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Preamble: The Hiring and Transition Policy outlines all appointed positions within the Engineering Society. It includes Tthe hiring processes for all appointed and paid positions, including advertis advertisementing for the positions, time frame for the application periods and theinterviewing procedures for interviewing and notifying the applicants. The policy for dealing with grievances with the hiring processes and dismissing employees is also outlined. The policy sets a fair and systematic hiring process that can be readily followed by all those involved. It provides accountability by clearly defining the duties and responsibilities of each person involved in the hiring process.
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0. Purpose
0. Appointments include those done at the start of the Executive and Ccouncil term, those done as appointed terms end, special replacement appointments and Executive appointments.
Appointment Types
0. Executive term appointments are done as the first substantial action by a new Ccouncil and its Executive. Appointments are to be performed according to the Engineering Society hiring policy, as seen in  B: Hiring Policy. The positions covered include:
a. The thirteen (13) Directors as seen in By-Law 8.A.1
b. The following Officers:
i. Chief Returning Officer
ii. Deputy Returning Officer(s)
iii. Equity Officer
c. The five (5) service managers listed below:
i. Campus Equipment Outfitters Managers
ii. Clark Hall Pub Managers
iii. Golden Words Editors & Managers
iv. Head iCon
v. Tea Room Managers
d. The nine (9+) event Chairs/Coordinators listed below:
i. Carol Service Director
ii. December 6th Memorial Coordinator
iii. EngVents Chair
iv. EngWeek Chair
v. External Relations Committee Chair
vi. Fix N' Clean Coordinator(s)
vii. Mental Health Coordinator
viii. Movember Chair(s)
ix. Terry Fox Run Coordinator(s)
e. The internal affairs positions listed below:
i. 
ii. 
iii. 
iv. 
f. The various positions listed below:
i. IT Managers
ii. BED Fund Coordinator(s)
iii. Chair of Alumni Relations 
iv. Chair of Industry Relations
v. Communications Team
vi. Constitutional Guru(s)
vii. Council Secretary
viii. Engineering Society Review Board
ix. EngLinks Coordinator
x. Engineering Society Review Board
xi. Internal Records Officer(s)
xii. Communications Team
xiii. Englinks Coordinator
xiv. BED Fund Coordinator(s)
xv. Chair of Alumni Relations 
xvi. Chair of Industry Relations
xvii. 

Ongoing replacement appointments include all positions that do not transition with the Executive. Appointments are to be performed according to the Engineering Society hiring policy, as seen in Grouping B B: Hiring Policy. The positions covered include:
g. Chief FREC
h. Conference/Competition (Co)Chair(s) 
i. Orientation Chair
j. Head of OTIS
k. Head(s) of Water Team
l. Science Formal Convener & Chairs
m. Science Quest Directors 
Special replacement appointments occur if an appointed position is vacated. The appointment committee is as described in Grouping B B: Hiring Policy.
Executive supplement positions occur when the Executive asks Council to appoint an additional member to the Executive. This provision is used to handle a special task within the Executive, such as the temporary replacement of an Executive member. The appointee does not vote on the Executive or Ccouncil, unless he/she is already a voting council member. The hiring policy is as described in Grouping B: Hiring Policy. Additionally, the Chair of the Engineering SocietyEngSoc Review Board is a voting member of the interview Hiring Ccommittee. 
All logistics for these appointments are toat the discretion of the committee Chair, including the Hiring Committeeinterview team. Promotion must follow the policy outlined in Grouping B B: Hiring Policy, but is the responsibility of the committee Chair. These committees include:
n. All Clubs hiring executive members
o. Conference/Competition Committees
p. QPID Executive 
q. Equality Issues Committee
r. External Relations Committee
s. Engineering Society Services Staff
t. Science Formal Managers
u. FREC Committee
v. EngWeek Committee
w. Fungineering Committee
x. Movember Committee
y. Fix N' Clean Assistant(s)
z. EngVents Committee
Process and Logistics 
Any positions available for appointment must be advertised in two consecutive issues of the AllEng Weekly Newsletter before the applications are due. Notice of position availability must be submitted to the Director of Communciations for inclusion in the newsletter. 
Job descriptions and applications must be available on the EngSoc website for two weeks (14 days) prior to the application deadline.
It is the responsibility of the Director of Human Resources to plan one or more hiring fairs or information sessions, where outgoing position holders and the new Executive are available to answer questions regarding positions. 
All applicants must use, EngSoc Apply, the online application system. 
Completed applications are to be kept on confidential file by the Director of Human Resources. They shall not be sent to the Chair conducting the interviews.
