DQG JXLGHOLQHYV

Screening Criteria D UHV WD E QMKW & UPKICAHD Q GLAXWE RIUX U WKRIQVLGHUDWLR
7TKH\ FRQVLVW RI D FRPELQDWLRQ RI SUHUHTXLVLWH H[SHULHQFH DC

Affirmative  Action Policy PHDQWKHXLGHOLRBWS SRWUKML: 7fVFRPPLWPMR W
FRPSHWMBD®HU YWKIDWHSUHVHR W BRSO DWH R QWNW KHXPDRHVRXUFHV
ZHEVLWHAZDKW JRY RW BPDFRS\ RI WKH $IILUPDWLYH $FWLRQ 3ROLF\

Guidelines

OHPEHRIW KéH O H F&\RLPRPQ. W/W BLIBH® X ® D Q L FFRRQW R QWKRIX W F RIMHKMVFUHHQLQJ
SURFHVV

7KHXPDRHVRXBHSW HV H QW DUBHPLIDG® O H FS&ARFARRQ. WAWMIRE HW K D®SOLFDQW
LQIRUPDDMIWRARPSHWBWRRBWW R Q| L G HIQQ\BN B (\VDIDS S O L F W MRS M
FRQVLGHUHG IDLUO\ DQG L G IDIEFR\G DYOH I$ FAL WRKQWBIRHD L F \

TKHOHOHFRRRRLWRDHN KV H QDVVLJIQRMHDW L@RDUURMKHIHEBEG® SSOLFDQWYV
VFUHH@QMBH QWHUYLHZKIGE RQBIGHF L WXR/@HP D GHH JD UW K®H O DYWDLOHH
RI WKH DVVLIQPHQW UHVXOWY LQ WKH ILQDO DVVHVVPHQW RI WKH F

KWWS zZzZ KU JRY QW FD SROLF\ KUP +LULQJ 3URFHVYV GRFXPHQWYV SWWD|
KWWS 7zzZ KU JRY QW FD
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8QGIQWF L UF X PV W B Q6BHAD/H FS&RARRQ WP IR B HIR/Q WD KX U U H ®DS\O RRIBRUN K H U
UHIHUHRIPHD QGLGXWHQKWFUHHQUBFHWHWBHFWLRQRQGXFMWHUE U HQFH
&KHFNYV

,QGHWHURERQ O R\EKRI URIQNV K&V D | IZQURULMAMW KRVGRVLWERQYWUDQVIHUUHG
W B QRWKRIRIP X QY MDIOBDYWW D 1 IR QURVIMWBVE XFK P S OR\WKMODDY &U L R URLWW \
VWDIILQJ RYHU DOO RWKHU SRWHQWLDO FDQGLGDWHY IRU DOO YDFDQI

,IDSSOLFDWHRONUVYREQGLY LREQ\KBGWDIIRQUR MIVAK RDUARXDOURWE&H
SRVLRIFO@HFRPNXDOWKHEGXQKHDRWHRW UD L YIKE@IX VEH. Q W H U YSLWHLZRHG
WBRGRWKBEYSOLFREWYUBRWYWI IRQURULMWHD @HREWDLQRB/KHHSDUWRH QW
+XPDRHVRXUVWHWKHXPDRHV R XZHHEWDWHZ KU JRY [RWDFDSR IW KH : 7
6WDIIl SHWHQWLRQ 3ROLF\

7TKHE1ILUP DWMWIBR® ZEO XL GH O H F&A\RARRQL. WPMHIRHE HU® HW H U PAIQRZQ & B
FRQVLGHUHG IRU DQ LQWHUYLHZ VHH 6HFWLRQ 6WDIILQJ DQG WKH

$SSOLFDUMIFRIQNHR® PSOR\RES/URE D WRIW Q@ HAXWUJ UM BL @R BWHFRQVLGHUHG
EH\RQG VFUHHQLQJ ZLWKRXW ZULWWHQ SHUPLVVLRQ IURP WKHLU '"HSX!

$OHPSORZMHRKDEHH®LVPLRUWHEMHR BH® E D W IGRHMH P W®& D YIHE D Q G RMQHHG. U
SRVLWQRKZFHUULWBWRBE@GBOYL¥R QV L GHUWHOGARUED H PS ORMNR B § MU IRRIBW
OHDVW WKUHH \HDUV IURP WKH GDWH RI WKHLU GLVPLVVDO UHMHFWLE

*HQH U WVEKOWMHRR XWQWHUYDHWHKH VFIIRRBRWAR P S HW LAVRIZRIQG WDV P D OJWHRX S
RISULREDLRYG L KXDWHNWHWFUHHQH®BWVRPPRORLPUMBXPERWQWHUYMWRZHHYV
WKRVH FDQGLGDWHYV

Procedures

LWKRQAHHRIW KHO R VRIQYXAR P S HW WKRIR RE HRIIW K&H O H F&SARIFRFQ. WWHINH H Z
DSSOLFDWLRQV UHFHLYHG

TKHXPDRHVRXBHIBYHYV H QW B PNERSE O H6RHWID (OSSO LKDWVMH®LVPLVVHG
UHMHRWEGRED RWURKHP MGKDYHBED QG RWQKIE RV LWOR®&B8 D WKUWHD UV
&DQGLEZKXWKHDWHEHHHSUHYLRBXYEL RUHGM HR BBH& E DDMUBRQN RPDWEBBIEQH G
RXWIWKHRPSHWDOWOR@GYLVEAULWBEQP S OHHW WWHU V P L V RHBH M H FRMH G
SBUREDWLRQ (PSOR\HHV

TKHEHOHFWRRRLWWNAMHVMBVFRORUWKDSBEDLFDWEROWRGHWHURLWKH
UHTXLUHRHBOWYYDOHQFHWAUHHQUQWBWMDWLVIKHGB FRPSHWERBN.RQ
DGYHUWRVRMXOWQ®W KHWHERT XDO LLIQBGY LW X®HOO/H FEARFRRQ WADMAR QVLGHU
VRXWKHUQ DSSOLFDWLRQV DIWHU UHFHLYLQJ SHUPLVVLRQ RI WKH '"HS>

7KHHOHFMARFRRQ WADMHG P L Q IDBWHBIV VLJIQWHEW SUWBWUHDWQ G L EZKWRHV
PHHW WKH VFUHHQLQJ FULWHULD

7 K 16 H O H FRARLFRPQ. VHW MW/HD E O I/ K R WY MQ H UVD IOERIUIHR XIS S O L DRI M O H FRWUH G

DQ QW H U¥ILHZP D¥FMYERIQ RINDW ¥ DAV HVEB B H W H UW K @IMGIW H U YIIL K X/HWS K H
QXPERIBDQGL GIVEH VL UP DHW UWMSRIQ RFUD WK ZRBX F U H.HRQD D UWHKS-R PP LW W H H
FDQ XVH RQH RI WKH IROORZLQJ WR KHOS GHWHUPLQH ZKLFK FDQGLGD

D $GPLQLVSWHIUL Q W\ HW RHIM RFSD Q G L GZDQMN RSF R UBIWRR Q VL AR DG
LQWHUYLHZ DQG

E ,GHQWIKIRFVIHQ G L GIRW WM M VINXLDQOIL | L DKV IDRNGAKGHL N H ORI R R BH @WK H
MRE JUHDWHU L H PRUH HGXFDWLRQ H[SHULHQFH HWF

KWW S ZzZZ KU JRY QW FD
KWWS ZzZZ KU JRY QW FD SROLF\ KUP +LULQJ BURFHVV GRFXPHQWYV $WWDFKS$
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7KHFXPDQH VR X WBHSBW H V H QIWFWR WEHH O H FR RRL W \D M WM HV V PIHIQBWK H U
UHOHYQOQRW P DAKILRRQ\E HGR QB LQ F O X@GR WRHAH D FKHV XREE\XVL@Q@JRUPDO
VFUHHQLQJ OLVW $SSHQGLJ[ 3/°

,QGLYL®WRHOY W H U Y BIE#HH@EH UPFRO@W DFWHO VWR XSV LW BV KIHQ W H WDYQ. G Z
SURYLGHG ZLWK WKH IROORZLQJ LQIRUPDWLRQ

7KH QDPH RI WKH FRPSHWLWLRQ WKH\ KDYH DSSOLHG RQ

7TKH GDWH RI WKH LQWHUYLHZ

7KH WLPH DQG DSSUR[LPDWH OHQJWK RI WKH LQWHUYLHZ

7KH ORFDWLRQ RI WKH LQWHUYLHZ

$Q\ GRFXPHQWDWLRQ WKH\ DUH UHTXLUHG WR EULQJ SURRI RI
I 7KH QDPHV RI WKH PHPEHUV RQ WKH 6HOHFWLRQ &RPPLWWHH
7TKH +XPDQ SHVRXUFHVY 5HSUHVHQWDWLYHYY QDPH DQG SKRQH (
K $VVLIQPHQW RU WHVW LQIRUPDWLRQ LI DSSOLFDEOH

I O m m ©

(&

,] QHFHVVDU\ DSSOLFDQWY PD\ EH DVNHG WR SURYLGH SURRI RI WK
"ULWWHQ UHFRUGV RI WKH VFUHHQLQJ UHVXOWY VKDOO EH SODFHG
7KH +XPDQ SHVRXUFHVY 5HSUHVHQWDWLYH XSGDWHYVY 3HRSOHG6RIW DF

Authorities and References

SXEOLF 6HUYLFH $FW

SINLUPDWLYH $FWLRQ 3ROLF\

J)LODQFLDO $GPLQLVWUDWLRQ $FW

+XPDQ 5LIJKWV $FW

&DQDGLDQ &KDUWHU RI 5LJKWY DQG )UHHGRPV

Last Updated: -XO\

Online Editon URl:  KWWS ZZZ KU JRY QW FD SROLF\ KUP +LULQJ 3URFHVYV
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Introduction

2QF MW K&H O HF&SRRRL WAHAWHH U ZIKQ IFRWD Q G L GO VWV HLDYUHW KRQVLGHDDWLRQ
IRUPDO LQWHUYLHZ DVVLIQPHQW DQG RU WHVW LV DGPLQLVWHUHG

Definitions

Competition File LWV KRIIILFUBDORUIG KFHRPSHWERQW®OQ DQEREB X P HHT\K LEAH G
SROLFLHV DQG JXLGHOLQHV

Human Resources Representative PHDQWKRWRSOR\RHNKHSDUWPH®WPDQ
5HVRXUFHV GHVLJQDWHG WR FR RUGLQDWH WKH UHFUXLWPHQW SUR

Selection Committee LQFOXEXKWVQRWHFHVVDHVONUWRDHXPD @HVRXUFHV
5HSUHVH@QWEBWEXBHU YRAIWKBIRV LW HR QUO OKKGIUBSSUR S DPBIW BHWU W K
WHFKGILSEBEORERIRP X QLMS U HV HRMP M IGYGIW®/ K&H O H F&/\RLIFRPQ. WRALFHBL M U

D IXOO SDUWLFLSDQW RU LQ DQ DGYLVRU\ FDSDFLW\ ZLWK QR YRWH

Guidelines

TKHXPDRHVRXUVBHIBVYHVHQWIDDHFOXAKDLUSBQBRQIDF L OWWIBEWH IDYQ G R U
DGPLQLMWKBHWYLJQ RMYMMAYV X UARFPFIS OLDIWKOIUH OH$RQWRLUHRF HGXQGE V
OHJLVODWLRQ

, QW H U WIK-DERI® VR ND\S U H H V W D ¥ BRNT K G WWR @ WE 6D G P L Q L VIVOM KNHDGP H
PDQQHU IRU DOO FDQGLGDWHYV

,QWHUYLHZV PD\ EH FRQGXFWHG IDFH WR IDFH RYHU WKH WHOHSKR!

