Authorization to Start
Recruit Form Decision

Chart

Identify the
Position Type
being Recruited
For

Is the Position an
Approved Strategic

Ask or Already
Approved Position?

Contract)
Academic (Full time)

Is this a New, Non

Budgeted position? Yes

time <12 Month)

Yes

[ l

Complete the ATR
(New Non-Budgeted
Position — Admin,
Support, Faculty)

Complete the ATR
(Strategic Ask and
Approved Positions)
form

form

Completed form
submitted
documentation to

HR Advisor

Is Recruitment
Required

Completed form to HR
Administrator for Offer

g'the position one 0f

Admin (Full time, Part time or

Support FT (Full time, 10 or Full

Note: Please review the position
description prior to submission of ATR

or ATRA to prepare for the position
classification and job posting required
for the recruitment.

the position one®
Support FT (Temporary
Support PT (PNRK,
Temporary, Casual)
Admin (Temporary FT o

Yes

!

Complete the
Authorization to
Recruit/Assign —
Admin & Support

form

Completed form
submitted
documentation to
HR Advisor

Letter Drafting for l"¢—No
Signature & Submission to

Identified Candidate

Issue Date: April 2023

Yes—— P

Begin Recruitment
Intake Process with
Hiring Manager and
Talent Acquisition

[€—Yes

Is the position
Academic Contract
Faculty?

Yes

i

Complete the
Authorization to
Recruit/Assign —

OTFT Contract
Faculty form

Is Recruitment
Required

Completed form sent to 1.
School’s Office Coordinator
for Entry to Hiring Tool &
to

2. HR Advisor to begin
Salary Calculation Process
with HR Administrator




	Page-1�



