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Preamble: The Hiring and Transition Policy outlines all appointed positions within the Engineering Society. It includes the hiring processes for all appointed and paid positions, including advertisement for the positions, time frame for the application periods and the 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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Purpose
Appointments include those done at the start of the Executive and Council term, those done as appointed terms end, special replacement appointments and Executive appointments.
Appointment Types
Executive term appointments are done as the first substantial action by a new Council and its Executive. Appointments are to be performed according to the Engineering Society hiring policy, as seen in Section B: Hiring Policy. The positions covered include:
The fourteen (15) Directors as seen in By-Law 8.A.1
The Following Officers:
Chief Returning Officer
Deputy Returning Officer(s)
Financial Officer(s)
Human Resource Officer(s)
External Communications Officer
Service Officer(s)
The six (6) service managers listed below:
Campus Equipment Outfitters Managers
Clark Hall Pub Managers
Golden Words editors & Managers
Head iCon
Tea Room Managers
EngLinks Managers
The nine (9+) event Chairs/coordinators listed below:
December 6th Memorial Coordinator
Fix N' Clean Coordinator(s)
Movember Chair(s)
Terry Fox Run Coordinator(s)
The various positions listed below:
IT Managers
Advisory Board Secretary
BED Fund Head Manager and Managers
Chair of Alumni Relations 
Chair of Industry Relations
Chair of Alumni Networking Summit
PD Workshops Coordinator
PD Marketing Coordinator
Communications Team
Outreach Team
Policy Officer(s)
Council Secretary
Engineering Society Review Board
Internal Records Officer(s)
Deputy of Design
First Year Events Manager
First Year Communications Manager
Clubs Officer
Conference Deputy 
Automation & Process Development Team 
Ongoing replacement appointments include all positions that do not transition with the Executive. Appointments are to be performed according to the EngSoc hiring policy, as seen in Section B: Hiring Policy.  The positions covered include:
Chief FREC 
Conference/Competition (Co)Chair(s)
Orientation Chair
Head of OTIS
Head(s) of Water Team
Science Quest Directors
Science Formal Convener & Chairs
Special replacement appointments occur if an appointed position is vacated. The appointment committee is as described in Section 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 Council, unless they are already a voting council member. The hiring policy is as described in Section B: Hiring Policy. Additionally, the Chair of the Engineering Society Review Board is a voting member of the Hiring committee. 
All logistics for these appointments are at the discretion of the committee Chair, including the Hiring Committee. Promotion must follow policy outlined in Section B: Hiring Policy., but is the responsibility of the committee Chair. These committees include:
All Clubs hiring executive members
Conference/Competition Committees
Committee on Inclusivity
Outreach Team
Engineering Society Services Staff
Science Formal Managers
FREC Committee
Movember Committee
Fix N' Clean Assistant(s)
Ratification 
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.
The following positions must be ratified:
The fourteen (15) Directors as seen in By-Law 8.A.1
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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.
General
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 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
The Engineering Society seeks to provide opportunities for engineering students to develop a wide range of employment skills and experiences. Thus, prior EngSoc experience shall not be a prerequisite for any EngSoc position. However, experience may be a consideration for a hiring committee, notwithstanding the fundamental goal of providing as many opportunities for personal growth to as many different engineering students as possible.
An exception shall be made for Design Group executive positions, where they may require up to one (1) year of experience as a member of that Design Group.
All Hiring Committees and Applicants must use EngSoc Breezythe , Engineering Society  Dashboard (EngSoc Dash), breezy.engsoc.queensu.ca, the online application system, unless otherwise stated in this Policy Manual or with consultation with the Director of Human Resources or Vice President of Student Affairs.
FREC hiring is the only permanent exception whereby all applications are submitted by email to the Chief FREC, Orientation Chair, or Action-Tech-Plant Manager.
The Director of Human Resources shall be responsible for the management of the online application system and will have the ability to review postings and applications for inappropriate/irrelevant information.
Eligibility 
Unless otherwise stated in the specific description of a position, or at the discretion of the Chair of the Hiring Committee, a candidate must be a member of the Engineering Society of Queen's University to be eligible to hold an Engineering Society appointed position.  
A member of the AMS or SGPS who is not also a member of the Engineering Society may be eligible to hold an Engineering Society position at the discretion of the Chair of the Hiring Committee, though priority should be given to Engineering Society members who fully qualify for a given position.