If pre-screening is to be used it must be so noted in any advertisements for the positions. 
The interview team shall be as defined in Grouping B: EngSoc Hiring Policy. 
Interview times and scheduling are responsibility of the Chair of the interview panel, and must be sent to the applicant by e-mail 24 hours before the start of interviews. 
The interview process is entirely up to the discretion of the interview team; however it must be consistent for all potential candidates. 
Selection is done by consensus or vote within the interview team. 
Ratification Notification must be made verbally to all candidates before an official posting is made. 
aa. If after three (3) attempts have been made to notify the candidate verbally, an e-mail may be sent requesting a meeting.
i. If after that, the candidate is still unable to be contacted, an e-mail may be sent notifying them of their results prior to the official posting.
Appointments specified below must be ratified by the Engineering Society Council with a majority vote. Non-engineers must be ratified by a two-thirds majority vote.
ab. The following positions must be ratified:
i. The thirteenwelve (132) Directors as seen in By-Law 8.A.1
Positions must be ratified by the end of the second council following the notification of all candidates.
ac. This excludes the twelve Directors, who will be ratified at the Annual General Meeting
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Preamble: In keeping with the spirit of the mission statement of the Engineering Society, the mission of the Engineering Society Hiring Policy is to ensure that the mandate of the Society is met through hiring the most suited candidate for the position while emphasizing personal and educational growth for the successful candidate; suitability is based on qualifications, cohesiveness of group and a priority of giving learning opportunities to as many Society members as possible.
0. General
1. Unless otherwise outlined within the Engineering Society Constitution or By-Law, the following applies to all appointed positions as stated in the Engineering Society Policy Manual, Section γ.A. - Appointments, and all positions which fall under those mentioned therein.
The policy sets a fair and systematic hiring process that can be readily followed by all those involved. The policy provides accountability by clearly defining the duties and responsibilities of each person involved in the hiring process.
The Engineering Society shall strive to offer paid and volunteer opportunities to as many engineering students as possible, without compromising the general welfare of its operations.  
The Engineering Society shall act in full compliance with the Ontario Human Rights Code and the Charter of Rights and Freedoms and thus shall not discriminate between applicants on the grounds of race, ancestry, place of origin, colour, ethnic origin, citizenship, creed, sex, sexual orientation, age, record of offences, marital status, family status, religion, and handicap.

Any information provided that is in violation of the Ontario Human Rights Code or the Charter of Rights and Freedoms shall not be considered when evaluating an applicant.
All applicants must use EngSoc Apply, the online application system, unless otherwise stated in this Policy Manual.

Eligibility 
1. Unless otherwise stated in the specific description of a position, or at the discretion of the Chair of the hiring team, a candidate must be a member of the Engineering Society of Queen's University to be eligible to hold an Engineering Society appointed position.  
The eligibility and qualifications required for each position must be clearly assessed and advertised when recruiting candidates.
Students holding paid summer positions with the Engineering Society must be returning to Queen’s University as a part-time or fulltime student and as a member of the Engineering Society or Alma Mater Society,  in the ensuing academic year. 
Students who have worked in the service for the previous year, but are not returning Engineering Society or AMS members, may be eligible to be hired during the summer months. This decision is subject to the approval of the Vice President of Operations and will only be made in cases where a service is impeded from fully functioning due to a lack of available staff or lack of experienced staff members and where additional staff are deemed necessary.

Eligibility of Previous Volunteers and Employers
1. No student may serve in the same position, excluding service staff, for more than one term, unless the Hhiring Ccommittee decides that none of the other applicants are in any way capable of satisfying the job description, or if there are some other extraordinary circumstances. In the event that an individual re-applies for a position they previously held and is the only applicant, hiring for the position must be re-opened. Should there be no further applicants,; the individual may then be rehired. 
No student who has directly or indirectly overseen an appointment may be eligible to hold the position in subsequent years. In the event that there are no applicants for the position, the application shall be extended., tThe student may apply during the extended application period. However, preference shall be given to a suitable applicant who has not had previous oversight experience for that particular position.
A student who has been a Director or Manager of a service shall be eligible to serve as a Manager or Director of a different service/portfolio. However, preference shall be given to a suitable applicant who has not had previous Engineering Society managerial/dDirectorial experience.
If a student wishes, he or shethey can appeal this policiesy B.3.1 to B.3.2 to the ERB if he or shethey feels that they have sufficient cause to do so. ERB’s decision on this matter would be final.