$VVLIQPBQWMVWWDEHG HV LJ® KRG OMKEH O H FSARARRL. WGMMWHH UPEQAGLGDWH 1\
VXLWDELOLW\ UHODWLYH WR WKH VNLOOV DQG NQRZOHGJH QHHGHG

TKHXPDRHVRXGBHISYHYVH QW DI®®MHQ G L GOWBWER Q FLY MW U XH-W R RVOR/
FRPSOHWH WKH DVVLIQPHQW RU WHVW

*KHUSIR V V LFEDDOHG L &/IX\BEEHBU R Y VGHI® PHQ Y L UR Q ®HBE@W X R MY L R IZ K L FAKR
FRPSOHWH DQ DVVLJQPHQW RU WHVW

$VVLIQPRQWHMPDYEHILY HEH IRBKULRUROORDPIQRUDRQWHUXYQ®D \E H
FRPSOHWHG E\ GLVWDQFH

Procedures

TKH+XPDGHVRXUFAFAHSWUHY HQWMHE DWHKHHMQWHUYRRPQ®DNHNYYDLODROH
QHFHVVDU\ GRFXPHQWY IRU WKH FDQGLGDWH DQG PHPEHUV RI WKH

TKHXPDRHVRXBHSW HV H QM LY WMWXYHQ W H UBYULRIRZA  WKKEGH O H FSAMRLARRL W W H H
SULRU WR WKH VWDUW RI WKH LQWHUYLHZ DQG UHPLQGY PHPEHUV W

D $VN FDQGLGDWHYVY WKH DSSURYHG VHW RI SUHGHWHUPLQHG TXH
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E :ULWH GRZQ FDQGLGDWH UHVSRQVHV WR HDFK TXHVWLRQ
F $YRLG TXHEDMHR®WRQ SURKLELWHG JURXQGV DQG
G $YRLG UDWLQJ FDQGLGDWH UHVSRQVHYVY XQWLO WKH HQG RI WKH L

7KHHOH F&RRRL WSAHHKE HW HUKRRZQ IO N D FKXHVVWLQREK H@Q/ B GP L Q IWKHH U
DVVLIQPHQW LI RQH LV XVHG

7TKHXPD®RHVRXBHIBWHV H QW DAD EYOHD\SKSERUMNKKHHD Q G L BEXDW H H WWKCHIPQ G
LQWURGXFLQJ KLP KHU WR 6HOHFWLRQ &RPPLWWHH PHPEHUV

3ULRU WR VWDUWLQJ WKH LQWHUYLHZ WKH +XPDQ 5HVRXUFHYV 5HSUHYV

D OHPEHRMWKGHOHFS\NRFRRQWWOENTFDQGLADIWHEVHAHRMSUHGHWHUPLQHG
TXHVWLRQV

E 7KH\ FDQ DVN IRU FODULILFDWLRQ RQ DQ\ RI WKH TXHVWLRQV

F 7TKH\ FDQ UHWXUQ WR DQ\ TXHVWLRQ WR DGG RU FODULI\ DGGLWLI
G 6HOHFWLRQ &RPPLWWHH PHPEHUYV ZLOO EH UHFRUGLQJ WKHLU UH
H 7KHUH ZLOO EH WLPH DW WKH HQG RI WKH LQWHUYLHZ IRU TXHVW

| 7KHFDQGLBD®EILY HDY SHFDIRLFEX R MW L PR R P S OBIZWH. WIWH/Q JQ RHQ W
WHVW LI DSSOLFDEOH

6 H O H FEARARRL WP IR IE HDWMW KFHD Q G L S DMWGIH W HUPH QWESB R YL BX Q I FWH © W
IRU HDFK UHVSRQVH

6 HOHRWRIPFRFPQ WWRBEHRDASURERD GG LWILRIQD © BW DREHJ H T X IMUBHHES K WD V H
TXHVWLHREEHAHDQGLGRWRRWURY VEHI L FIGHHQWRURDLV XQGHU WK BRIBYWWLR Q
4XHVWLRQV PD\ EH UH ZRUGHG DV ORQJ DV WKH LQWHQGHG PHDQLQJ U

7TKH +XPDQ 5HVRXUFHV 5HSUHVHQWDWLYH HQGYV WKH LQWHUYLHZ E\

D *LYLQJ WKH FDQGLGDWH DQ RSSRUWXQLW\ WR DVN TXHVWLRQV DE

SVNLWBEFDQGLWBWRYSHBHPLVWERQ WDKWIXSHUYUMRFUUHRBGRY
ZKLFK VKDOO EH WKH FDQGLGDWHYYVY PRVW UHFHQW LPPHGLDWH V.

F SHTXHVIWWQQH T X LWGHGF D WW R Q Q ¥ FPUHLASENHW V ISIUSV H V VWLIRDLDYVAV UDW LR Q V
PHGLFR@HDUDGHEHYHHUPHQMWW¥FVHKBHFWLRQ &RQGXFWGEGQIWLRQDO
3UH (PSOR\PHQW &KHFNV

G 3URYLOQQIGLFRVRREQR Q %L Q@D MHRR Q YW KRIX W F RRRW KFHRPSHWLW LR Q
DQG

H 7TKDQNLQJ WKH FDQGLGDWH IRU FRPLQJ WR WKH LOQWHUYLHZ

SOUHFRRIEMQGLEGBDWIRDYBRP SO BDWWIGI Q FRHYY WMBWHO D RHW KFRPSHWLWLRQ
ILOH

Authorities and References

&DQDGLDQ &KDUWHU RI 5LJKWV RI )UHHGRPV

+XPDQ 5LIJKWV $FW

KWWS ZzZZ KU JRY QW FD SROLF\ KUP +LULQJ BURFHVV GRFXPHQWY ,QWHUYLHZ4X]|
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81: EROOHFWLYH $JUHHPHQW

3XEOLF 6HUYLFH $FW

Last Updated: -XO\

Online Editon URI:  KWWS ZZZ KU JRY QW FD SROLF\ KUP +LULQJ BURFHVYV
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111 - Evaluating Interviews, Assignments and Tests

Introduction

6HOHFWRRELWRHPHE HHY D O XWKRHU DJAH V S R QD/AHWL J Q AIDHXXBWRVUH VRWH D F K
FDQGLGDWH WR GHWHUPLQH ZKR ZLOO UHFHLYH IXUWKHU FRQVLGHU

Definitions

Human Resources Representative PHDQWKRWRSOR\RHNKHHSDUWPH®WPDQ
5HVRXUFHV GHVLJQDWHG WR FR RUGLQDWH WKH UHFUXLWPHQW SUR

Selection Committee LQFOXEBMWVQRWHFHVVDHVOQNIWRPBHEXPD@HVRXUFHYV
5HSUHVHQ@QQBKEX BHU YRAIWKBIRVLWHR QUO OKGEUBSSUR S DPBIWH WU W K
WHFKG@ULSEBOWERR P XQLAS UH YV HRME M IGYGW®/ K&H O H FRLIFRPQ. WR\LRHE W U

D IXOO SDUWLFLSDQW RU LQ DQ DGYLVRU\ FDSDFLW\ ZLWK QR YRWH

Competition File LMWKRIITLFUBBORRIW KHRPSHWERQWQ DQER B X P HDHM X LEAH G
SROLFLHVY DQG JXLGHOLQHYV

Affirmative  Action Policy PHDQWKHXLGHOULRBWS S RMUKWL: 7TVFRPPLWPMHRW
FRPSHWEKEWLHU Y WFKHR. WU H S U H V H W K\E R/ $HX O DLWMLHRRWQY HWAWH MV KX P D Q
5HVRXUFHV IREVDWRS\ RI WKH $IILUPDWLYH $FWLRQ 3ROLF\

Guidelines

7TKHXPD®HVRXYHSU HV H QIWMD KMOLLYLHS H/UK\DFD® L O WWHEYADHO X BWMKRHOQ WHU Y LH Z
UHVXOWYV

,QWHUUY HN 2WDEHB Y D O X B DANHIB&W KHXJIJHVIWHVGE RQEBVYREFHGKEHHOHFWLRQ
&RPPLWWHH

CULWWYQL I Q FCHUHW B O XBIWHRBED SUHGHW HD@ V. WK S S U RE'\WMKEHOHFWLRQ
&RPPLWWHH

2UDO LQWHUYLHZ TXHVWLRQV DUH UDWHG RQ WKH IROORZLQJ VFDOF}

0 Points: 7TKH FDQGLGDWH SURYLGHV QR UHVSRQVH

1 Point: $OWKRWKKAED QG L ®ODNWHH PR Q V Z AMKA XHVWKRQVKHDW HUODLWWOH
- XQGHUVWDQGLQJ RI WKH VXEMHFW PDWWHU

2 Points: 7TKH FDQGLGDWH SURYLGHY DQ DQVZHU WKDW VDWLVILHV RQO
TKHEFDQGLSDRWHDABIQ V Z\WM KB @R VUHHOAH P B/G¥HX/J J H VWHH/G RDOOBVSHUR Y H G
E\ WKH 6HOHFWLRQ &RPPLWWHH DQG ZRXOG EH DFFHSWDEOH \
TKHFDQGLSDRYHIDEBR Q@ V ZW K B Y6 D QREQW KWHX J J H VWHHVGES REDSVSHU REF\H G
WKH 6HOHFWLRQ &RPPLWWHH
TKHFDQGLGDWHLGRIPSUHVVHYBRYKBWHDWEFHHEYKMXIIHVWHG
UHVSRQVH DSSURYHG E\ WKH 6HOHFWLRQ &RPPLWWHH

3 Points:
4 Points:

5 Points:

(1/2 points may be awarded)

KWWS ZzZZ KU JRY QW FD
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"KHQ@OFDQGLGIDWIBN HV S R HX HV WMLKRBDAVI JHVW/YH BIKO Y LIRDRWPYVFR QG X FW
RWDODMRNDGKHUMNMIHURIHV VARG PR Q G OEMBE W K REN F F H S B/UHISF WAL K HI

6 HO H F&RARAQ WA MGHH HW KFHD Q G L & EWWXAD V X L WIHEI O K R OMRIRWR W BRR KV K H
LQWHUYLHZ

6 H O H F&RLFRRQ. WPW IR B HWR/DUOHD FR Q V H @ QX K\HF R B RV KIHQ W H UPKIHHVANVD. @ G \R U
DVVLIJQPHQW

7KFs D VAVD UWK DEHD DQGVHQHUBRRBUIRMBWRWPRUHRWKRIUD®HVWLRQYV
ZULWDWH/QJIQPRGWIH$W RWBP®RH UHSUHV DHIDYWW VFRR MV KUIRM D F K
TXHVWLRQ DQG PHDQV WKDW WKH FDQGLGDWH KDV WKH DELOLW\ WR G