Service Management Teams shall be undergraduate students of Queen’s University, and in any given year be comprised of a minimum of 50% Engineering Society members.
The eligibility and qualifications required for each position must be clearly assessed and advertised when recruiting candidates.
The eligibility and qualifications should be fully present in any official job posting.
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 a service for the academic 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
No student may serve in the same position, excluding service staff (reference B.3.5 for specific limitations) and larger teams without a defined maximum membership, for more than one term, unless the Hiring Committee 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. 
A specific exception is made for ERB members as defined in Section ε.B.3.2.
Service managers may be rehired to the same position if the duration of their work period is cut short or the service was non-operational due to severe external circumstances, not related to job performance. Each case will be reviewed and determined by the overseeing Vice President and Director to make the final decision.
No student who has directly or indirectly overseen an appointment may be eligible to hold the position which they oversaw in subsequent years. In the event that there are no applicants for the position, the application shall be extended and the student having overseen an appointment 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.
An exception is given to anyone applying for the position of EngLinks tutor, with academic expertise as the highest priority.
An exception is made for Design Group positions.
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/directorial experience.
If a student wishes, they can appeal policy Section B.3.1 to B.3.3 to the Engineering Society Review Board if they feel that they have sufficient cause to do so. The Engineering Society Review Board’s decision on this matter would be final.
The following apply specifically to employees seeking to be rehired to a service position:
Rehires shall be permitted among the services for up to a maximum of 30% of the staff. The rehiring of individuals shall require exceptional past performance and be based on their ability to aid in the training of new employees, provide leadership to new employees, and their level of commitment to the service.  
Any service wishing to excess the 30% limit may request approval to do so from the Vice-President (Operations). Exemption from the limit shall only be given if the welfare of the service would be compromised by a failure to retain additional experienced staff. Under no circumstances can the limit exceed 50%.
There shall be no cap on rehires for EngLinks.
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.
Notwithstanding B.3.1, all Design Group positions except for Team Captain may be served by the same student in consecutive years.
In the case where a Design Group Team Captain is unable to fulfill their duties due to circumstances beyond their control, the Team Captain be eligible to serve the same role in consecutive years.
Eligibility for this provision should be done in consultation with the Director of Human Resources and the Director of Design.
The Hiring Committee
For non-service appointed positions, and unless otherwise specified in Section B.4.2, the Hiring Committee shall consist of the direct supervisor(s) and any other Engineering Society member(s) deemed necessary to complete the committee.
The Hiring Committee shall make an effort to have a diverse panel of members currently holding positions relevant to the position being hired.
The Hiring Committee must have at least 3 people.
The Hiring Committee cannot exceed 6 people.
If the direct supervisor for a position is unavailable to sit on the Hiring Committee where the Committee would then be less than 3 people, their supervisor will take their place. In the case that the following is unavailable, this principle will continue up the chain of management until it reaches the Executive, whereas they will be required to fill any empty positions on the Hiring Committee.
The appropriate Hiring Committees for the following positions is specified:
Director:
The three (3) members of the Incoming Executive
The Engineering Society General Manager
Head Managers and Golden Words Executive
 The Engineering Society General Manager
The Director of Services
The Vice-President of Operations
The President
 Head Managers of EngLinks and Icons
The Engineering Society General Manager
The Director of Academics
The Vice-President of Operations
The President.
Assistant Managers
The Head Manager
The Engineering Society General Manager (if necessary)
The Director of Services
The Vice-President of Operations
Assistant Managers of EngLinks and Icons
The Head Manager
The Engineering Society General Manager (if necessary)
The Director of Academics
The Vice-President of Operations
Service Staff
The Management Team
The Supervising Director (if necessary)
The Vice-President of Operations (if necessary)
Engineering Review Board Members (as defined in By-Law 15 Section B.2)
The President
The Queen’s University Rector
The Dean of the Faculty of Engineering and Applied Science or a designate
The Board’s Incoming Senior Chair
EngSoc Affiliated Club President and Vice-President Hiring
Outgoing Club President
Any two (2) other individuals most relevant to the position 
Design Group General Members
The incoming Design Group Captain (Chair)
Two members of the incoming Design Group Executive, as chosen by the incoming Design Group Captain
If, due to an extenuating circumstance (travel delays, family matters, health, internship, etc.), the specific Hiring Committee members, as outlined in Section B.4.2, are unable to sit on the panel at any point during the interview process, a designate may be chosen by the absent member, with approval from the Director of Human Resources or Vice-President of Student Affairs.