A student who has been terminated from, or has otherwise left an Engineering Society position for disciplinary reasons, shall not be eligible for employment within the Engineering Society until the conclusion of the academic semester following the semester in which their employment/appointment ended.	Comment by Lianne Zelsman: This is subject to change with the new probationary policy being implemented
The Hiring Committee
1. For non-service appointed positions, the  Hiring Committee shall consist of the direct supervisor(s) and any other Engineering Society member(s) deemed necessary to complete the committee.
At least one male and one female must sit on the Hiring Committee at all times.
The Hiring Committee cannot exceed 6 people.
Each member of the Hiring Committee shall be excluded as a candidate for any position which falls directly under the position for which the interview is being held.
1. 
All members of the Hiring Committee shall receive hiring training from a supervising Director or Executive member before any interviews take place.
1. The Hiring Committee shall select a Chair prior to the commencement of the interviews. Unless extenuating circumstances exist, the Chair should be a direct supervisor of the position being hired, or the Executive into whose portfolio the position falls . The Chair's responsibility is to:
a. Facilitate the interview. 
b. Make introductions. 
c. Make their position as Chair known to the applicant at the beginning of each interview.  
d. Outline the means of appeal process as seen in Part B.11: Means of Appeal.
Recruitment and Advertising 
The Vice President of Student Affairs shall have responsibility for establishing the hiring calendar of suggested hiring times.
Each position must be advertised in two consecutive issues of the AllEng Weekly Newsletter. Other forms of promotion and advertisement are also encouraged. Advertising logistics are the responsibility of the Hiringinterviewing c Committee Chair with the help of the outgoing position holder.
Each position must be made available on EngSoc Apply for no less than two weeks (14 days) before they are due.
The Vice-President of (Student Affairs) may waive requirements C.5.2 and C.5.3these requirements at their discretion.
When advertising the position, the following must be clearly defined:
e. Eligibility or experience requirements.
f. Material required as part of the application process.
g. Application due dates and expected interview dates.
h. The fact that interviews may be granted on the basis of application forms.
i. Contact person and information.
j. Monetary compensation (if applicable). - The amount should not be specified.
As a resource to the candidates, job descriptions must be made readily available on the Engineering Society website.
At the discretion of the Hhiring Ccommittee, the deadline for application packages may be extended if it is decided that there is an unsatisfactory number of qualified applicants by the original due date. In such a case, it is the responsibility of the interviewing Hiring Ccommittee to inform all of the original applicants by email within 24 hours of the original due date.
The hiring of service staff for each Engineering Society Service will be broken into two separate positions: new staff and staff seeking rehire. These positions will appear as separate entries on EngSoc Apply and will be treated as two separate groups during the interview process.
The Application Process
The application on EngSoc Apply shall require the applicant to provide the following information:
k. The position applied for
l. Name
m. Student number
n. Telephone number
o. E-mail address
p. Faculty
q. Year of program
r. Confirmation of eligibility as per the requirements laid out in C.2.
s. Authorization to enable the Engineering Society to verify information provided in B.6.1. 
1. Unless otherwise specified, the EngSoc Application found in APPENDIX-X APPENDIX-G is to be used as the template application form for all positions.	Comment by Lianne Zelsman: Appendix subject to change depending on the new restructuring of Appendices coming in the near future
If the Hiringinterviewing cCommittee requires resumes, proposals, or other information, it this must be made clear in the position's advertisementposting on EngSoc Apply. If such material is included and not required, it may be taken into consideration in the hiring process.
The application package may not include questions or information regarding physical features (age, race, colour, sex, etc.), creed or ethnic background, religion, place of origin or citizenship, sexual orientation, marital or family status, disabilities, political or social status. If such information is included, it shall be disregarded.
Pre-Interview ProcessScheduling Interviews
Interview times and scheduling are the responsibility of the Chair of the Hiring Committee.
Interviews shall be granted only to those applicants that meet the publicized deadline.
a. Extenuating circumstances may be granted at the discretion of the Chair of the Hiring Committee with consultation with the Vice President of Student Affairs 	Comment by Lianne Zelsman: There are other extenuating circumstances that you would not allow you to give 24 hours notification. I.e. if the site crashes, an extension should be given. Reword to accommodate other situations. I also do not like that they need to send a proposal to 2 people. 1 -> what does that mean. 2 -> it should just say that it is up to the discretion of the hiring chair/interview chair (keep that wording consistent) and vpsa to decide. 
All It is encouraged to grant all applicants meeting the position's criteria shall be granted an interview.  The use of a lottery system must not be employed.	Comment by Lianne Zelsman: So it’s encourage, but we technically can’t enforce this…..
