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    Riverside School Board 
   

 
Procedures for the Engagement of Personnel 

at Riverside School Board 
  
The procedures outlined below are intended to assist management personnel in the 
application of Riverside School Board’s Policy Governing the Engagement of Personnel. 
These procedures are based on the goal of hiring the most qualified candidates for vacant 
positions in accordance with the relevant parameters set out by the Quebec Human Rights 
Commission and the various collective agreements. These procedures do not apply for the 
engagement of casual employees and/or student supervisors (15 hours or less). 

 
 

1.  Job Postings 
The Human Resources Department shall assume the responsibility for creating all job 
postings in consultation with the administration of the particular department, school or 
centre concerned. All job postings shall respect the various collective agreements 
and/or classification plans. 
 
The Human Resources Department places all job postings on the Riverside School 
Board website and also sends, where required, copies to the schools to post. It is the 
responsibility of the school principal or centre director to ensure that these postings are 
placed in a highly visible location within each school or centre, so as to be accessible to 
all employee groups. In addition, job postings may be advertised externally by the 
Human Resources Department. 
 
 
2.  Screening Applicants 
Applications shall be reviewed to determine whether applicants have the minimum 
requirements for the position. A list of candidates to be interviewed shall be prepared by 
the Human Resources Department and/or the department, school or centre concerned. 
 
 
3. Interview Process 
A selection committee shall be formed, generally comprised of at least two 
administrators. The committee will review the applicants’ curriculum vitae, develop 
interview questions appropriate to the position being filled and establish evaluation 
criteria as per the job posting. In certain cases, testing may be required. Whenever 
possible, the same committee members should interview all candidates being 
considered.  
 
To avoid any potential conflict of interest, should an employee or commissioner involved 
in the selection and interview process for a particular position become aware that one of 
the candidates is a relative or close personal friend, the employee or commissioner shall 
immediately notify the Director of Human Resources and withdraw from the process. 

 
Family members are permitted to work in the same school, center or department, 
provided there is no reasonable potential for conflict and no direct reporting, or 
supervisor-to-subordinate relationship required by the nature of their duties. 



Last revision on February 27, 2012. To be appended to the Revised Policy Governing the Engagement of Personnel adopted 
by Council on April 17, 2012.  2 
 
 

 
At any time, the Human Resources Department can help clarify and address any 
situation where potential conflicts may arise, up to and including, but not limited to, 
transferring an employee when deemed necessary. 
 
 
4. Background Verification Process 
Following the interview, the administrator of the department, school or centre shall 
personally contact two references as authorized in writing by the candidate being 
considered for the position. The administrator shall use the confidential background 
verification form for this purpose. References given shall be work related where 
possible. 
 
In addition, the selected candidate shall complete the Declaration Concerning a Judicial 
Record form. The cost of acquiring this information shall be assumed by the school 
board. This form shall be received by the Director of Human Resources where it will be 
treated in a confidential manner.  
  
 
5. Offer of Employment 
The administrator shall inform the Director of Human Resources in writing of the 
recommended candidate prior to any confirmation of engagement. 
 
All pertinent documentation shall be sent to the Human Resources Department, 
including the application form, curriculum vitae and completed background reference 
forms. In addition, the candidate may be required to submit original/official documents 
(e.g. Brevet/transcripts). In the case of teachers, the following documents are also 
required: copies of teaching “stage” reports and/or evaluations from last school in which 
candidate taught. 
 

       All offers of employment shall be conditional based upon the following: 
- satisfactory responses to the background verification process 
- results from the Declaration Concerning a Judicial Record that are in accordance 

with the provisions of the Education Act 
 

The Human Resources Department shall send a formal letter of engagement to all new 
employees, with the exception of teachers and non-teaching professionals, confirming 
the terms and conditions of their employment. In the case of teachers and non-teaching 
professionals, a contract of engagement shall be signed by employee and employer. 
 
While procedures may be subject to periodic revision, they must comply with the Policy 
Governing the Engagement of Personnel at Riverside School Board. 
 
 

 