If the absent Hiring Committee member is unreachable for any reason, the remaining members may elect a designate for the absent member with approval from the Director of Human Resources or the Vice-President of Student Affairs.
In the case of a contactable absent Hiring Committee member, present members may contact the absent member so they may weigh in on the hiring decisions. Any final hiring decisions must be made by present Hiring Committee members.
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.
Neither the President, Vice-President of Operations, the Director of Services, nor Director of Academics of the Engineering Society may be employees (either staff or manager) of any service they oversee during their term of office.
An exception is made for EngLinks as seen in Section B.3.2.a.
Members of the Advisory Board may not be managers of any service during their term of office.
All members of the Hiring Committee shall receive hiring training from the Training Officer, the Director of Human Resources, or Vice President of Student Affairs before any interviews take place.
Record of hiring training completion shall be kept by the Director of Human Resources.
Hiring training must be completed once per semester. 
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:
Facilitate the interview. 
Make introductions. 
Make their position as Chair known to the applicant at the beginning of each interview.  
Have final say in hiring decisions as outlined in Section B.10.3.
Outline the means of appeal process as seen in Section B.12: Means of Appeal.
The Hiring Committee Chair shall remain the same through all interviews.
An exception is made for FREC hiring where the position of Chair may rotate through members of FREC Committee, including but not limited to the Orientation Chair and Chief FREC, as needed.
The same Hiring Committee must interview all applicants for a given position, unless extenuating circumstances occur.
An exception is made for FREC hiring whereas the Hiring Committee may consist of any member of FREC Committee.
An exception is made for positions with more than 50 applicants whereas the hiring committee may consist of a rotating panel from a pool of pre-selected Hiring Committee members as described in Section B.4.1. In this case, the size of any Hiring Committee must remain the same throughout all interviews and not be less than 3 members. This section does not apply to any positions with a pre-determined panel as seen in Section B.4.2.
An exception is made for Design Team Group (a Design Group with a competition as seen in Policy Manual κ.B.1.2 and κ.B.1.3) general member positions with more than 15 applicants. The hiring process will follow as laid out in Section B.4.8.b.
Recruitment and Advertising 
The Vice President of Student Affairs and Director of Human Resources shall have responsibility for establishing the hiring calendar of suggested hiring times.
Each position must be advertised in two (2) consecutive issues of the AllEng Weekly Newsletter, as well as on the EngSoc controlled digital display boards. 
Other forms of promotion and advertisement are also encouraged, such as the use of social media.
All Design Group positions may only be advertised in one (1) issue of the AllEng Weekly Newsletter, and are not required to advertise on EngSoc controlled digital display boards. 

Each official job position must be made available on EngSoc Dash breezy.engsoc.queensu.ca for no less than two (2) weeks (14 days) before they are due.
All Design Group positions may only be made available for one (1) week (7 days) on EngSoc Dash breezy.engsoc.queensu.ca before they are due.
The Vice-President of Student Affairs or Director of Human Resources may waive requirements B.5.2 and B.5.3 at their discretion.
When advertising the position, the following must be clearly defined:
Eligibility or experience requirements.
Application due dates.
Contact person and information.
Monetary compensation (if applicable). 
As a resource to the candidates, job descriptions must be made readily available on EngSoc Dash breezy.engsoc.queensu.ca or the Engineering Society website.
At the discretion of the Hiring Committee, the deadline for applications may be extended if it is decided that there is an unsatisfactory number of eligible applicants by the original due date, with consultation with the Director of Human Resources and the Vice President of Student Affairs. In such a case, it is the responsibility of the Hiring Committee to inform all of the original applicants by email within 24 hours of the original deadline.
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 Dash breezy.engsoc.queensu.ca and will be treated as two separate groups during the interview process.
The Application Process
The application on EngSoc Dash breezy.engsoc.queensu.ca shall require the applicant to provide the following information: 
The position applied for
Name
Telephone number
E-mail address
Faculty
Year of program
Confirmation of eligibility as per the requirements laid out in Section B.2.
Authorization to enable the Engineering Society to verify information provided in Section B.6.1.