It is the responsibility of the Hiringinterviewing cCommittee to find and make arrangements for a suitable interview location. The location should be one that is physically comfortable for the applicant and interviewing Hiring Ccommittee, not unnecessarily  intimidating for the applicant, private and professional to ensure confidentiality, and easily accessible to the AMS Walkhome Service or a telephone. When necessary, an alternate interview location with wheelchair accessibility must be arranged.
Interviews may not be scheduled after the Friday of Week 12.
b. Policy C.7.5 of Hiring Policy may be overruled by the Vice President of Student Affairs, contingent on the consent of the applicants scheduled during this time. Applicants shall be given the opportunity to schedule their interview prior to the Friday of Week 12 if requested. 
Interviews shall generally be scheduled on weekends and evenings in order to maximize the availability of applicants and minimize inconvenience. Every effort shall be made to conclude interviews before 11pm.
c. An applicant’s request for interview times shall be received as an accommodation request and every effort shall be made to grant the request.
Interview times must be posted within 48 hours of the online application deadline.
Notification of the posted interview times must be sent to the applicant by e-mail 24 hours before the start of their interview..Interview times must be made available to the applicants at least 24 hours prior to the first scheduled interview. 
In the case of a candidate not being able to make theirhis/her scheduled interview time for a valid reason, it is his/hertheir responsibility to inform the Hiringinterview cCommittee of the case at least 24 hours prior to the interview, unless extenuating circumstances exist. If such notice is given, the interviewing Hiring Ccommittee shall accommodate a change in interview time.
d. The validity of the reason for the request to move the scheduled interview is up to the discretion of the Chair of the Hiring Committee through consultation with the Vice President of Student Affairs and the Director of Human Resources.
e. If notice has not been given, it is up to the discretion of the Chair of the Hhiring Ccommittee whether or not a replacement interview will be provided. Any decision made must remain constant for all applicants in a similar situation.
f. 
The Interviewing Committee
1. For non-service appointed positions, the interviewing committee shall consist of the direct supervisor(s) and any other EngSoc member(s) deemed necessary to complete the committee.
At least one male and one female must sit on the hiring committee at all times.
The interview committee cannot exceed 6 people.
Each member shall be excluded as a candidate for any position which falls directly under the position for which the interview is being held.
The Interview
1. The interviewing committee shall select a Chair prior to the commencement of the interviews. Unless extenuating circumstances exist, the Chair should be a direct supervisor of the position being hired, or the Executive into whose portfolio the position falls under. The Chair's responsibility is to:
a. Facilitate the interview.
b. Make introductions. 
c. Make his or her position as Chair known to the applicant at the beginning of each interview.  
d. Outline the means of appeal process as seen in Part B.10: Means of Appeal.
A list of questions relevant to the position must be agreed upon by the Hiring Committee prior to the interview.
Questions asked during the interview must be selected from the listed mentioned in Policy Section C.8.1aforementioned list.  However, , the Hiring Committee may ask follow-up questions designed to elicit a clearer response from the applicant, eliminate confusion or address a particular area of concern or uncertainty that may arise.
e. Follow up questions that elicit a specific response, or bring information not mentioned into the interview are not permitted within an interview.follow up questions may be asked when appropriate.
f. The documentation format must be agreed upon prior to the interview.
Any 
Each member of the Hiringinterviewing cCommittee must communicate all perceived conflicts of interest to the other committee members prior to the interview.
Questions asked must be in compliance with the Queen's Human Rights Code.  That is, they shall not be of a sexual, sexist, racist, homophobic or discriminatory nature.
In addition, questions involving, but not limited to, physical features (age, race, colour, sex), creed or ethnic background, religion, place of origin or citizenship, sexual orientation, marital or family status, disabilities, political or social status may not be asked during an interview and hence may not be used as criteria in decision making.
The same Hiringinterviewing c Committee must interview all applicants for a given position, unless extenuating circumstances occur.
Decision Making and Documentation
1. Decisions shall be made solely on the criteria relevant to and based on the requirements of the position.
1. A second round of interviews may be held at the discretion of the Hiring Committee should no candidate emerge as a clear choice during the first round or should the committee simply desire further information on which to base their decision. The committee is not obligated to include all applicants in the second round.