, QW KHHY H R W& W LW K6H O H FEARLFRRL. WADMIHG P L Q IDVGAGH.WR RI® IOV WD @ Q VR Q
DVVLIJQPHQW

Procedures

$IWBGPLQLVWHRHKMWHUDNWIZI QP ) G W HWMEH O HRWRIFRPQ WWHMYRYDOXDWH
DQG UHDFK FRQVHQVXYVY RQ WKH FDQGLGDWHYV VFRUH V

7KHXPDRH VR XBHSU HV H QWM B RIL BUMH V XRIMD\ALKQ W H UDNLWIZI Q B B G WR HR @/
WKH DSSURSULDWH WHVWLQJ GRFXPHQW GRFXPHQW V

$OGRF X P HORRZ L\ HHH V XPIWKHQWHUFB VN E J Q DHGWR/BI DW B O D FRIGV K H
FRPSHWLWLRQ ILOH

, IWKHFR P SHWIDWWRQ R GRBNKNFFH\F\DIQG L GVIKWIP DRH VR XBHFSUHVH @QWQBW LY H
6XSHUYALDAR B Q V LXGHIH U | WESIR QLU W @RFF R U GDLQWKKHX L G H QIGCBH6HFW LR Q
D 8QGHUILOOLQJ D 3RVLWLRQ

. WKHRP SHW LWLIDRE U R G YOPHX F FH VRO R G L GRS S H U YRV RAR Q V LKBLHAUK H U
FDQFH@®ERBSHWRWORYRQOH DGYHUDRYHYH QWWHFRP P H QUG H
+XPDRHVRXBHSIUHVH @VQBY S MH YUV R WWKER P S H WILLVIHR Q V XQRIW KK.ED\)
FRQW U L\ERWCHDGRN T X D O LF D)@ L G B WHWHEPD B U LIMG/YWH U WOLR/A VAL LRFQR J
FRPSHWLWLRQ MRE GHVFULSWLRQ HWF

&RPSHWMWKDRMYM DGYHDWIR/ME DQHEZERPSHW | QWKRHY HRNYFD Q FHROW H G
UH DGYHBRRYHEGWKHRDQHV R XYHFSEHUHVH QWDRVLPOH: 7 HPSOR\BIQ &
$IILUPDWLYH $FWLRQ FDQGLGDWHY LQ ZULWLQJ

Authorities and References
&DQDGLDQ &KDUWHU RI 5LJKWYV RI )UHHGRPV

3XEOLF 6HUYLFH $FW

SINLUPDWLYH $FWLRQ 3ROLF\

Last Updated: -XO\

Online Editon URl:  KWWS zZzZZ KU JRY QW FD SROLF\ KUP +LULQJ SURFHVYV
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Introduction

2QFWKGHOHFMARAFRRQYL WWRRWDOVNBH®S RL QW HRWKKQ WH WBYLRHFEHNMHUHQFHYV
DUH FKHFNHG WR YDOLGDWH FODULI\ RU DGG WR LQIRUPDWLRQ WKL

Definitions

Competition File LWV KRIIILFUBDORUIG KFHRPSHWERQW®OQ DQEREB X P HHT\K LEAH G
SROLFLHV DQG JXLGHOLQHV

Human Resources Representative PHDQWKRWRSOR\RHWKHHSDUWPH®WPDQ
5HVRXUFHVY GHVLJQDWHG WR FR RUGLQDWH DQG RU SDUWLFLSDWH L

Selection Committee LQFOXEXKWVQRWHFHVVDHVONUWRDHXPD @HVRXUFHV
5HSUHVH QWO EMH RIWKSIRVLWHRQIO O BKH WK SUR S DWIHW K @ IHPE® U
RU FRPPXQLW\ UHSUHVHQWDWLYH

Personnel File LW KR | L ALHDFOFR@ W DS B U Y R Q DROU P CR/QE B BKP S O R KHHEGW K H
'HSDUWPHQW RI +XPDQ 5HVRXUFHYV

Guidelines

" KHUWKHXPDRHVR XUHFSUHVHEAWDW X WAKBHIHU IFQFEM) RRIQVKEHOHFWLRQ
&RPPLWKHMEHOGRQIIDUPYSHFDIURRWR QFHWIODWHWEHD G G U H ¥ VWRNEK H
6HOHFWRRPLWWHKH+XPDGHVRXUFHSAUHVHQRWYW & M H YWLK/REBRDQ G XNFR\H
UHIHURRHBEANMGGLWRRPRPBDHRIW KGH O H FAARLIFRPQ WWW MDHO SR U W L SIDSUDAWLHLX O D U O\
VRPRIWKHQIRUP LWL HF K QLR D® XThél hiring supervisor makes the final

decision as to who is best to conduct reference checks.

$OBGDQGLGCGOMHAHL DLAQRLIQWHUVYKBBORY ISHUPLV W RMKHXPDG@HVRXUFHV
5HSUHVHQQWRRW WS UYUMRUWHRG RW KL K DEHY KFHD Q G L GDRWVBHY H Q W
GLUNRWHUYEIKNRXPDRHVRXBHSWHYVH@EWDWIBYSHH | HU HEKFFHSX W KRUL]DWLR
JRUPDWWDFKPWRWBWDLQ ZULWWHQ DXWKRUL]J]DWLRQ WR FRQWDFW H

&DQGLEZKWHY RW D MU P LWRRQWDKRYWH FFGQWHEBHUY LD/IRBBHM P H G
WR KDYH ZLWKGUDZQ IURP WKH FRPSHWLWLRQ

2WKHHIHUMQF AKX FIKWFO LHRMWEH-RQVLGAHMU RGP UUM K ®/H U KIDWRRKD G
FRQWADOMMNKKFD QGLGE@EWEIVHD WY G\WQ RVE O\HY H U WKFD Q G L GNDQWRHZOHVANILHO O V
DQG DELOLWLHYVY DV WKH\ UHODWH WR WKH SRVLWLRQ EHLQJ VWDIIH!

$VXSHUYUM RHUHQEFSMPDREHS HUPLWWHBIHURQRRVNKD@/G LY LBXPIOO LD U
ZLWK WKH FDQGLGDWHYYV NQRZOHGJH VNLOOV DQG DELOLW\

6 HO H F&RARRL WAHiPHE HRM\E HXVHEBEW D UH ITHU HQWHD\W B FXUUR@W FHQWHFW
VXSHUYLVRU RI WKH FDQGLGDWH

5HIHUHQFH FKHFNV VKDOO EH FRQGXFWHG HLWKHU LQ SHUVRQ RU E!

KWWS ZzZZ KU JRY QW FD SROLF\ KUP +LULQJ BURFHVV GRFXPHQWYV DWWD
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5HIHUHQBHRKHFND UZALWKKPHR VWHFHQKMMH[FHSWULWRRZR X EGZKH @ KH
FDQGLGDWH DVNV WKDW WKH FXUUHQW VXSHUYLVRU EH WKH ILQDO SH

'"HWDLOV RI UHIHUHQFH FKHFNV VKDOO EH NHSW VWULFWO\ FRQILGHQW
-RE RITHUV VKDOO EH FRQWLQJHQW XSRQ UHFHLSW RI WZR SRVLWLYH L

S HHHUHQKP®OHDVNHEHVWWK@MWHHOHYWAYKMNQRZOHGNEHDOQ®ELODWLHYV
GHPRQVWUDWHG WKURXJK WKH FDQGLGDWHTVY DFWLRQV RU EHKDYLRXL

TKH+XPDGHVRXUFHSWHVHQORPDD WY MHKBURSRUBGSRL QUWRHWBWR Y D&HS LWLRQDO
UHIHUHQFHV LI FRQFHUQV DUH LGHQWLILHG GXULQJ WKH LQLWLDO FKH

TKHXPDRHVRXGBHIBVYHYH@EWLIWAYYWEFHUVRIQAQ@HOFD QG LBGIOAWEHF XUUHQW
RURUPHIU7 HPSORLABKLVVXKWD L\GK® WKIHHIHURRQRHABHUIRUPD®FWBIDLYVDOV
VKRXOBEXVHERXSSROMRUPDWWRAQURBWKHRXUNVXKVFIXWHIHURRIFANLQJ

DQG VKRXOG QRW EH WKH RQO\ VRXUFH RI LQIRUPDWLRQ DERXW SDVW

I DVD QW L PGIX U VPKFR P S HW MAKIHX® D ©H V R X UFHBW H V H QGAHDANHLUYRAL IQIBIW
FDQGLGOQOWHQ WRIRQIHSBO\D QFS@WRWW K HILXWD O L | L FROERLURNG 8 H U L FAQKFHRAU H
LPPHGLDWHO\ HOLPLQDWHG IURP WKH FRPSHWLWLRQ

5H I H U HRKAHHUN V X DRVIHKSHU H Y LSRR \D 5B QR ELGY L P LIO@ D W YWRAKFHX U U H Q W
SRVLWILR@ DIR® SHULRGLPRQWKWHUBQ S S O LIF\R Q RAMR D YBS S OR €0G
VLPLOPWL W LWEWKHUHY MURPR QWK M I H U IFQ ARMR/P S O HRAM BRIOGRP SHWLWLR Q
ZLEER SHQBIGG H Y L HE\WGKFHX U UG AR PR Q \VW\WQ IBIS S OW B G W H UPXIQWMDEL O LW\
IRU WKH FXUUHQW FRPSHWLWLRQ

Procedures

7TKHEHOHFWRRBRLWMWEHQ WWKIBHYRSRWVISG R L QWKHHR XMKHQWHUSUREHVYV
Following this, the hiring manager determines who will perform the reference check.

TKFBURSRINSE®R L QWHEMW P LVW  ERQ WDFSWH U Y U W RHUY HVQFFHHRL IWLKIRID P H
RUJDQL]DWLRQ FRQWDFW QXPEHU DQG WKHLU UHODWLRQVKLS WR HDF

TKH-XPDQHVRXWHBWHVH Q@WHrMgL Yridnager UHY L AMZKWHIHU HFEHHWXL G H
LQWHUWHWHIROQBWY YV XRAN KFHUR S RVHIESR L QMEHHNY H UPK.IOWD | R U P DWRIHRJQ. |\
GXULQJ WKH UHIHUHQFH FKHFNV

TKHXPDRHVRXBHIBYHV H QWIDNY Lifadager FR QW I/KWNIH U HHOLPHEEE B UV R Q
RU E\ SKRQH VWDUWLQJ ZLWK WKH FDQGLGDWHYYV PRVW UHFHQW GLUHI

7TKHXPD®HVRXBHBWHYVHQ@WhDM Lividhager EULHIBV FUWEKSRYVLWRRKL F K
WKH FDQGLGDWH LV EHLQJ FRQVLGHUHG

S8VLANKHHIHUHFHEFX LG 1B W WD F RP HWQRAHX P D ®H V R X lbHFSWU HV H QUHIFWR UGN
IHHGEBBRY LEBH®G FKHIHUH QF B XIBADQ/NV HV VR MQRAHD Q G L GNDQWREZTO/HVGNILHO O VvV
DQG DELOLWLHY DV WKH\ UHODWH WR WKH SRVLWLRQ EHLQJ ILOOHG

8SRRRPSOHWIRBHIHUHRRHRANKHXPDRHVR X BHISYHV H QWKIDVQNKH IHUHQFH
DQGSURY LKA VKAHUNFRKR Q WMBDAWU P D M KMY H YW BAK KD YHRPHWRIG@EGLWWRQDO
SURYLGH

7KHXPDRHVRXBHISWHVH @GRDBWRNMBFRQFBQGHVF ULEEMK WHOWW H
WKH FDQGLGDWHYTV DELOLW\ WR SHUIRUP LQ WKH SRVLWLRQ EHLQJ ILO

TKHXPDRHVRXBHBWHYVH@EWOWNILNNHK WEKEHIIHURQHBRANW ZRRVLWHYHUHQFHYV
D URIE W D LKQRZG YIEKW WWKHIWH U HRODREIN H T X LUWHKEX PDEHV R X BHISYWHVHQWDWLYH
XQDEOH WR DVVHVV SDUWLFXODU TXDOLILFDWLRQV RU UHTXLUH FODUL

KWWS ZzZZ KU JRY QW FD SROLF\ KUP +LULQJ BURFHVV GRFXPHQWYV DWWDFKF
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7TKH ILQGLQJV RI DOO UHIHUHQFH FKHFNV DUH UHYLHZHG ZLWK WKH
$00 UHFRUGYVY RI FRPSOHWHG UHIHUHQFH FKHFNV DUH VHDOHG LQ D«

D 33HUVRQDO DQG &RQILGHQWLDO 3

E $SSRLQWHHIV ILUVW DQG ODVW QDPH
F &RPSHWLWLRQ WLWOH

G 3RVLWLRQ 1XPEHU DQG

H 'DWH

7KW HD GIIQF H FRW DWEHOUH U AR IFAD W H RUVD ONK F F H \D\BIXROL Q &/®1 B I)G
WKH DSSRLQWHHYIV SHUVRQQHO ILOH

7KK/ HD O HORBE W D WEBBIJH U IFQ A FPND W H (RIR W YAIUQ G L @DMHWDLQH G
W KFHR P S H WILLV® IRDH D GHHDEY H CPROSUHN 816U V FD@IBR Q | L G HIQX\W MBFO H U FR A AN V
PD\RQ@&HR SH QHICH @ KBISSOLF S ROREDW L P LORPWL W LR@ILG RQWER QY S X WV

IRUZDUG WKH VDPH UHIHUHHY DV WKHLU UHIHUHQFHYV

Authorities and References

&DQDGLDQ &KDUWHU RI 5LJKWV RI )UHHGRPV

Public Service Act

81: EROOHFWLYH $JUHHPHQW

Last Updated: 'HFHPEHU

Online Editon URl: KWWS ZZZ KU JRY QW FD SROLF\ KUP +LULQJ 3URFHVYV
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Introduction

$ FULPULQDFRPIGWEND D GG LWLWR @ BOKWWD I IS QRFMAKD W VHWR R Q| LWIRH
VXLWDHEIDPD Y6 LSDMRE K IDISIB RL Q WHRISQ WL W MRDWEBK LJ KOHQ V ISRIVYM/ LR Q
RU RWKHU SRVLWLRQ LGHQWLILHG DV UHTXLULQJ YHULILFDWLRQ

Definitions

Positions of Trust DUSRVLWULRBWVEHYWDIZHBLIQGLY LAY XVWZRDWKLQH V'
F KD U DFRVHQERS\VO DW KHR Y H U Q RREUQVWWD L HDQUALWENK F &R V L W/IKREQINO XRJUHL P LQ D O
UHFRUGYV FRWHIFWLRQV RI WUXVW DUH EDVHG RQ DW OHDVW RQH RI Wk

D 'XWLIHYY R QO \QRIXID U JIHHMWY H VW RI DHMLFEFR\X ® WR F H H GIlYQ BHODQGFRHLL W W H G
WR FRXUW DQG VHFXULW\ IRU SULVRQHUYV

E 'XWLHV LQYROYLQJ GLUHFW FRQWURO RI ODUJH DPRXQWYV RI FD
F 'XWLHV LQYROYLQJ LOWHUQDWLRQDO WUDYHO

G 'XWLHV LQYROYLQJ DFFHVV WR VHFXUH V\VWHPV RU IDFLOLWLH
H 'XWLHV LQYROYLQJ UHVSRQVLELOLW\ IRU WKH VHFXULW\ RI SXE

Highly Sensitive Positons D UW KRVE K L MK HRMV BVHQ RT X H V WDLVRVG@RV KIHQ W H J U L W\
FKDUDBQE®H QRIMWKWX FFHVWDI® G L GEXW B R V L WWLKRDQDYOT XD B H L P LUHF®R U G V
FKHPNBYHULILRDWKFD® G L GLOGMIQ W L | 1+A.0 WOR@V LS/RMLIDLUREDW IRGD W
OHDVW RQH RI WKH IROORZLQJ FULWHULD

D 'XWLHYY R OFYR.@WZLFWK L O GO HSBEO RQM VL GIHIYWAR Y HUQPHQW V
FDUH HJ WHDFKHUV VRFLDO ZRUNHUV KHDOWK FDUH ZRUNH

E 'HFLVPRQALRW KEXSHULQW'HQB FWRIL VWS ®WL QL \DVQIBUS X WM D G
OHYHO RI D '"HSDUWPHQW %RDUG RU $JHQF\

F 'XWLHYYROWKSURY LR LRSS RUNG Y LFIHU HARBIP EHRM KHHFXWLY H
&RXQFLO LQFOXGLQJ ([HFXWLYH $VVLVWDQWV

Criminal Records Check LWFRPSXWHURKQIRUP PWQ RWQELLAY KUIBH F RRIAZIR\D O
&DQDARXDNVBERG LF&03D QB WKSRO LFUFENV RGDQDPHQGDWH L URMKK] FN
RQOIKLMQLWHD ARKRPSOHWHGGD\MQGQ G L FDKMHIWWR Y Y F RHJ GVRAMY R WW
GRHYRWURY IGEHMWRIDOFULP LWOHDFR UG LMK HANU H T X LIRHIGORD Q G L GEDHAL IV
FRQVLGHUHG IRU D SRVLWLRQ RI WUXVW RU D KLJKO\ VHQVLWLYH SF

Certified Criminal Records Check L\DQD GGLWILRDWEKDWHUIRUPHA Q\NKIMHQWUDO
UHSRVIRWROUQ D GREWDKP LHFRBOYDJIJHGNKHEO0IDQGSURY LGHHWRIDEFULPLQDO
UHFRUKHHUWEIUWHAUWHFR BIGWRM TXLUHGD\RWPRUWRRP SOBIQ@QV XUHV
SRVLWEGEMABWLMHADYIRODSUZLROMWKBEN HTXUBEBQGLEHWERQVLARDHG
KLJKHQV ISRIVLAR WRNKUWHH V XRODFY L P UHTFRRUIGHNK RE KDMDQGLERPWHHVVHYV
D FULPLQDO UHFRUG
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Personnel File LW KRHI | L ALHDFOER® W DS B U Y R Q DROU P CRQL B BKP S O R KHHEGW K H
'"HSDUWPHQW RI +XPDQ 5HVRXUFHYV

Human Resources Representative PHDQWKRWRSOR\RHWVKHHSDUWPH®WPDQ
5HVRXUFHV GHVLJQDWHG WR FR RUGLQDWH WKH UHFUXLWPHQW SURFH

Hiring Risk Assessment Model LVD WRRWXKDPPW\EHXVHEB\ WKHXPD@GHVRXUFHYV
5HSUHVHQWDRVGHMVHUPEZ&BWW\SHRI YHULILFDOWLERVLWURHI XLUHV %
HGXFDWLRQ FHUWLILFDWLRQ HPSOR\PHQW FKHFN FULPLQDO UHFRUGYV

Suitability UHIHWRQDSSOLFWRMIQERDUYRIM®HKDYLRXKDDO FW WKLZWOLGF V
HQDEOH WKHP WR VXFFHVVIXOO\ SHUIRUP WKH MRE GXWLHYV

Guidelines

7KH SURWHFWLRQ RI DQ DSSOLFDQW V ULJKW WR SULYDF\ VKDOO EH H(

$FFHWRULP UMHF® QGR U P N WIERHOH V W UN R/KAHDGE) D RHW KSRV L WHRQWD I IH G
W KHX P D QH VR X S H V H QOAIBMCH B X WH D 8 IWKIKILU LB S D UW P RDVE G
$IHQF\

TKHEHFLW.RIQT XD DUIL P UHIFRFIGHVE M DEEHE D V IR@ D F WRSNF L | UFHBDMANRA KSH
GXWLHY DQG UHVSRQVLELOLWLHYVY RI WKH SRVLWLRQ EHLQJ ILOOHG

7KHDERXHODW(@RIRWE R USRYRMWHOH VR X UEHMW RRK'HH S D U W RH-EOW D Q
5HVRXZEMRPSIDMHBDLQWHDLEWFAYHUQRHWKHR UWKZHVWL WRULHV
SRVLWLRQWRBMWKOXWHQVLWLYH SRVLWLRQV

"XULQVKWWDIISQRFHYNBHFWLR® , QLWL DWR@®SEHW I IWKHXPDQHVRXUFHV
S5HSUHVHQ@W® WM XH. U L5Q YW VHVV B R Q MR RWH Y LHYV W U XAWAIHRQWV KR V H
SRVLWLRQV QRW DOUHDG\ LGHQWLILHG DV SRVLWLRQV RI WUXVW RU K

$ FD QG LBIDAWMHHU L P IUHD-GELO®R MHH0 DVWRHKEGHX WD BB H V SR Q V REDL.SOR.WALIWHKR Q O
QREMVDSSRLQWHSR VL WILEWVH O L AWKHMAKAHU L P IUHDF&ZERE GG DWKHRYHUQPHQW
RU LWV FOLHQWY DW ULVN

7KHL QG BF L VIRRYF H UMKUGIV XRODF VY L P UMD ® RKGHN IK DUHY WW\KKH S X WM D G
JRUHSXWHDS&SRV L WA REHW HU P LMKIDWHR WWWKKEAH FUHWRDELQWRQVXOWDWLRQ
ZLWK WKH 3UHPLHU

JLWQHFHVWRYUWHRDMGREITHUR FDQG LS D MW HF HLWK®IB VXOWRVULPLQDO
UHFRBBGNFWKH Q MEE || HAL GGV XEMWRW DW LV | FRW RIUYHDFR B KN F K H
FDQGLBIDQEEHD O O RW R & I RWNQ WWKOHH V XROWVKAK H PUNQRZQ GGLWMRB D O
RIITHU FODXVHYV

1T W KWH V XRODWW L P LUHFR BIGHVE I G L DKVDIVD Q G L B D B YIBYF U L P LUHFRW & H
FD QG L BIDQEW Z BWRQ W X GIXW L RFAHK VW H S X WM DSIW KKHL U LIQS D U W PAHRODAU G
RU $JHQF\ LV VDWLVILHG WKDW WKH FDQGLGDWH ZLOO QRW SODFH WKI