Unless otherwise specified, the application page shall contain the following:
Eligibility requirements
Due date and time and time for submission of application
Statement that hiring will be done according to EngSoc Hiring Policy
The position description
Uploading mechanism for resumes and cover letters
Information on interview postings, including tentative dates when interviews will be held
A note stating that interviews will be held in rounds or in groups, if that is the case
The application page shall list at least two four (24) questions for which a response is required. The questions shall be:
Why do you believe you would be a good fit for the position of <insert position here>?
Interviews are scheduled to be <insert date(s) here>. Do you have any conflicts with this/these date(s) and if so when?
 What is your preferred method of contact regarding the status of your application (email/phone)?
How did you hear about this position?
If the Hiring Committee requires resumes, proposals, or other information, this must be made clear in the position's posting on EngSoc Dashbreezy.engsoc.queensu.ca. If such material is included and not required, it may be taken into consideration, but its inclusion must not be used as a deciding factor in the hiring process.
In the case that a resume, proposal, or other information is not provided when requested, that lack of submission of the required documents may be used as a deciding factor in the hiring process.
Design Group general member positions may not have an interview process and may accept all those who apply to the posting on EngSoc Dashbreezy.engsoc.queensu.ca. This decision may be made after viewing the number of applicants.

Scheduling 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.
Extenuating circumstances may be granted at the discretion of the Chair of the Hiring Committee with consultation with the Vice President of Student Affairs or the Director of Human Resources.
All applicants shall be granted an interview, unless their application is deemed to be below expectations by the Chair of the Hiring Committee or are otherwise ineligible for the position as outlined in Section B.3.
To be deemed below expectations, an applicant must have made no reasonably legitimate attempt to complete the application. 
Should an application be deemed below expectations, the applicant must be notified by email that they are not being considered for the position before interviews begin. 
It is the responsibility of the Hiring Committee to find and make arrangements for a suitable interview location. The location should be one that is physically comfortable for the applicant and Hiring Committee, 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.
In the case of video interviews, it is the responsibility of the Hiring Committee to create and provide a secure meeting link and password. 
Interviews may not be scheduled after the Friday of Week 12.
Section B.7.5 may be overruled by the Vice President of Student Affairs or the Director of Human Resources, 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 be scheduled on weekends and evenings in order to maximize the availability of applicants and minimize inconvenience. Every effort should be made to conclude interviews before 11 pm.
Interviews may be scheduled during the daytime on weekdays (9am-6pm) with the applicant’s consent.
Interviews may be scheduled to begin after 11pm with the applicant’s consent.
Interview times must be posted within 48 hours after the online application deadline.
Notification of the posted interview times must be sent to the applicant by e-mail at least 24 hours before the start of their interview. In the event that this provision is not met, the Hiring Committee shall acquire verbal confirmation from applicants regarding their interview time.
In the case of a candidate not being able to make their scheduled interview time for a valid reason, it is their responsibility to inform the Hiring Committee of the case at least 24 hours prior to the interview, unless extenuating circumstances exist. If such notice is given, the Hiring Committee shall accommodate a change in interview time.
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.
If notice has not been given, it is up to the discretion of the Chair of the Hiring Committee whether or not a replacement interview will be provided. Any decision made must remain constant for all applicants in a similar situation.
The Interview
A list of questions relevant to the position must be agreed upon by the Hiring Committee prior to the interview.
Approval of the questions must be given through consultation with the Director of Human Resources or Vice President of Student Affairs prior to the posting of interview times.
Where reasonable, no Hiring Committee member shall conduct an interview with an applicant with who they have a conflict of interest. If this is not possible, the Hiring Committee member should make all efforts to reduce bias in the interview process by speaking last during deliberations and/or abstaining from any hiring decisions regarding the specified applicant.
All conflicts of interests must be stated, in writing, at the top of the applicants interview notes by the panelist who holds the conflict. A valid declaration of conflict of interest must include the first and last name of the panelist as well as the applicant and may follow one of the following structures.
“I, [Full Name of Panelist], declare a conflict of interest with the applicant, [Full Name of Applicant]”.
“Conflict of Interest: [Full Name of Panelist] with [Full Name of Applicant]”
COI: Panelist: [Full Name of Panelist], Applicant [Full Name of Applicant]
Where reasonable, full effort to disclose a conflict of interest on the interview notes involving other legible declarations of conflict of interest will be accepted, subject to the discretion of the Director of Human Resources or the Vice President of Student Affairs. 
