Employee Hiring Process Guidelines
Adopting Employee Hiring Processes approved by the Board is essential for ensuring no conflict of interest, attracting candidates, and hiring the best person for the job. 
Job Descriptions Should Include:
· Organization’s Vision, Mission, and Core Values,
· Position Purpose,
· Clear position description,
· List duties and expectations of the position,
· Minimum requirements (education, experience, knowledge, skills, and personal traits),
· Application information and deadlines.
Develop a Recruitment Plan:
· Include posting period and application deadlines,
· Advertising avenues (partner organizations, membership, provincial and national sport organization websites, social media, school placement coordinators, job fairs, etc.).

Gather a Search Committee
· Search and Hiring Committees should consist of 2-3 people,
· Try and include people both involved in the role and outside the vacant role,
· If possible, ensure the committee I diverse aligning with Equal Employment Opportunity,
· All committee members must ensure no conflict of interest in relation to the applicants and must not be in the position themselves,
· Determine the criteria for applicant evaluation prior to the application review. 
Shortlisting:
· All search committee members must view all applicants, avoiding individual opinion and biases. 
Interview:
· Choose one or two questions from each minimally required skill and competency to develop your interview questions,
· Review the applicant's application or resume and make note of any issues that you need to follow-up on,
· Coordinate questions asked by each committee member prior to the interview and assign weight to each one,
· Decide the optimum start date and salary for the position prior to the interview,
· Explain the outline of the interview to the candidate.


Select the Staff Member:
· Each committee member to explain how the applicants met their search criteria,
· Document all thoughts and opinions about each candidate,
· Review the organization’s Mission, Vision, and Core Values to make sure these qualities are reflected in the choice candidate,
· Conduct reference checks with the top two candidates about their behaviour and work performance,
· Discuss reference checks with committee and determine the best suited applicant for the job.
Finalize Offer:
· When making an offer, disclose salary, benefits, vacation, learning and development opportunities, etc.,
· If the applicant declines an offer, discuss why and implement a counter offer if necessary,
· Give the applicant a deadline for making their decision, 
· [bookmark: _GoBack]Prepare and have the employee sign a contract. 

Additional Resources
Accessibility Standard for Employment: http://www.mcss.gov.on.ca/en/mcss/programs/accessibility/employment/index.aspx 
Employment Standards Act
http://www.labour.gov.on.ca/english/es/pubs/guide/ 