,(IDFHUW E UWLHPAQUHTFR PIGHVENK VHE® W KHX U S RWHULIDIRKPIQGLGBMWLILFDWLRQ
WKIH QR RFEI PD\EHV XEMWMBWDWLVIBRWWRBUWHWHFRUIGHVENW KLPRQWKYV
RI WKH HPSOR\HH V VWDUW GDWH

KWWS ZzZ KU JRY QW FD SROLF\ KUP +LULQJ 3URFHVV GRFXPHQWY 3RVLWLRQVRI'
KWWS zZzZ KU JRY QW FD SROLF\ KUP +LULQJ 3URFHVV GRFXPHQWY +LJKO\6HQVLW
KWWS Z7ZzZZ KU JRY QW FD SROLF\ KUP +LULQJ 3URFHVV GRFXPHQWY +LULQJ5LVNS$V
KWWS ZzZ KU JRY QW FD SROLF\ KUP +LULQJ 3BURFHVV GRFXPHQWV ,QVWUXFWLRQ
KWWS zZzZ KU JRY QW FD SROLF\ KUP +LULQJ 3URFHVV GRFXPHQWYV ,QVWUXFWLRQ
KWWS ZzZZ KU JRY QW FD SROLF\ KUP +LULQJ 3URFHVV GRFXPHQWY $GGLWLRQDO-
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6 K R XODFGJ L P WUGHIFEHY G\DVED V V H V VIPW 1B TNX IMUBHIEW H UZPKLKOW WHKWBH F FSD® MHAH
*RY H U Q RHIDWAO L HIDMWLW KK DGH W H U P L\QKORAKECREDD V EKXG RRQQH Y D O X RWALRHD
IROORZLQJ IDFWRUV IRU FULPLQDO FRQYLFWLRQV DQG RXWVWDQGLG

D 7TKHUHOHYBQWHKHHFR UG GRHGBW W WRHIILQ FLGH® RV K B X W IDHMG
UHVSRQVLELOLWLHV RI WKH SRVLWLRQ

E 7TKHOQODWOWHY HY H RLWKBE XVRHW U XWKMZW X RG F XN KHY H @MW DWK H
LQGLYLGXDO ZDV WR EHKDYH LQ D PDQQHU VSHFLILHG LQ WKHL

F 7KH WLPH WKDW KDV HODSVHG EHWZHHQ D FRQYLFWLRQ DQG W
G 7KH FRQGXFW Rl WKH DSSOLFDQW VLQFH WKH FRQYLFWLRQ

H $QHV WD E GDWKWRBILHS HDIBW HEN KD Y URXOB WRXMX WDRBBHVSRQVLELOLV
RI WKH SRVLWLRQ DQG

I $QWHDWRRXJIHNVKDWYHBMKD Y PRXEHUH S H DDMHBGK U H DWHLQ7 V
DELOLW\ WR FDUU\ RQ EXVLQHVY VDIHO\ DQG HIILFLHQWO\

&DQGLEZDWHEWRY LDAR 6S R U WAXRILWWAW KA U F X P V \R \CKEHHIV FDLDGY BUR Y L G H
LQIRUPDWLRQ UHOHYDQW WR DQ DVVHVVPHQW Rl WKH DERYH IDFWR!

$QH[LVWPGORIKAREHLBRQVLGARDMWGE D QRABUR PR WIRB® V L \R MRIDRRV
KLJKAHQV ISRV MR ZRE VV X PHKFIKG G L WG R\PIDENK HF IXW USIROWE. W K BXQA5 H U J R
D FULPLQDO UHFRUGV FKHFN

(PSOR\EBKKM UBH T X WRDUJRXWKGEHX WR D8 RV L W MRORMV/K L J KMHQ V ISRIVYLM/ LR Q
IRU PRUH WKDQ VL[ PRQWKY VKDOO XQGHUJR D FULPLQDO UHFRUGYV

&D QG L ZHK\WHNHX U UHQMWH P S O R \DHGIBK R D YSHU H Y L R ¥\BEE\W B SIRIV L W MRUX V W
RWD K LJKWH Q V LSARIWLHN QR IBID WM RH D . QR BHUH T X IWRGQGHDIRGGLWLRQDC
FULPLQDO UHFRUGV FKHFN

&D QG L &ZIX\RDHAME H Q LDHVERFE] | HDUWW KUHH V R DWU L P IUHFR BIGHV/EN @ 858 U R Y VG HFG
ZRUNG@JIW R D LIVOIF R Q F HALGWKK' H U H FRMRIJQ D J H PIHQABM F U X L VB A H § MRAHRY
LERQV X O MDWVKKRQ HFRU&KRIU S R & OMDIH V R X&HFBIY LZAHOWE Y WHIREH F L \ZILRVX
WKH '"HSXW\ +HDG RI WKH KLULQJ 'HSDUWPHQW %RDUG RU $JHQF\

&DQG L @IMAHV SR QRISEDOPHRNY OBHWH T X Ul B WEKFR P S O HRAMDLRRUQL P IUHF® U G V
FKHFN

& UL P ULHOFFFEKGE BNV XOOUWMD AR® SHU IRRGLPRQWKKHUB@D S S O LIRR Q /AR
KDYBISSORRBSUHY LIRRP'S HWIIRND. RIQP LOBRVL V¥ L R/GNLKEID VWP RQWRQ G
FULPIUNHFFGFKG EZM\SURY LW KRAJLP IUHIFGFKE FR P S O HRWM KRHOFER P S H WA IMDLAR Q
EHR SHQM@GGH Y L HZ\AWMGKHHX U UHIQOWH FRR PR Q VDWW IBIS S OW IBGI W H UPXLIQVADIERLLO L W\
WKH FXUUHQW FRPSHWLWLRQ

Procedures

SULRB® GYHUWLIRRREHW MWKHR QD H VR X bHSW H V H QGNHDWANHLUYREK G FWKMKH
SRVLWERQOOBWSESRVLWMRORMDKLJIKAHQ V ISRIVYMZLKRDH T X L U HRBIFQUL.PLQ D O
UHFRUGV FKHFEN LV WA\SLFDOO\ VSHFLILHG LQ WKH DSSURYHG MRE Gt¢t

"KHQ@HFHVWBXPD®H VR X BHBWUMH V H XW BARKEY H 15Q 8NV VH V V B R G WR\R B
G HW H UPK_ I\ SRIY H U L | L FADKEAR R QW HR ® L3RHWWL WLLGRHQQMDLKLIHYA_-RRIG H URW H
KLJK ULVN GXULQJ WKH DVVHVVPHQW ZLOO UHTXLUH D FULPLQDO UH

8SRERPSOHRMMRHQWHUWIKHAU RSRPESR L QWHHN FAGD X W K RFEJR. QR HR WY
GLVFORVXUH RI DOO FULPLQDO UHFRUGV LQIRUPDWLRQ
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7KH XPD®H VR X BBFHBWIH V H GIWDOIZLMHY KFHU L P IUHF@ IUGIR U P R W HR & LDUHGS
L QIR WPK&HU R S RIVHSER L @\K B/WSHX U S RWHKAHK H ENMV R V V HAX\L W DIRIBCPLSAD\IR \P H Q W
L QVK B IVU W LSR\OLDBVR IQOMKFHU R S RVHER L QWO KR U WHK® @Q IRUP BRWORB FWH G
ZLOO EH KLJKO\ UHVWULFWHG

YRUS RV L WR RQWX K MI KK Q VLSRWIHVD @ G R V L WILGRDYWXLVILIYBK HL U LRLIV N
$VVHVVBRGMWRRESHUR S RIVFSR L QWHWMWERR Q VWRWU L P IUMF®FIGH/F NK H
+XPDRHVRXBHSWHYVH@RPSQIBE HMMD QBZRRIWK KR QV HRW/VFORRKUH
&ULPLQDO 5HFRUGIRUMIRUPDWLRQ’

2Q WKH VDPH IRUP WKH SURSRVHG DSSRLQWHH

D 'DWHV DQG VLJQV SDUW )RXU
E ,QLWLDOV ER[ 2QH 7ZR DQG 7KUHH RI SDUW )LYH

SHTXLBROR SRV LWLRWSR QNRIW KHH O O ERIR@IR WP RUHAKLO RWHQ
YXOQHUDEOH SHUVRQYV

TKIHEDQGLEOWW EPWWRPS O HRWEE HU WREP KHR FBIBO R |11 LB WK L FKL RAHK H \
ZLEOBUHTXMWHEBGOBRGXWRBLHFRHIYGHQWL | 2RDHB/ILHRIHL G H Q W L 1R K Y2 M¥OLYRBD
SLFWXUH

JRGRVLWLRDWHHY SRQARIMEKHH GO LRIRQRWPRUHKLO RUIMXD QHSBBURQV
WK$HUR S RVEHESR L @ WBIGIVR W K RRURLQ M HRQDWF U L P LUGHDF&R FIGHV/IMINK 2 WG Q V F @ ®\DH
VHIXROIHQARWKLFB SDUGRRVEHHQUD QVWRHIGYVXHKH+XPDGHVRXUFHVY
5HSUHVHQARPY O WKHKIHR/O O RWIZRRUPMD GG LWIRRKRIERQVHOWVFORRKUH
&ULPLQDO 5HFRUG ,QIRUPDWLRQ" IRUP GHVFULEHG DERYH

D &RQVHRWEULP ISHFRYIIGHFNRDGE6H[XROHQFRUZKLHAK3D U GRM¥ HHQ
JUDQWHG RU LVVXHG

E &4RQVHQW WR 'LVFORVXUH RI SHFRUG

, QW K35 H D VIRRQWV K&R Q V HMHFWRLIIRIQ FIRUPVKHXPDBRHV R X bHBSWHVH QM(DWOY H
LQFOXGH

D 7KH WLWOH RI WKH SRVLWLRQ EHLQJ ILOOHG
E 8RQWDFW LQIRUPDWLRQ IRU WKHLU GHSDUWPHQW DQG

F $ EULBHVFULSMWILKEDP W RUFHR Q WU K DIVKSIR V L VI L BX@ Y BEL WK L O GRUWH Q
YXOQHUDEOH SHUVRQV

, W KUWH V XROWKAHU L P LUHFR PIGHVE I G L MOKVBANFHD QGLGRWYIDIRSRVVBYVLPLQDO
UHFRUG WKH +XPDQ 5HVRXUFHVY 5HSUHVHQWDWLYH SURFHHGV DV IROC

D )RU SRVLWLRQV RI WUXVW WKH +XPDQ 5HVRXUFHY 5HSUHVHQWDW

E )RKLIKWOHQ V LSRIWLIWWKEXP D ®HV R X UsFHBVAH V H Qr'vM D WAN WING H Q RVIL W\
WKHD QG LBEIW A S D WLKZHD P R QV KUHH V XROWVKRFHU L P IUHDF ® RIGH/FINR/ K B W
WKH FDQGLGDWH V &DQDGLDQ &LWL]JHQVKLS &DUG RU 6,1 &DUG RU

NOTE: Verification of the candidateOs identification using their SIN Card requires
the candidate's approval.