Questions asked during the interview must be selected from the listed mentioned in Section B.8.2.  However, the Hiring Committee may ask follow-up questions designed to elicit a clearer response from the applicant, eliminate confusion or address an area of concern or uncertainty that may arise.
Follow up questions that elicit a specific response or bring information unrelated to something previously mentioned into the interview are not permitted within an interview. 
It is required that a minimum of one question pertaining to EDI (Equity, Diversity, and Inclusion) be asked for all Engineering Society senior leadership interviews. 
Senior leadership positions include, but are not limited to, Director, Orientation Chair, and Service Head Manager positions.
 Appropriate questions may follow one of the following structures:
i. “With regards to Equity, Diversity, and Inclusion, what are you doing to educate yourself and eliminate systemic issues?”
	ii. “As __X position__, what will you do to improve Equity, Diversity, and Inclusion?”
iii. “What would you change at Queen’s University and/or the Engineering Faculty/Society to improve EDI?"
Approval of questions must be given through consultation with the Director of Human Resources or Vice President of Student Affairs prior to the posting of interview times.
Each member of the Hiring Committee must communicate all perceived conflicts of interest to the other committee members prior to the interview.
Conflicts of interest include, but are not limited to, current and former partners, relatives, housemates, and close friends.
Where reasonable, no Hiring Committee member shall conduct an interview with an applicant with who they have a conflict of interest. If this is not possible, the Hiring Committee member should make all efforts to reduce bias in the interview process by speaking last during deliberations and/or abstaining from any hiring decisions regarding the specified applicant.
At the beginning of the interview, the Hiring Committee shall:
Provide introductions.
State the maximum length of the interview and that the Committee is timing the interview and will provide notice of time running short.
State that questions or clarification can be asked for at any time during the interview.
At the conclusion of the interview, the Hiring Committee shall:
Provide the applicant the opportunity to ask questions or make any additional comments.
State that the applicant may direct any further questions to the Hiring Committee Chair.
Outline the means of appeal or contact if there are any concerns with the interview process as outlined in Section B.12.
Hiring Notes 
Each member of the Hiring Committee shall complete a written evaluation of the applicant while the interview is taking place. Written evaluations help preserve the integrity in the hiring process and are necessary for reference should an applicant subsequently seek feedback.
If physical, these documents shall be kept confidential and stored in the Engineering Society Filing Cabinet and filed accordingly by the Director of Human Resources.
If digital, these documents shall be kept confidential and be removed from the hiring tablets by the Director of Human Resources, who will organize them in a OneDrive folder connected to their Engineering Society email account. 
This folder shall be fully shared only with the Vice-President (Student Affairs).
The Director of Human Resource shall not be responsible for responding to an applicant’s questions regarding their specific interview; this shall remain the responsibility of the Hiring Committee.
All written evaluations shall be placed in the possession of the Director of Human Resources no later than 72 hours after hiring decisions have been made and all candidates have been notified as per Section B.10.6.
The Hiring Committee shall make every effort to digitize their hiring notes in lieu of using paper. 
Only the designated Engineering Society tablets (Boogie Board 9.7 Sync) shall be used for notetaking during interviews. 	Comment by Alison Wong: Probably should change this especially with online interviews and people taking notes on their personal devices. Will consult with VPSA on specific wording
Engineering Society tablets (Boogie Board 9.7 Sync) Tablets may be requested from the Director of Human Resources no later than three (3) days before interviews begin. The boards will be assigned to a Hiring Committee no later than 24 hours before the panel begins interviewing. 
Preference will be given to Hiring Committees with the largest number of expected applicants. 
Each Hiring Committee member shall use the same tablet during the entire interview process and ensure that their tablet is returned to the Engineering Society Office when not in use. 
The Director of Human Resources shall keep a log of the tablet number, assigned Hiring Committee member, and dates of use. This data will be retained for at least one year or until a successor is hired as seen in Section B.10.8.
To review the notes during the decision-making process, the tablet may be plugged into a computer by USB connection. 
The tablet must be physically present with the notes remaining on it during the reviewing process. The notes shall not be copied or removed from the device. 
If the notes are required at any time after the interviewing and decision- making process is complete, a request may be made to the Director of Human Resources. 