The Hiringinterviewing cCommittee shall strive to reach a consensus on the successful applicant(s). In the case that consensus cannot be reached, the Chair of the Hiring Committee Chair of the interviewing committee will make the decision, subject to approval of the Executive member whose portfolio the position falls under, who shall have final say.
a. In the case that a majority of the Hiring Committee disagree with the decision made by the Chair of the Hiring Committee, the other members of the Hiring Committee may appeal the decision to the Engineering Society Executive. In such a case, the supervising Engineering Society Executive will mediate a discussion with the Hiring Committee in order to come to a consensus. 
i. In the case that the Engineering Society Executive are already on the Hiring Committee, such as for Engineering Society Director hiring, the Speaker of the Engineering Society Council will act as the mediator. 
b. If a consensus still cannot be reach, a second round of interviews will be conducted involving the candidates under consideration. During this round of interviews, the supervising Engineering Society Executive will be on the Hiring Committee. The final hiring decision will be made by majority vote. In the case of a tie vote, the decision of the Chair of the Hiring Committee is final. 
i. In the case that the Engineering Society Executive are already on the Hiring Committee, such as for Engineering Society Director hiring, the Speaker of the Engineering Society Council will sit on the Hiring Committee.
ii. In the event that the supervising Engineering Society Executive or the Speaker of the Engineering Society Council is added to the Hiring Committee, the Hiring Committee may exceed 6 people.
If, at the conclusion of the interview and review process, the Hiring Committee is not satisfied with any of the applicants, applications may be re-opened for new candidates. 
c. The unsuccessful applicants must be notified by either phone call or email before the applications may be re-opened. If an email is used to notify the candidate, it must be sent 48 hours before the applications are re-opened. 
Each committee member shall record their applicant of choice and submit it with the documentation.
The Chair of the Hiring Committee interview Chair must submit all documentation to the Director of Human Resources no later than 72 hours following the completion of the interviews, to be filed for one year or until a successor is hired.
Notification
1. The committee shall notify all applicants individually.  Successful applicants shall be notified first.
If the first successful applicant declines the position, the interviewing Hiring Ccommittee will determine the next most suitable candidate and notify them next. This process will continue until a suitable candidate cannot be found. When there are no more suitable candidates, the Hiring Committee may re-open the application as described in Policy Section C.9.4. a successful candidate is found.
Upon notification of successful applicant(s), it shall be made clear that when required, the decision is not final until ratified by the Engineering Society Council .
Notification must be made to all canadidates 48 hours before an official posting is made. The notifications may be made by phone call or email.
Unsuccessful applicants shall be reminded of the means of appeal process upon notification.
Unsuccessful applicants will receive an email notifying them of other positions available in the society 48 hours after being notified of their unsuccessful application.
Commencement of Work
Prior to commencing work, all employees and appointees shall be made fully aware of their job requirements, any remuneration, time requirements and all relevant rules and regulations. They shall also be made aware of this Policy Manual, the Engineering Society By-Law Manual and Constitution document, as well as instructions regarding their access. 
Means of Appeal
1. Any person wishing to appeal a decision that has been made under the Hiring Policy shall file a grievance with the Engineering Society Review Board.
Legitimate grievances are defined as improper procedure, interviewing Hiring Ccommittee bias or any apparent discrimination in the hiring process. in either the procedure or the committee.
A grievance must be filed, in writing, prior to the ratification of the successful applicant in the case of ratified positions, or within one week of the notice of unsuccessful applications in the case of unratified positions.
[bookmark: _GoBack]Grievances must include contact information and be sent via e-mail to erb@engsoc.queensu.ca to inform the Engineering Society Review Board of the grievance submission. They may also be placed in a sealed envelope labelled “Engineering Society Review Board” and placed in the Engineering Society Mailbox.
Should the Engineering Society Review Board determine that re-interview is necessary, the structure of the Hiringinterviewing cCommittee shall be changed to include the Chair of the Engineering Society Review Board and possibly the removal or replacement of members of the original committee.
The Speaker of the Engineering Society Council does not have to participate in the interview but shall ensure the fairness and policy of the interview and Hiringinterview  Ccommittee.
In structuring a new interviewHiring cCommittee, the Engineering Society Review Board shall follow the structure outlined in Part B.6: The Interviewing Committee.
If the Engineering Society Review Board re-opens applications, any applicant in the previous hiring session may have their submitted application transferred over to the re-interview session.
The decision of the re-interview committee shall be final and no grievances shall be allowed. This decision will then be moved for ratification in Council.Upon receiving the decision from the Re-Interview Committee, no additional grievance may be filed from the candidate who submitted the initial grievance. In the case of ratified positions, this decision will then be moved for ratification in Council.
In the case of dismissal of the grievance for a ratified position, ratification of the original candidate chosen by the Hiring interview Ccommittee shall be moved to Council.