KWWS ZZ2Z UFPS FD IRUPYV BH SGI
KWW S Z2ZZ KU JRY QW FD SROLF\ KUP +LULQJ BURFHVV GRFXPHQWY &5&3DUGRQ S
KWWS ZzZZ KU JRY QW FD SROLF\ KUP +LULQJ BURFHVYV GRFXPHQWYV &5&&RQVHQWYV
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113 - Conducting a Criminal Record Check

F ,ISHUPLVM\WVQRIWD Q RMGVKFD QGLGRMNRSRVVHEM QWL IDVEGIMWERQEH G
DERWHKHEL@BUHTX WMWRKGG HD FR UW E ULLHPGUHIF® BIGH/F 8! M RFEI | FAK D O O
WKHQ EH VXEMHFW WR D VDWLVIDFWRU\ FHUWLILHG FULPLQDO |

G ,IWKGDPRQNKIHGHQWL IREWYWKR@D PR QVKWHV XROWKHU L P LUHFR UGV
FKHFN WKH +XPDQ 5HVRXUFHVY 5SHSUHVHQWDWLYH PD\ HIWHQG

, W KUHH V X O RA KFHU L P IUIFRFIGHVE R G L DKIVMKIHS SR L @ V\K B YDF U L P UGIF® U G
W KAHD Q G L G\D WNHW®& Q G H D R U W E ULLHFPAUHF® FIGH/F KK HF H UWE KIHEN O &8 TX LU H
WKSIUR SRV S SR L QWRH. WA A& 03I R UL Q J H U S U)LROUWX IUQVK ®I IR U P DRRLCRVQD K W/

&DQDGLDQ &ULPLQDO 5HFRUGYV ,QIRUPDWLRRVEMUWIKHLY ZWEVLWH

TKHEFDQGLGDWNHALVFWYML UFXPVWINMKEHY D& BURYLGHRUP DWOR@DQW
WR DQ DVVHVVPHQW RI UHOHYDQW IDFWRUV DV RXWOLQHG LQ

TKHHSXWHDGVVHVWHKULVEN FRQVLGWKIEBHWRID¥ULP LOHDARRWBD FWRU YV
VSHFLIUHDODMWRHKEHX WDRBWBHY SR QV REW RHRWMIHFHRQUOORGHFLBKINWKHU
WR H[WHQG D MRE RITHU WR WKH FDQGLGDWH

$ OWDH F R R BWKFHU L P LUHFGFK® FR W KWX F FH\D\WS SRL QWSI®ID LB KBISSRLQWHH V
SHUVRQQHO ILOH

$OUHFRRIBYL P IUHDTEGEWKE FRIE/W D LIQRIRBW KHUV X F F HA\DVWQ & O @I H W D IL @QVHKG
FRPSHWILMIMRY HD HHG HOFRDBIHN AR Q | L G HAKVAMBADL P LUHDRARAKGH FRIY\ E H
RSHQHG LI WKH DSSOLFDQW DSSOLHV RQ D VLPLODU SRVLWLRQ ZLWI

Authorities and References

Access to Information and Protection of Privacy Act
Archives Act
Last Updated: -DQXDU\

Online Editon URI:  KWWS ZZZ KU JRY QW FD SROLF\ KUP +LULQJ B3URFHVYV

KWWS Z72Z UFPS JUF JF FD FULPUHF ILQJHU BH KWP 2EWDLQ
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114 - Conducting Additional Pre-Employment Checks

Introduction

SHULRG DEIAOE BRI BI® S O RIRHEDNWRIH F H V WIRWOQ\V XWKB WL WAREHO XLUHPHQ W\
DUH PAMH IROORZLQJ DUH HIDPSOHV RI SUH HPSOR\PHQW FKHFNV WHK

5HYLHZ RI GULYHU V DEVWUDFW

OHGLFDO FOHDUDQFH

&RQILUPDWLRQ RI HGXFDWLRQDO UHTXLUHPHQWYV
&RQILUPDWLRQ RI SURIHVVLRQDO VRFLHW\ PHPEHUVKLS RU
&RQILUPDWLRQ RI SURIHVVLRQDO DVVRFLDWLRQ PHPEHUVKLS

I & m m ©

Definitions

Human Resources Representative PHDQWKRWRSOR\RHNKHHSDUWPH®WPDQ
5HVRXUFHV GHVLJQDWHG WR FR RUGLQDWH WKH UHFUXLWPHQW SUR

Selection Committee LQFOXGKMW VQRWHFHVVDHVOAUWRBHXPDGHVRXUFHV
5HSUHVHQ@QVQIBWKEX BH U YRIWKBIR VL HR QIO O:HKG UBS SUR S DPBIW B HZW W K
WHFK®ILSBORERR P XQLMSUH YV HBIWE MDIGYGH/®/ K&H O H FAARLFRPQ. WRALIAHR W U

D IXOO SDUWLFLSDQW RU LQ DQ DGYLVRU\ FDSDFLW\ ZLWK QR YRWH

Competition File LWKRIILFUBORI® KHRPSHWERQWOQ DQER B X P HQHAT\W LEAH G
SROLFLHVY DQG JXLGHOLQHYV

Personnel File LW KRHl I L RIHDFROFFR@ WDERUY R QDROU P IR/ B KP S O R KHHEGW K H
'"HSDUWPHQW RI +XPDQ 5HVRXUFHV '+5

Bona Fide Occupational Requirements D UW KHHVV H @XMWRIMDWM RBRW[DPS®HIKZD\
3SDWURO 2IILFHUVY DUH UHTXLUHG WR GULYH YHKLFOHV RU 60ODYH\ ,Q

Guidelines

3UH HPSORRRHBAMDRIQOEWD GP L QL VW WK RBMQ G L GMHWHUWRQVLGHRDWLRQ
MRE RIIHU DQG DUH W\SLFDOO\ FRQGXFWHG DIWHU WKH UHVXOWYV RI

'"HWDLOV RI DOO SUH HPSOR\PHQW FKHFNV VKDOO EH NHSW VWULFW(

$ MREIMMKDIDREMP DGHRDSRVLWHRRLDEQH HP S O RARHERMMWLKEHH V XDV V
FKHFN DUH FRQILUPHG

3UH HPSORRRHBDWKDRO®EHFR QG X FRWESIHUIRUPRIQEHR QI GRIFFXSDWLRQD ¢
UHTXLUHPHQW DV VSHFLILHG LQ WKH DSSURYHG MRE GHVFULSWLRQ

"KHUBRVVLWERHXPDRHVR X WBHSWHYHQMAMKDWHONVHIBYWUWERSRGDCRAILFLDO
GRFXPHQWDWLRQ UHTXLUHG RI WKH FKHFN

"KHQSSOLFRE®IES D UW RHOMQOG L FDKMHQUN WRR/U Z DDUFR SRIWKHDQGLGDWH V
GULYHU V DEVWUDFW WR
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5LVN ODQDJHPHQW 7UHDVXU\
'HSDUWPHQW RI J)LQDQFH
*RYHUQPHQW RI WKH 1:7

32 %R]

<HOORZNQLIH 17 ; $ /

6XFK LQWHQW VKDOO EH BRBRWQRRINOHBXIIBBE RLQWHH V MRE RIIHU

Procedures

TKHXPDRHVRXWBHBWHYV H QWY WMAHHR P S HWILVWHR Q@ W H UW KQIEW RUWAK H
SUH HPSOR\PHQW FKHFN

B8SRERPSOHRVMURIHUFQAAMKHXPDOHV R XBHISWHV HEWRDW DHEIYQGLGDWH
WRHTXBVFWUWERSRGD GQWH HPSORIRHRMH @WHE RF X P HRDVBE/HF R S LIH@G
UHWXUQHG WR WKH FDQGLGDWH

$00 UHFRUGV RI SUH HPSOR\PHQW FKHFNVY DUH SODFHG LQ WKH DSSRL

Authorities and References

Canadian Charter of Rights of Freedoms
8l1l: &ROOHFWLYH $JUHHPHQW
Public Service Act

Last Updated: -XO\

Online Editon URl: KWWS Z7ZZ KU JRY QW FD SROLF\ KUP +LULQJ B3URFHVYV

KWWS ZZZ KU JRY QW FD SROLF\ KUP +LULQJ BURFHVV GRFXPHQWY $GGLWLRQDO-
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115 - Job Offers

Introduction

20FWKSIURSRYSSRL QWWHWHKGNFHYVSDH\HP SO RRRHBEWR U PR REI | HWY
XVHG WR FRQILUP DFFHSWDQFH RI WKH ILQDO WHUPY DQG FRQGLWLF

Definitions
Human Resources Representative PHDQWKRWRSOR\RHNKHHSDUWPH®WPDQ

5HVRXUFHV '+5 GHVLJQDWHG WR FR RUGLQDWH WKH UHFUXLWPHQW

Selection Committee LQFOXEBMWVQRWHFHVVDHVOQNIWRPBHEXPD@HVRXUFHYV
5HSUHVHQ@QQBKEX BHU YRAIWKBIRVLWHR QUO OKGEUBSSUR S DPBIWH WU W K
WHFKG@ULSEBOWERR P XQLAS UH YV HRME M IGYGW®/ K&H O H FRLIFRPQ. WR\LRHE W U
D IXOO SDUWLFLSDQW RU LQ DQ DGYLVRU\ FDSDFLW\ ZLWK QR YRWH

Job Offer VSHF LWK¥WH URN) QHP S O R\ PIHLQUAD Q J HPRHFQVE WID\D F KL HAKIHEE R W K
WKH HPSOR\HU DQG DSSRLQWHH VLJQ DQG GDWH WKH ILQDO MRE RII

Competition File LW KRIIILFUBDBORRUG KHRPSHWERQWQ DQER B X P HQHAT\X LEAH G
SROLFLHVY DQG JXLGHOLQHYV

Personnel File LW KRHI I L RLHDFOFR@Q WDERUY R QDROU P LR/ B BKP S O R XHHEGW K H
'"HSDUWPHQW RI +XPDQ 5HVRXUFHV

Benefits Administrator LD GHP S O RLIGWKH H Q H6IH.FWZ RWPKK&IO L B B WY LEWMVVRR Q
WKH '"HSDUWPHQW RI +XPDQ 5HVRXUFHYV

Removal Administrator LVOHPSORYHMVWK&AOLBGWYLEMYY RROK'HHSDUWRH QW

+XPDRH VR X WAHWS R QRIIEGRH. Q L V \R LWHW RRQSRIQQ LWEBRL Q D DKE@W L P D W H
UHPRYDOV

Guidelines

$MREIITHAXHQFFHSBAWGHS SRL EGWERWYH :7 WRFRQWUDRWERROHPBRWYV

QRWRZHYHUQMKBIS SR L QWRHHR Q W U IDRMOA HEQHQMCH\U U LR @ R URIQW K H
HIITHFWLYH GDWH VSHFLILHG LQ WKH MRE RIIHU

$ YHUEDFFHSWHD\@FRI® SSRL RWHSHFWHEBQ G R Q G L \RLIRS/O R \ PWHIQDIDHD
LPPHGLDWHO\ IROORZHG E\ D ZULWWHQ MRE RIIHU

TKHXPDRHVRXBHISYHYVHQ@WBWS N B YWLKIOROERDW XVS RIM RFEI | IKWQ WER SW KD W
KDV EHHQ VLIJQHG DQG GDWHG E\ WKH DSSRLQWHH LV UHFHLYHG