When taking notes, the Hiring Committee member shall write their name, and the interviewee’s name, and the date at the top of each page. 
For tablets, both names should be written at the top of each new screen. The corresponding interview question shall also be made clear via question number.
Decision Making and Documentation
Decisions shall be made solely on the criteria relevant to and based on the requirements of the position acquired through the online application and through the interview process.
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 Hiring Committee 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 will make the decision
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. 
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. 
If no consensus can be made, the mediator will choose between the Hiring Committee majority decision or the Chair’s decision.
If, at the conclusion of the interview and review process, the Hiring Committee is not satisfied with any of the applicants, the Committee may re-open the entire process. 
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 new applications are closed. 
The Hiring Committee’s decisions shall be recorded on EngSoc Dashbreezy.engsoc.queensu.ca.
An exception is made for FREC hiring, where record of decisions should be kept by the Orientation Chair.
The Chair of the Hiring Committee must notify the Director of Human Resources immediately once the hiring and decision-making process is complete. 
The Hiring Committee shall submit all documentation to the Director of Human Resources no later than 72 hours after hiring decisions are made and all candidates have been notified, to be filed for one year or until a successor is hired.
If the Hiring Committee wishes to access the notes once they have been filed, a request may be made to the Director of Human Resources. 
The notes shall not be shared with the interviewee or anyone else except the original members of the Hiring Committee. 
If physical, the notes should be returned to the Director of Human Resources within seven (7) days and refiled as in Section B.9.1.
If digital, the notes shall be shared through a link set to expire within seven (7) days of the request. 
The notes shall not be downloaded or copied from the shared link. 
All documentation shall be kept for one (1) year or until a successor is hired, whichever comes first. Thereafter, all documentation shall be destroyed.
Notification
The committee shall strive to notify all applicants individually of the outcome of their interview within 48 hours of the last interview.
 The hiring committee shall notify successful applicants first to confirm that they accept the position.
If the first successful applicant declines the position, the Hiring Committee 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.10.4.
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.
The Hiring Committee shall make every reasonable effort to notify all unsuccessful applicants as soon as possible after successful applicants have accepted the position.
Notification must be made to all candidates before an official posting is made. The notifications may be made by phone call or email, with preference given based on the applicant’s response on EngSoc Dash breezy.engsoc.queensu.ca or during the interview.
In the case of email notifications, an official posting may not be made until 48 hours after the last notification email is sent, or once a reply has been received from all applicants.
An exemption to Section B.11.5 is given to FREC hiring due to its scale.

Unsuccessful applicants shall be reminded of the means of appeal process upon notification as outlined in Section B.12.
Means of Appeal
Any person wishing to appeal a decision that has been made under the Hiring Policy or has any concerns with the hiring shall file a grievance with the Engineering Society Review Board.
In the case where the Engineering Society Review Board cannot be contacted (i.e. the interview was conducted by the Engineering Society Review Board), the VPSA, with help from the executive and Director of Human Resources will handle grievances.
Legitimate grievances are defined as improper procedure, Hiring Committee bias or any apparent discrimination in the hiring process.
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.
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 Hiring Committee 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, at the discretion of the Engineering Review Board.
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 Hiring Committee.
In structuring a new Hiring Committee, the Engineering Society Review Board shall follow the structure outlined in B.4: The Hiring 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.
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 Committee shall be moved to Council.
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 and informed at to how to access it at any time.
All employees and appointees shall be required to sign confidentiality waivers if necessary and applicable employment contracts prior to the commencement of any work. It shall be the responsibility of the Incoming Executive to ensure that this that this occurs before the commencement of any work.
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Purpose
The purpose of the Joint Hiring Policy is to aid the hiring process of groups that have been jointly ratified under both the Engineering Society and the Commerce Society. 
The Joint Hiring Policy draws from both the Engineering Society Hiring Policy found in γ.B, as well as the Commerce Society Hiring Policy.
Eligibility
Any group that is ratified by both the Engineering Society and Commerce Society which hires exclusively through both Societies and only accepts applications from both Societies are governed under the Joint Hiring Policy.
Scope
The joint hiring policy only overrides the Engineering Society Hiring Policy found in γ.B, when in direct contradiction.
Pre-Application Process
The Joint Hiring application template must be used, as made available by the Vice-President (Student Affairs).
