
CUPE SELECTION PROCESS 
 
 
Applicants trust that their submissions will be handled in a CONFIDENTIAL MANNER; that 
expectation must be respected. 
 
Panel members, in independently determining their short-list, should refer to the JOB 
POSTING AND POSITION QUESTIONNAIRE which will include prerequisites crucial and 
preferred. 
 
Panel members need to ensure compliance with contractual provisions as per the 2006/2010 
Collective Agreement: 
 

Article 13.03 – No Outside Advertising and Internal Applicants 
The employer will not make any information about external applicants available to the 
hiring committee, nor will any external applicants be considered until the applications of 
internal applicants have been thoroughly processed and no qualified applicant as per 
Article 13.04 is found. 
 
Applications will be assessed and applicants short listed based solely on information 
provided on the application to the specific posting. 
 
Article 13.04 – Role of Seniority in Promotion and Transfers 
a) In making promotions, transfers, or filling vacancies, the skill, knowledge and ability 

of the employees concerned shall be the primary consideration and where such 
qualifications are relatively equal, seniority shall be the determining factor. 

b) Temporary and casual employees who have accumulated a minimum of six hundred 
(600) hours of temporary seniority, as per Article 11.03, shall be considered internal 
applicants for the purposes of job postings. In the event the selection process requires 
a tie breaker, the employee’s temporary seniority hours will be converted to a 
notional seniority date using a seven (7) hour day, and that seniority date shall be the 
determining factor. 

 
Article 14.03 – Additional Hours for Regular Part-Time Employees 
a) The University is committed to the principle of making temporary and casual work 

available to regular part-time employees. Such assignments are exempt from 
premium pay. 

 
Article 13.06 – Notification to Employee and Union 
Within seven (7) calendar days of the date of appointment to a vacant position within the 
bargaining unit, the name of the successful applicant shall be conveyed to each 
interviewed applicant within the bargaining unit. Upon request, unsuccessful applicants 
from within the bargaining unit shall be given the reasons why they were unsuccessful. 
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Article 13.07 – Right to Grieve 
Where an employee feels he has been aggrieved by any decision of the Employer related 
to promotion, demotion or transfer, the employee may grieve the decision at Step 3 to the 
Grievance Procedure in Article 8 of this Agreement within 21 days. 

 
Labour Management Review 
A process was sanctioned by the Department of Labour in September 1980, whereby it stated: 
“The parties [CUPE and Management] agree that when a person is notified they are not the 
successful applicant for a posted position, they will be advised they have a right to a review of 
management’s decision by a union-management committee within three days.” This process is 
an informal, non-binding dispute resolution process which would not preclude the Union and 
employee from proceeding to grievance. 
 
Panel members are well advised to review the very important document attached: “Employers 
Guide to Human Rights”. 
 
An INTERVIEW GUIDE, designed with input from all panel members, will ensure that 
appropriate information is collected from and shared with each candidate. This standardization 
will assist analysis required at a later stage. 
 
 

SETTING UP THE INTERVIEW 
 
Prepare for the interview; study the Position Questionnaire, Job Posting and resume. This will 
serve two purposes: 
 

1. You may elect not to pursue questions on the guide only if they have been sufficiently 
addressed on the resume. 

2. You may identify specific concerns and can plan to investigate those areas more 
thoroughly. 

 
The guidelines you have taken time to formulate should provide criteria by which to assess each 
applicant. A feeling at the end of an interview that “Yes, the applicant seems to be pleasant 
enough and has some of the right experience.” is simply not an adequate assessment. 
 
Ensure that: 
 

 Candidates are advised at the time the interview is booked that a panel of (number) 
individuals who represent (areas, disciplines) are participating in the interview which 
should take approximately x minutes. 

 
 Any required assignments or tests are outlined in detail. 

 
 Clear directions to the interview location are given. Advise about paid parking, if 

appropriate. 
 

 A contact name should be provided in the event of any questions, lateness or cancellation. 
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 A clear statement of allowable expenses is made outlining the University-College policy 

(43.02) and process for reimbursement of travel expenses. 
 

 The environment is appropriate – the space should afford privacy, comfort, and be free of 
interruptions. 

 
 

THE INTERVIEW 
 
1. The Approach 
 

The first impression the applicant will gain comes from the initial greeting. Leaving your 
office to go out and meet the candidate with a “Hello, (Candidate’s name), my name is 
_____” may seem like a minor point, but it will set the tone for the interview. If you stay 
in your office behind your desk, and allow someone else to usher the applicant in, this 
may create a formal atmosphere that may be impossible to overcome. The end result may 
be an interview in which the applicant is most uneasy about revealing much information. 

 
2. Establishing Rapport 
 

Once you are seated, prepare to spend a few moments putting the applicant at ease. If the 
applicant does not feel at ease, it is unlikely the applicant will risk giving any more 
information than is absolutely essential. The more information the applicant provides, the 
easier your job will be in making the final assessment. 
 

3. Statement of Objectives 
 

In order to set the record straight, it is advisable to state the objective of the interview, as 
you see it, so that both of you are working towards a common goal. An example could be 
“We are here today to discuss your qualifications and work experience to determine 
whether they are appropriate to the position and also to provide information you need 
about the position”. 
 

4. Information Gathering 
 

This is the meat of the interview and the major emphasis within the process. Armed with 
the list of questions the panel have prepared plus the resume, you should come away 
from this stage with enough information to make an assessment of the applicant’s skill, 
knowledge, ability, and suitability. If you find that a question is not answered to your 
satisfaction reword it or break it into smaller segments. Never leave the interview with an 
important question unanswered. This will make the final decision more difficult. 
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5. Information to Applicant 
 

Once you are confident that you have gained all the information required to assess the 
applicant, you now must provide the information the applicant requires in order to decide 
if the position is a viable career path. First, briefly describe the position with its 
responsibilities and highlights. Outline the positive aspects of the position but do not 
omit the drawbacks. The candidate will appreciate this candidness, and if successful, will 
not be in for any surprises. At this point, you should enquire if the candidate has any 
questions. These may range from the position itself, to Union affiliation, salary, pension, 
benefits, working hours, etc. 
 
You may refer candidates to: 
 
 The Orientation Website and HR Website for  more information on Nanaimo; 
 The Payroll Office, for benefit coverage information. 

 
6. Summary 
 

Now it is time to briefly summarize what has taken place in the interview and to advise 
the candidate of your next course of action. 
 
“We have other candidates to consider but will get back to you by Friday.” Once you 
commit yourself to a date, you must keep to it. If something unexpected occurs where a 
decision cannot be made by Friday, be prepared to phone the candidate with a new date. 
NEVER keep the candidate hanging. 
 
“We plan to conduct a routine reference check, in addition to the referees you have 
given, do we have your permission to contact your present employer?” 

 
7. Analysis 
 

If you have followed all the stages of the interview, the actual analysis and decision on 
the applicant should not be difficult. Take out the priority list of job requirements 
prepared in the planning stage and compare applicant qualifications to job requirements. 
You may want to rate the applicant on each. From this point, you are now in a position to 
base your final decision on fact and not feeling. If you must make a guess on any of these 
qualifications, this would indicate not enough information was gained during the 
interview. If, after assessment, you are still unsure, there is nothing to prevent the 
Chairperson (or delegate) from telephoning for required clarification. 

 
 
REFERENCE CHECKS 
 
Standard reference check forms are available from Human Resources. The committee should 
determine specifically what information is to be solicited in a reference check. 
 
To be consistent, the task should be assigned to one committee member, wherever possible. 
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The responses are CONFIDENTIAL information to be retained in the Human Resources Office 
in a sealed envelope labeled: 
 

 “Reference for ____________, date _____, to be opened ONLY by appropriate senior 
University-College administrators”. 

 
Each reference should bear the signature of the employee who collected the data. 
 
References do not form part of the employee’s personnel file. 
 
 
INTERVIEW NOTES 
 
It is advisable to keep notes during the interview which may be used for reference at the 
decision-making stage and will be essential in defending the decision in grievance/arbitration or 
in Human Rights situations, if necessary. It may be desirable for one individual to keep notes so 
others may concentrate more fully on the interview exchange. 
 
These notes must be collected by the Chairperson and retained in Human Resources*. 
 
Employees, former employees, or other candidates may query the soundness of the decision 
through informal or formal avenues. Retention of these notes as well as any rating and/or ranking 
data is required. 
 
All resume photocopies should be collected at the end of the process by the Chairperson who 
must return them to Human Resources for destruction. 
 
*Freedom of Information/Protection of Privacy Act requires retention for one year. 
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