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1
Contact HRA and 

Identify Need

2
Advise HM on 

strategies to fulfill 
the need

3
Decide on 
recruitment 

strategy

4
Determine method 

of hiring

5
Enter RRAF 

Process

6
Contact HRA and/

or AHRA to 
proceed

7
Consult on 

timelines and next 
steps

8
Assemble JIP

9
Add to Master 

Recruitment Log

10
Review JIP

12
Review JIP

15
Approve Jip

16
Receive JIP and 

update MRL

17
OPSEU or 

AMAPCEO/
MCP

18
Post for 2 weeks 

as TDA then 
posting opens if no 

match

20
Clearance?

19
Post Position

OPSEU

AMAPCEO/MCP

Go to 
Pg 2

YES

21
If a match is 

identified 
enter MATCH 

process

NO

14
Modify JIP if 

needed

N
13

Changes?

Y

Start

11
Send JIP to HM
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From 
Pg 1

22
Prepare requisition 

for collection/ 
screening services 
& Send to vendor

24
Update MRL

25
Search for 

previous similar 
competitions for 

interview 
questions

26
Review previous 

questions and consult with 
HRA to develop current 

competition interview and 
test questions

28
Finalize materials

27
Provide QA on 

questions to align 
with JIP and 

ensure barrier free

30
Schedule 

Interviews and 
Book Rooms

31
Hold Interviews 
and send score 
and list to HRA

23
Enter 

Screening 
Process (only 

if required)

32
Perform Relative 
Equality Check if 

necessary

34
Prepare Board 

report and perform 
reference checks

35
Identify top 

candidate and 
request approval 
from ED (through 

HR)

37
Approve candidate 

selection

39
Verbal offer with 
salary and start 

date to candidate

Go to 
Page 

3

Note: collection is 
mandatory screening is 

optional

29
Assemble 

interview package 
(possibly with 

blank board report)

33
If not already sent, 
Board report filled 

out with 
Tombstone info 

prepared

36
Email ED to 

request approval

38
Send email 

approval
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From 
Pg 2

40

Offer above 
salary?

41
Prepare template to request 

‘Exemption to Pay Admin 
Policy’ (through HR)

42

Review and 
reccomends to 

EDO

45

Approved?

46

HRA recieves 
approval

47
Confirm potential 
employee start 
date, salary etc  
and notify HRA

48

Notify 
unsuccessful 
candidates

49

Provide tombstone 
data for WEAR 

and forward to HM 
(if external to 
FSCO staff)

50

Prepare offer letter 
& Secondment 
Agreement (if 

required) and send 
to HM

52

Continue 
preparing WEAR 
form, sign offer 

letter and send to 
HRA

53

QA WEAR using 
RRAF and WIN if 

modifications 
required return to 

HM

54

Send offer Letter 
or secondment 

agreement to HM

56

Enter to FEWS 

58

PDF documents to 
OSS and File 
Hardcopy in 

competition file 
and employee file

57

Finalize and 
update MRL

End

YES

NO

YES

Yes
43

TL Approve

44
Sr Manager 

Approve
Yes

NO

51
Secondment 

agreements only 
singed by Sr Mgr 

SS

55
Enter WEAR 

FORM 
Process
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