$ MRFEI I PD \E HF R Q G L WKISRID OWJIHLTX L U HEPHHLQRBIWY I W K RWHHT X L U H PCHUBMR W
PHWULW B K UW GWDWV IS H F LILIQM KM REET | HW KéH O H FEARARRL WAVID FGHH | AMKWHW D U W
GDWH XQWLO VXFK D WLPH WKDW (/WK OHYHLQBPOYXEHDFWRULO\ PHW

D ORWRU YHKLFOH OLFHQVLQJ UHTXLUHPHQWYV
E &8HUWLILHG FULPLQDO UHFRUG FKHFN
F OHGLFDO H[DPLQDWLRQ RU
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G 6RFLHW\ DQG RU DVVRFLDWLRQ PHPEHUVKLSV
7KH ZULWWHQ MRE RIIHU PXVW EH VLIJQHG E\ RQH RI WKH IROORZLQJ

D '"HSXW\ OLQLVWHU

E $VVLVWDQW 'HSXW\ OLQLVWHU

F 'LUHFWRU

G &KLHI ([HFXWLYH 2I1ILFHU Rl +HDOWK DQG 6RFLDO 6HUYLFHV $XWK
H 6XSHULQWHQGHQW

| :DUGHQ LQ &RUUHFWLRQDO &HQWUHYV

J 1XUVH ODQDJHUV LQ +RVSLWDOV

K ODQDJHUV LQ )LUH 6XSSUHVVLRQ

L 3ULQFLSDOV FDVXDO MRE RIIHUV RQO\

"KHQ WHFRPMNFHYV WIRK\D QWHIHQ L YW HVMNVRIWHD (D P HQ GRHGHMK DEEHDV V X H G
VLIQHG DQG GDWHG E\ WKH (PSOR\HU DQG DSSRLQWHH

6DODU\ VKDOO EH GHWHUPLQHG DV IROORZYV

D 2QLQLIVE HRL Q WPHQ@W \HHNOQ H UDHD OM G Z YW\M I6 W HRSW KIHS S U RYY HHYGH O
IRU HDFK WZR \HDUV Rl GLUHFWO\ UHODWHG H[SHULHQFH XS WR D

L $W OHDVW WZR \HDUV RI GLUHFWO\ UHODWHG H[SHULHQFH ¢
LL$W OHDVW IRXU \HDUV RI GLUHFWO\ UHODWHG H[SHULHQFH
LLBW OHDVW VL[ \HDUV RI GLUHFWO\ UHODWHG H[SHULHQFH 6\

E 'HSXWHMND ®W KKL U IGRHIS D U WPFDHIEDXWY K FOWLRE! | FDUD K L J KHW K SWR Q G
LQFOXGLQJ 6WHS RQ LQLWLDO DSSRLQWPHQW

F -RERITHURMWQ VW UPRYERUMWEQWHIRUBEEY DGBWKBISSURSVYDDWU\
EDVHG RQ WKH LQGLYLGXDO V H[SHULHQFH DQG RU TXDOLILFDWLF

G 2QSURPRWIKRD ODWD O F X @ DMDHNWEGHL | | H U QW H 18 WOl SIVQ GR IW K H
QHZDUDQDIY B G G VDKWY KFHX U UWDOVIYB\HF D Q G L B DWWH F HW KWW H S
QH D UWEW ¥ R &/H WWK DADK MR W DEDQL Q F U H R NG L W RAL® R Q WRIW K H
SURPRWMRQUDQWRGRQV L GHIUREW K SOR\HFHXVUMR@DY\QHZ
LQFUHPHQW GDWH LV WKHQ HVWDEOLVKHG IRU WKH (PSOR\HH

H 2QWUD QWIKHI SO R\ RHDIOVZ UG 6D WV KWHD \@ H D UW X WR@&H VAK IKQ V K H U
IRUPHDWISD\ ,I WKRMD[LPX®D\WR K DVRWK®HZSRVLWIORQMKXQV KHU
SUHVHQWESD\WKH S O R \WKIDEHS D LOBW KPD [ L P XD R K5 D \R IW KGIH Z
SRVLW,LW®H SORWDM® D\ R MW DWXEW UDQV IWRORZE H YSHRY L WILIRH
HPSOR\BHHYMRWDQ\QHJRW ISPV IYE UHDVEIRQW LRB®IS HULRRB QH
\HDWW KLFPKLPMKH SOR\HHI®ZUEGS D LIBF FR U GIRY KHX L GHARQH V
WUDQVIHUULQJ HPSOR\HHV

6WDUW GDWHV IRU SRVLWLRQV VKDOO EHDIS$WDG COMVAKHNGD WA RMHS MW WHRC

KWWS ZzZZ KU JRY QW FD SROLF\ KUP +LULQJ BURFHVV GRFXPHQWY ZRUG ,QGHWH
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JRIBRVLWWRDWMXEMWRNSE SHWEHU L WWREY | HWK DEHZ L W K G WBIHAG MQKIH
RXWFRPH RI DQ DSSHDO

SUREDWLRQDU\ SHULRGY DUH VSHFLILHG LQ WKH MRE RIIHU DQG DUF
For UNW/Excluded positions

D 6L[ PRQWKYV IRU QHZ KLUHV LQWR SRVLWLRQV XS WR DQG LQFO?>

E 6LPRQWIRWPSOR\WHD QV IR WBUWLRPPIR WIRRP R WKRIWL \Z L RGALKBX EO L F
6HUYLFH RU

F 2QH \HDU IRU HPSOR\HHV ILUVW KLUHG IRU SRVLWLRQV DW 3D\
For management positions

D 6LPRQWRWPSORWHBQVIRIEHWL@GIWRPRWERGQRWKRVLWQRIGKXEOLF
6HUYLFH RU

E 2QH \HDU IRU HPSOR\HHVY KLUHG IURP RXWVLGH WKH JRYHUQPH:

$QHPSORXZKRWSSRLOWBRBYVLWKRE&GDWKWHD PEXWDMKWLYV SHWHY ISRMLWLRQ
VKDOO QRW VHUYH DQ DGGLWLRQDO SUREDWLRQDU\ SHULRG

":ULWWHQ MRE RIIHUV VKDOO LQFOXGH DQ DSSURYHG FRS\ RI WKH MF
6DPSOH -RE 2IIHU /HWWHUV

,QGHWHUPLQDWH 1HZ +LUH
3URPRWLRQ

7HUP ([WHQVLRQ

6HDVRQDO

-RE 6KDUH

7UDLQHH

/IDWHUDO 7UDQVIHU ([FOXGHG
,QGHWHUPLQDWH 21IHU 7R /D\ 211 (PSOR\HH
7HUP 21IHU 7R /D\ 211 (PSOR\HH

+D\ 30DQ 1RQ UHVLGHQW &DQGLGDWH
$GGLWLRQDO -RE 21IHU &ODXVHV

H + + =+ H+ + +H=+ +H+ +H +H

KWWS zZzZ KU JRY QW FD SROLF\ KUP +LULQJ 3URFHVV GRFXPHQWYV ZRUG ,QGH
KWWS zzZ7Z KU JRY QW FD SROLF\ KUP +LULQJ 3URFHVV GRFXPHQWY ZRUG 3URP
KWWS ZzZ KU JRY QW FD SROLF\ KUP +LULQJ 3BURFHVV GRFXPHQWYV ZRUG 7HUP
KWWS zZzZ KU JRY QW FD SROLF\ KUP +LULQJ 3URFHVV GRFXPHQWYV ZRUG 6HDV
KWWS zzZ7Z KU JRY QW FD SROLF\ KUP +LULQJ 3URFHVV GRFXPHQWY ZRUG -REGH
KWWS ZzZ KU JRY QW FD SROLF\ KUP +LULQJ BURFHVV GRFXPHQWYV ZRUG 7UDL
KWWS zZzZ KU JRY QW FD SROLF\ KUP +LULQJ 3URFHVV GRFXPHQWY ZRUG /DWH
KWWS zZzZ7Z KU JRY QW FD SROLF\ KUP +LULQJ 3URFHVV GRFXPHQWYV ZRUG ,QGH
KWWS ZzZ KU JRY QW FD SROLF\ KUP +LULQJ 3BURFHVV GRFXPHQWYV ZRUG 7HUP
KWWS zZzZ KU JRY QW FD SROLF\ KUP +LULQJ 3URFHVV GRFXPHQWY ZRUG +D\3(
KWWS zzZ7Z KU JRY QW FD SROLF\ KUP +LULQJ 3URFHVV GRFXPHQWY $GGLWLRQI
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Procedures

7KH-XPDOHVR X UBHBW HVH QIWIRW LEBMN U FOOHWRVKBE S SRL QA8 HAL | WIQH
IROORZLQJ WHUPV DQG FRQGLWLRQV RI HPSOR\PHQW

7KH WLWOH RI WKH SRVLWLRQ DQG WKH GHSDUWPHQW

7KH W\SH RI HPSOR\PHQW LQGHWHUPLQDWH WHUP DW SOHDVXUL
6WDUW GDWH HQG GDWH LI DSSOLFDEOH

7KH OHQJWK Rl WKH SUREDWLRQDU\ SHULRG LI DSSOLFDEOH
6XSHUYLVRUTV QDPH

I & m mMm O

| 6DODU\

7TKDW WKH RIIHU LV FRQGLWLRQDO SHQGLQJ WKH FRPSOHWLRQ RI
KHQ WKH DSSHDO SHULRG ZLOO EH RYHU DQG KRZ DQ DSSHDO ZL(
7KH RIITHU LV FRQGLWLRQDO SHQGLQJ WKH FRPSOHWLRQ RI D FULTF

$OQ\RWKHRQGLWM KRNI IHU HUHFHLBIGQUL Y BU&WMBDMMIKLEP R Q WKLY
VXFFHVVIXO FRPSOHWLRQ RI D PHGLFDO

z - X “

N :KHUH WR UHSRUW WR ZRUN DQG
O, QIRUPDWLRQ RQ ODQGDWRU\ /HDYH :LWKRXW 3D\ ILYH GD\V

TKHXPDERHVRXUBHBYHYHQWDHIUVEH VWLRRNWPRYDEGH Q HWRVKSLIHQH I LWV
RU 5HPRYDO $GPLQLVWUDWRU

TKHXSHUYAMRRXDQB\E SURYBWHUPYERQGLWHRRVQHQRW L BIWIVRQ D U\
VXEMHFW WR WKH QHFHVVDU\ DSSURYDOV LI DSSOLFDEOH

JIWKFHDQGL®BWHDG PN SWMKBIURSRWHGP @GR QG L \R LKRRBVO R\ P WG WX P D Q
5HVRXBHISW HV H GW Bl W HDP RA/P DL WRN HHP QH [ S LG D WRIW KZHU L WRA HBD \
EH VSHFLILHG LQ WKH ERG\ RI WKH OHWWHU

TKHXPD®HVRXBHSBWH YV H QW DDAWIMY KMHS S R L QMR LIHZ 8 L I\@ KW W D MIREG
GHVFULSWLRQ DV DQ DGGLWLRQDO FRQGLWLRQ RI HPSOR\PHQW

JRDSSRLQUHHKVYUHRBRRY RAEHW Z IODHRE D WLREXWPDRHV R XBHISWHVH QWO ®WLYH
GLUHFW WKH DSSRLQWHH WR WKH 5HPRYDO $GPLQLVWUDWRU

