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RECRUITMENT PROCESS TO A DESIGNATED BILINGUAL POSITION:
HIRING MANAGER – HUMAN RESOURCES – FLS
	ACTION
	RESPONSIBLITY

	JOB POSTING

	

	Upon receiving a request of for posting a designated bilingual position, email the posting to amatyi@sbgh.mb.ca. 
FLS staff will determine if a bilingual version for the same position has already been translated.  If so, the posting will be provided to Human Resources in a bilingual format.  If it does not exist or if additions/changes have been made to the English posting from the previously translated version, FLS staff will coordinate the translation to meet the deadline.
	HR Assistant/Hiring Manager
FLS representative

	Job posting on WRHA website in a bilingual format
	HR Assistant
(Note:  FLS to review final version of posting before placement)

	Job posting on Santé en français website by emailing amatyi@sbgh.mb.ca
Note: To remove job ads that don’t have an end date(open until filled), email amatyi@sbgh.mb.ca 
	HR Assistant
(Note :  Same posting as placed on WRHA website)

	ASSESSMENT OF LINGUISTIC  PROFICIENCY
	Note:  FLS Informal assessments of verbal proficiency, or non- WRHA language assessments are not valid as official test results.  Results from prior WRHA FLS employment tests may be valid; however, FLS must confirm their validity.
Testing must be completed before any offer, verbal or written, may be made.


	Request for Language Testing sent to FLS representative
Determination of which linguistic components need to be evaluated (speaking, listening, reading, writing) based on the linguistic profile of the position. FLS sets up the earliest possible testing time with candidate.

*Note:  If no formal interview is held with the candidate, linguistic proficiency must still be tested.  
	Hiring Manager 
FLS representative

*Note:  If Hiring Manager deems it preferable that candidate be tested during the interview (speaking and listening components only), they can call upon FLS representative to attend the first or last 15 minutes of the interview. In general however, it is best to separate the interview process from the language tests,

	TEST RESULTS

	

	FLS to send testing results sheet to Hiring Manager, HR Consultant and HR Assistant.  FLS representative will indicate one of the following scenarios:
1. Candidate passed all required tests;

2. Candidate did not pass all tests, however may be hired on condition of employment;

3. Candidate does not have a level of French sufficient to be hired.
	FLS representative


	HIRING OF CANDIDATE

	

	Hiring Manager to SEND DESIGNATED BILINGUAL POSITION RECRUITMENT RESULTS FORM TO FRENCH LANGUAGE SERVICES.

If a bilingual employee is hired, the HR Assistant responsible for the posting must use the letter of offer template for designated bilingual positions without condition of employment or with condition of employment, depending on the test results.

If a bilingual employee is hired, whether on condition of employment or not, they will receive an FLS orientation letter.
	Hiring Manager

*Note:  Without this form, the employee will not receive an orientation letter, the file will not be closed and the position will not be considered filled by FLS.
HR Assistant
FLS representative


	CONDITION OF EMPLOYMENT
	If more detailed information is required on the Condition of Employment process, please see Condition of Employment process flow chart.


	Discuss details of condition of employment process with incumbent.  If the candidate accepts the conditions, inform incumbent that FLS will be their contact for language training information and any questions related to proficiencies required. 
Human Resources to notify incumbent of condition of employment in letter of offer, and their requirement to pursue language training and to undergo testing at 6 month intervals. 


	Hiring Manager
HR Assistant

	FLS to prepare Condition of Employment Tracking Sheet indicating initial results and proposed testing dates.  Send copy to HR Consultant, HR Assistant and Hiring Manager, maintain copy for FLS files.
	FLS representative

	FLS to follow-up with candidate every six months to arrange for testing.  
	FLS representative


	FLS will send a Condition of Employment tracking sheet to HR Consultant, HR Assistant and the Hiring Manager every six months for the incumbent’s HR file.


	FLS representative



	CONDITION OF EMPLOYMENT SATISFIED
	

	FLS to inform Hiring Manager, HR Consultant and HR Assistant once employee has met Condition of Employment.

Human Resources to send a letter releasing the employee from the Condition of Employment with copies to the Hiring Manager and to the FLS representative for file.
	FLS representative

Human Resources


For any questions concerning the above processes, interpretation of test results, interpretation of Policy 10.40.250 FLS – Recruitment to Designated Bilingual (English/French) Positions, please contact Regional Manager, FLS, Joel Lafond.
Email:  jlafond@wrha.mb.ca
Phone: 204-258-1091

Fax:  204-231-0647
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