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2
Contact HRA to 

proceed

3
Provide advise on 
timelines and next 
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Manager to online 
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4
Access JIP on HR 
Manager’s Portal

5
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6
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7
Approve JIP

8
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9
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14
Prepare requisition 

for collection/
screening services

16
Update online 

recruitment tracking 
system

15
Enter logging/screening 

process 
*Test screen/review if 

requested by client

17
Access HR Mgrs 
portal to obtain 
interview and 

testing questions as 
required

18
Submit to HRA 

19
Provide QA on 

questions and test 
to align with JIP and 
ensure barrier free

20
Assemble interview 
package including 
blank board report

21
Schedule interviews 

and book rooms

22
Hold interviews and 
send board report to 

HRA

23
Perform relative 

equality check & FTE 
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24
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candidate and make 
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28
Confirm start date, 

salary, etc. and 
notify HRA

29
Verify data and 

initiate WEAR form 
process

30
Generate WEAR 
form with ALL 

relevant tombstone 
data and validate 

history for 
conversion etc.  

35
Update any final 

information (notify 
HRA of changes 

made)

31
Prepare offer letter

34
QA documents

36
Sign offer letter and 

WEAR form

32
Secondment 
agreemtne 
required?

33
Prepare secondment 

agreement

Secondment 
agreement?

37
Intra or Inter 

Ministry?

39
Sign Secondment 

Agreement

38
Sign Secondment 

Agreement

40
Compile documents 
and send to HRA for 

processing

44
Update online 

recruitment tracking 
system

43
Send 

documents to 
OSS and notify 

finance

41
Notify AHRA and 

forward documents

45
Update FEWS

NO

YES

INTER

INTRA

46
Create necessary e-

copy files (Hard 
Copy to Oshawa 
only if required)

47
Enter 

onboarding 
process

42
Send onboarding 

materials to Hiring 
manager
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