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DESCRIPTION:

All BCGEU staff positions must be posted internally for 5 working days.  The position may be posted externally after this period.  Competitions are based on both seniority and suitability to the position.  If both applicants are equal in qualifications, seniority will determine the successful applicant.  
STEPS:

1.
Fill out a P40 Staff Request Form and submit to Employee Relations.  Employee Relations will prepare the job posting and post.

2.
Questions for the interview and ranking system must be created prior to reviewing the competition file.  Questions should be related to the Qualifications and Knowledge, Skills and Abilities of the position.  Questions should include a rating scale which is tabulated at the end of the interview.  Test scores, minimum qualifications and other criteria i.e., department specific tests may be included in the ranking.   References may also be included in the overall ranking.

3.
The competition file can be picked up from ER by the Supervisor when the competition closes.   ER will rank the employees based on their seniority and indicate their administrative testing scores.

4.
Review the applications and shortlist for interviews.

5.
Convene a Selection Committee and arrange interview times with applicants.  Selection Committees should include the Supervisor and one Administrator (excluded personnel).  A faculty member may only be present when a position requires specialized knowledge, i.e. Dental Lab Technician.  Only the Supervisor and Administrator determine the successful candidate.  

6.
All internal interviews must have a BCGEU Union Representative in attendance.  Contact Employee Relations with the position being interviewed for, name of applicant, time and date for the interview and they will arrange for a Union Representative.

7.
Have the applicant complete an Authorization to Verify Information and Check References Release form.  Reference checks must be completed for applicants who are being considered for the position.

8.
The employee must fill out an Employee Information Release Form so the Supervisor can review their personnel file.

9.
After the interviews are complete, tabulate the overall scores for each applicant.  Seniority percentage is determined by the number of years an employee has worked for the college.  

10.
Contact the successful applicant to offer him/her the position.  Once the applicant has accepted, notify the unsuccessful applicants.

11.
Complete the Ranking Form and submit all competition documents to ER.

REFERENCES:

BCGEU Collective Agreement

http://www.douglas.bc.ca/employees/employee-relations/forms.html
ATTACHMENTS:
P40 – Request for Staff 

Authorization to Verify Information 

Reference Check 

Sample Short-Listing Grid

Overall Individual Ranking

Final Group Rankings

Seniority Ranking Criteria

Employee Information Release Form