TRKHOQLWEDWEEHQHIWKHXPDQHVRXWHBWHYVHQNWMHE DWE{F SOR\HH
,QIRUPDWLRQ 5HTXHVW IRUP ZLWK LQIRUPDWLRQ SURYLGHG E\ WKH DS

7KH+XPDBHVRXUFHSUHV H QWOD/AMKM L JQNMEBRITHMRBHVFULSHWBR®\HH
LQIRUPDWLRQ UHTXHVW IRUP DQG DQ\ DGGLWLRQDO GRFXPHQWDWLRQ

7KH +XPDQ SHVRXUFHVY 5HSUHVHQWDWLYH XSGDWHYV WKH 5HFUXLWPHQ)
7KH %HQHILWY $GPLQLVWUDWRU DVVLIQHG WR WKH GHSDUWPHQW LV S

D DFRS\ RI WKH MRE RIIHU

E DQ (PSOR\HH ,QIRUPDWLRQ 5HTXHVW ™ IRUP

F DFRS\ RI WKH FDQGLGDWHfVY UHVXPH DSSOLFDWLRQ DQG

G FRSLHV RI FHUWLILFDWHY FULPLQDO UHFRUGV FKHFN GULYHU(YV
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116 - Regrets

Introduction

$IWWWHIHS S R L Q WHHHHS/\KNWRFAEI | HWIWND H F H V WIRWB\Y X\QHY X F F HA\D\Q & O (EW WW H
RXWFRPH RI WKH FRPSHWLWLRQ

Definitions

Human Resources Representative PHDQWKRWRSOR\RHNKHHSDUWPH®WPDQ
5HVRXUFHV GHVLJQDWHG WR FR RUGLQDWH WKH UHFUXLWPHQW SUR

Selection Committee LQFOXEBMWVQRWHFHVVDHVOQNIWRPBHEXPD@HVRXUFHYV
5HSUHVHQ@QQBKEX BHU YRAIWKBIRVLWHR QUO OKGEUBSSUR S DPBIWH WU W K
WHFKG@ULSEBOWERR P XQLAS UH YV HRME M IGYGW®/ K&H O H FRLIFRPQ. WR\LRHE W U

D IXOO SDUWLFLSDQW RU LQ DQ DGYLVRU\ FDSDFLW\ ZLWK QR YRWH

Regret LWSKRQH 6BWEHRDR OD D G Y L XIQQ/IX FF HA\D\VQ & O WEW MWRIX W F RFCH
FRPSHWLWLRQ DQG RU WKHLU ULJKW WR DSSHDO WKH GHFLVLRQ RI"

Job Offer LV D ZULWWHQ RU YHUEDO RIIHU RI HPSOR\PHQW

Competition File LWV KRIIILFUBORUIG KFHRPSHWERQW®OQ DQERE X P HQHT\K LEAH G
SROLFLHV DQG JXLGHOLQHV

Selection Committee XV X DIO@R O XEXHWQ RQYH FHV VDHM\® W RDMEK® DRHV R XUFHYV
5HSUHVHQWDWLYH DQG WKH 6XSHUYLVRU RI WKH SRVLWLRQ EHLQJ

GNWT Employees DUH WKRVH HPSOR\HHV ZKR DUH LQGHWHUPLQDWH WHU

Guidelines

7TKH +XPDQ SHVRXUFHYVY 5HSUHVHQWDWLYH VKDOO FRQWDFW WKH IRO

D 8QVXFFHRD/QXGQ GIP\S B RLENGKHD P'HI S D U W PAHRODR G I HQBW KSRVLWLRQ
EHLQJ ILOOHG

E 8QVXFFHVVIXO FDQGLGDWHY ZKR ZHUH JUDQWHG DQ LQWHUYLH

F 8QVXFFHNINQGA GIRWN ¥ WM DUSWURDWSHFLLQMKEH. : 7T\ IILUPDWLYH
$FWLRQ 3ROLF\ VHH 6HFWLRQ 6WDIILQJ DQG WKH $IILUPDWL

G $ORONKHW XFFHDQ EZOGXWHMPBORIHBKKH : 7 RZKRZHUMPSOR\HG
DW WKH WLPH RI DSSOLFDWLRQ

7KH +XPDQ 5HVRXUFHY 5HSUHVHQWDWLYH PD\ RITHU UHJUHWV WR XGQ

$ YHUBRMHIOUNVWKFIUHIHBUHMWERIERP P X QL F\WWRDOQN F RRIFFR P SHWL WWRWQH V
WKH FDQGLGDWH DQ RSSRUWXQLW\ WR GLVFXVV WKHLU LQWHUYLHZ

TKH-XPDQHVR X WBLHSWHVHOMWKDPPWHDS KRPHVVDDHWW PHWKRIRITHULQJ
UHJUHWYV
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TKHEHOHF®RRRLWRMUHKP D QH VR X UsFHSW H V H QRADD W/IU M&H W D LHDHHGSE DVAERN
XQVXFFHVVIXO FDQGLGDWHYV ZKR ZHUH LQWHUYLHZHG

7KHXPD®RHVRXBFIBYHVHQWQ®MY\HF 6 R 8 HRHW H VIVOW H UM'KIHVAV ER QM FW L R Q
&RPPLWWRNMHE D Q NIIRQUP WD QG LGDWHQHVH U @ AR RV QIR U P MDE RFRW K H U

FDQGLGDWHYV

,IDFDQGLEMDWHRWHD F EHSX R QMHKHX PDBH VR X BHISVWHV H @W DXW HY FDR O

RQH RI WKH

H + + +H+ +H+ +H+

&RPSHWLWLRQ &DQFHOOHG

&RPSHWLWLRQ &ORVHG

&DQGLGDWH
&DQGLGDWH

'LWK $SSHDO 5LJKWYV

'LWK 1R $SSHDO 5LJKWYV

IDWH $SSOLFDWLRQ

5H $GYHUWLVH

6FUHHQLQJ 5HJUHW

1R 6XFFHVVIXO &DQGLGDWH

IROORZLQJ VDPSOH UHJUHW OHWWHUV WR FRPPXQLFDWH V

TKHXPDRHVRXBHIBWHVHQ@WOYIRXOVXFFHDWBEOZDWKS HOLA KWWK H
DSSHOUURFHMNGWHEWD I IERIHB A ¥X O D WIKRWWW D | LSSIHDUR FHWAMRB HWHUPLQH
ZKHW IDKH U URBF X UWBNEKBISSOLFRNYER Q L FECHEIQ M ODMW. GRIQDLAGIWVR FHG XU H YV
GXUMWXHARPSHWIWLRDKBWHMXGCGRLIHHEPO/@ESSHO BRBQRIWREBPWOR\PHQW
6HH +50 VHFWLRQ RQ WKH VWDIILQJ DSSHDO SURFHVV

Procedures

2QFWKWXFFHWORXRGLOGB WHSWK@HWRNRUHWKHXPDHVR X WBLHBSWHVHQWDWLYH
DWWHPSWVY WR SKRQH DOO XQVXFFHVVIXO FDQGLGDWHY ZKR ZHUH HLW

7KH +XPDQ 5HVRXUFHV 5HSUHVHQWDWLYH DGYLVHVY FDQGLGDWHYV DERX

D 7KDQNLQJ WKHP IRU DSSO\LQJ RQ WKH SRVLWLRQ DQG RU DWWHQ
E ,QIRUPLQJ WKHP Rl WKH 6HOHFWLRQ &RPPLWWHHYTV GHFLVLRQ DQ

F ,IWKFD QG LGD@MWH U BWWAMK ENPQ RKR AV K IIHWV XP @ G R KUHH V XROWVR/H
LOWHUYLHZ FRPSDUHG WR WKH TXDOLILFDWLRQV EHLQJ VRXJKW E

TKHXPDRHVR X WBHBSWHYVH @G WY N KHU P DS¥FMWLIHD@ G L @GHV HPSOR\HHV
D E R XWK HDLS5 HDLO KDIOVZ K DWK PX VB/RL(RUGW® S S HWRKBIH F L \ RURBEFHH OHFW LR Q
&RPPLWWHH

7KHXPDRHVRXBHISYHVHQWB RW EXD WO & L PRID @AWW HREWDFEQGLGDWHV
E\ SKRQH

)R W K RVIDIQ G L &ZIXWWRHDVQ QBRI H D F IENW HOH S WVK@XIP DRHV R X BFHBW HVHQWDWLY H
RITHUV UHJUHW XVLQJ D ZULWWHQ OHWWHU ID[ RU H PDLO LI D YDOLG

KWWS ZZZ KU JRY QW FD SROLF\ KUP +LULQJ BURFHVV GRFXPHQWY ZRUG &RPSHW
KWWS ZzzZZ KU JRY QW FD SROLF\ KUP +LULQJ BURFHVV GRFXPHQWY ZRUG &RPSHW
KWW S ZzzZZ KU JRY QW FD SROLF\ KUP +LULQJ BURFHVV GRFXPHQWYV ZRUG &DQGLG
KWWS ZZZ KU JRY QW FD SROLF\ KUP +LULQJ BURFHVV GRFXPHQWY ZRUG &DQGLG
KWWS ZzzZZ KU JRY QW FD SROLF\ KUP +LULQJ BURFHVYV GRFXPHQWY ZRUG /DWH$SE
KWW S ZzzZZ KU JRY QW FD SROLF\ KUP +LULQJ BURFHVV GRFXPHQWY ZRUG 5H $GYH
KWWS ZZZ KU JRY QW FD SROLF\ KUP +LULQJ BURFHVYV GRFXPHQWY ZRUG 6FUHHQI
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http://www.hr.gov.nt.ca/policy/hrm/0100%20-%20Hiring%20Process/documents/word/CompetitionCancelled.doc
http://www.hr.gov.nt.ca/policy/hrm/0100%20-%20Hiring%20Process/documents/word/CompetitionClosed.doc
http://www.hr.gov.nt.ca/policy/hrm/0100%20-%20Hiring%20Process/documents/word/CandidateWithAppealRights.doc
http://www.hr.gov.nt.ca/policy/hrm/0100%20-%20Hiring%20Process/documents/word/CandidateWithNoAppealRights.doc
http://www.hr.gov.nt.ca/policy/hrm/0100%20-%20Hiring%20Process/documents/word/LateApplication.doc
http://www.hr.gov.nt.ca/policy/hrm/0100%20-%20Hiring%20Process/documents/word/Re-AdvertiseNoSuccessfulCandidate.doc
http://www.hr.gov.nt.ca/policy/hrm/0100%20-%20Hiring%20Process/documents/word/ScreeningRegret.doc
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L QWKHMYHRW QD SSHWE&HXP D BRH VR X BHSW HV H Q\@ DRAWPKBHH O H F&ARARRQL W W H H
DQ®XFFHWDQG L &BWWWG H WRVRIWHILD ¥ H HL W K G $BIDW WXKRIX W F RRRM K H
DSSHDO

TKHXPDRHVRXBHBWH YV HGWDWMHRESR ID AJAH J WHW VGG R WHHR/Q | L U WK
GDWH DQG WLPH RI DOO SKRQH UHJUHWYV RQ WKH FRPSHWLWLRQ ILO
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NWT Public Service Act
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Staffing Appeals Regulations
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