
EMERGENCY
PROPOSAL

(External funding)
BASIC

Email request form 
to MC

Receive Majority 
approval from MC

Is it an existing 
position?

Update job 
description

Develop a job 
description

Goes to MC for 
approval

HR screening
(JE review, salary, 

competencies, rationale)

Is it approved in the 
budge or funded 

externally?

Discuss/ revisit with 
others

Proposal
(Rationale, projected cost, 
funding options, long-term 

planner)

Summarize changes
(Briefing notes, reasoning, 

discussion topics, file)

Report to MC

Goes to MC for 
approval

On-boarding 
Checklist

POST RECRUIT & SELECT
NEW EMPLOYEE 

CHECKLIST

Proposal to funder

Funding approved

Notes: 
Standing agenda item at MC – Recruitment.
Recruitment budget bucket in Moodle.

Permanent, Non-Instructional Job Posting Approval Process
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