The Joint Hiring template shall include:
The logos of both the Engineering Society and the Commerce Society when applicable;
Application instructions;
Interview scheduling instructions;
Standard application requested information;
General and position-specific questions;
Joint Hiring policy summary;
Disclosure agreement as written by the Engineering Society.
Applications must be advertised for at least two weeks in the AllEng newsletter.
Applications must be made available online for at least 1 week prior to the application deadline.
Application process:
All applications must be submitted by e-mail to the relevant Commerce Co-Chair and/or through the EngSoc Dash hiring portalbreezy.engsoc.queensu.ca.
All applications will be made available to the committee heads prior to the pre-interview process.
Pre-Interview Process:
Interviews shall be booked on the Commerce Society web portal, which is only accessible to Commerce students but can be viewed by Engineering students.
In the event that both committee heads are members of the Engineering Society, interview scheduling will be conducted through the Commerce Society Human Resources Officer.
A link to ComSoc portal shall be posted on the application along with the e-mails of committee heads and/or the Commerce Society Human Resources Officer.
Engineering Society members shall e-mail the committee heads and/or the Commerce Society Human Resources Officer with preferred interview slots. The committee heads and/or the Commerce Society Human Resources Officer shall then book off the chosen interview slots for the Engineering Society members.
Interview Process:
For committee head positions, the interview committee shall consist of the past head(s) of the committee, the direct supervisor of the committee head(s) from the Engineering Society, and the direct supervisor of the committee head(s) from the Commerce Society.
For committee head positions, the interview committee shall consist of the head(s) of the committee and any other Engineering Society or Commerce Society member deemed necessary to complete the committee.
Means of Appeal:
Any applicant belonging to the Commerce Society wishing to appeal a decision that has been made under the Hiring Policy shall be given the option to file a grievance with the Commerce Society Human Resources Officer.
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Purpose
The Dismissal Policy can be employed as a means to remove any person who holds an appointed position within the Engineering Society from that position.
Actions that can lead to dismissal include, but are not limited to, violations of the Engineering Society Code of Honour or Ethics Policy, violations of the Queen's University Code of Conduct, theft, vandalism, trespassing, fraud, harassment, assault, negligence and other actions that compromise the integrity or image of the Engineering Society.
Process and Logistics
A written and signed complaint must be filed.
Complaints can either be placed in the mailbox in the Engineering Society lounge and should be directed to, or given directly to, the Vice-President (Student Affairs).
Anonymous complaints will not be accepted.
Every attempt shall be made to preserve the confidentiality of all parties involved throughout the course of the investigation.
The Vice-President (Student Affairs) shall conduct a preliminary investigation to determine if the complaint is valid.
The Engineering Society Executive shall be notified of the complaint prior to commencing the preliminary investigation.
The appropriate Executive member(s) and/or Director(s) may be involved in the investigation.
Both parties involved shall be notified at this time. The investigation should proceed generally as follows, but can be adapted with respect to the nature of each complaint,
The Vice-President (Student Affairs) shall discuss the incident with the accused.
The Vice-President (Student Affairs) shall discuss the incident with the accuser.
The Vice-President (Student Affairs) shall discuss the incident with any relevant third parties (such as witnesses, committee members, etc.).
The Vice-President (Student Affairs) shall keep a detailed record of the investigation.
The complainant shall not be named at this stage of the investigation.
If the complaint is not considered to be valid, the Vice-President (Student Affairs) shall notify the Executive and both parties of the decision.
If the complaint is considered valid, the Executive will meet within 72 hours to decide on an appropriate course of action.
Possible courses of action include: verbal warning, written warning, suspension, removal or other sanctions at the discretion of the Executive. (These sanctions can include, but are not limited to, Clark Hall Pub ban, loss of access to funds, suspension of privileges, etc.)
If applicable, the Engineering Society will defer to an appropriate non-academic disciplinary committee such as the Engineering Society Review Board or the AMS Judicial Committee. Any Engineering Society investigation can either run concurrently with any other investigation or be delayed until the appropriate non-academic disciplinary committee has reached a decision on the matter.
The Vice-President (Student Affairs) shall enforce whatever actions or sanctions are decided upon by the Executive.
Means of Appeal
Any person wishing to appeal a decision that has been made under the Dismissal Policy must file a grievance according to Policy Manual ε.C.

