UNIVERSITY OF THE FRASER VALLEY
SELECTION ADVISORY COMMITTEE PROCEDURES
(STAFF)

This document outlines the purpose and procedures the University has established in camswitti
the Faculty and Staffs&ociatiorfor its selectioradvisoryproces®s and is intended to assist selection
advisory ommittee members in fulfilling their responsibilities

TheChairof the SAGnustprovide each member of theommitteewith a copy of these procedures, and
review the procedures ate first meeting of the SAGQCommittee remberswho are unsure otheir
role or theprocess should request clarification from Human Resources

THE ROLE OF THE SELECTION ADVISORY COMMITTEE

Themembers of auniversity glectionadvisorycommittee, both eleted and appointed, represent the

Revised March 1, 2011 l|Page



CONFIDENTIALTY
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Members of UFgelection advisoryammitteesare expected to treat all applicants with respect for
human rights and dignity
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http://www.ag.gov.bc.ca/human-rights-protection/pdfs/EmployerInfo.pdf

one or more of the prohibited grounds of discrimination..7 (a)-3.3 (gr)-2. (s)3.
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Committeesvho recommenahe hiring ofa nonCanadian must documemthy Canadian applicants did
not meet the advertised qualificatiorisefore Immigration Canadwill grant permission to offer
employment to a foreign worker.

Additionally, anyone who is not a Canadian citizen or a permanent resident masth@ized to work
in Canada, The initial permit will be for a temporary appointmendnwersion to a permanent position
with UFV will occur when the status which permits this has been obtained by the individual. Human

Resourcesvill advise SAC Chairs
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The lection criteriamust
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Thecriteria and questions to be used must be submitted to Human Resobefese the committee
begins reviewing the applicant fil®©n completion of this step, all SACmzers will be provided access
electronically to the applications.

The SAC Chais responsible for ensuring that every committee member is provided with a complete
copy of all material submitted by each applicant prior to the committee meeting to develop
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Discussion of an applicant s personal character must be conducted with respesponsible or
unsupported allegations concerning any applicant should be challesy@the SAC Chaghould
instruct the ommittee to disregard the allegationgduman Resourceshould be notifiedf this occurs
and thenecessity of modifying theomposition of the SAID order to protect the integrity of the
decision making process will be determined

REFERENCE CHECKING

Rderences are to be solicited on thumderstanding that they are confidential to thel&ction Advisory
Committee and the university administrators who will recommend the appointment to the appropriate
administrator.

References provide valuable information to tbemmittee in itsassessment of candidates. All

candidates should be asked fitve names of at least three people who will provide referenmes

request. Referees should be individuals who have fitahd knowledge of theandidate’'s work and
abilities. GQten they are direct supervisors of the candidate. Reference checking should be done at the
conclusion of the interview, using a consistent process developed in consultation with Human
Resources In addition, if applicable, the SAC Chair asks HUResourcesor the latest evaluation of
recommended candidate.

Whentelephone references or reference checks eoaducted, it is important that the caller take
detailed notesrather than relying on memory to convey information to ottmeembers of the
committee. A summary should berepared to provide a record of the telephone interview. Teferee
can also be asked to confirm the accuracy ofribtes or summary Telephone calls are often essential
to clarify certain issues and to confirm or dispel cams.

Awkward situations may arise when the most obvious individuals are mfssinghe list of potential
references provided by the candidate; for example, whandidates still ira positiondo not provide
the name of their supervisor. In such cases, you may wish to ask the candidates directlyrfamief
a referee whawvould be familiar with their work at this place of employment.

Candidates who cite employment history but do not provide the name or names of direct supervisors to
be contacted needb be advised that this is an essential step in completing the reference checking
processhowever, the committee must be sensitive to the tirgof this step and theSAC Chair is

expected to consult with the candidate as to when these contactapjitopriatelybe made.

Exceptions to this step will be made only on the approval of the ProvBstC Chairs are responsible for
ensuring permission for exception has been obtained.

The same set afuestionsshould be asked of all referees, although these questions may be
supplemented bypecific questions where needed (e.g., to clarifgiimfation in the application
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At the conadlision of the Selection Advisory Committee process, the SACvihaillect and compile all
documents related to the process. All documents, including all copies of resumes and other applicant
personal information must be returned to Human Resources
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