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REASONS FOR JUDGMENT AND JUDGMENT

[1] Thisisan application for judicial review of adecision dated April 15, 2010, of the
Assistant Director, Audit, of the East Central Ontario Tax Services Office of the Canada
Revenue Agency (the respondent), filed under section 18.1 of the Federal Courts Act,

R.S.C. 1985, c. F-7, by Yves Mayrand (the applicant), following the rejection of his request for a
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review of the selection board’ s negative decision in a competition to staff the position of an

AU-01 tax auditor.

Facts
[2] The applicant has been working for the respondent as atax auditor (PM-02) since
June 2002. He istrained as an accountant and a member in good standing of the Certified
General Accountants of Ontario. He applied in an internal selection process conducted by the

respondent to staff atax auditor position (AU-01), the deadline of which was October 19, 2007.

[3] The AU-1 tax auditor position was classified as a unilingual English position, and the

applicant chose English as the language of correspondence for the selection process.

[4] The selection process required that the skills of al candidates be first assessed using
standardized tests. Initially, the applicant failed this first stage of the selection process, but was

screened in again after he completed an external assessment to reach the required level.

[5] Candidates who passed the first stage went on to the next stage, where their competency
in Planning, Organizing and/or Monitoring was assessed. This exam involved an interview with
a selection board, and a reference check with the candidates’ immediate superiors; candidates
could obtain a maximum score of 20 for the interview and 10 for the references. A result of at

least 60% was required, making the passing grade 18 out of 30.
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[6] The applicant met with the selection board and answered the four questions, which were
graded out of 20. He was awarded 11 out of 20. Hisimmediate superior gave him 5 out of 10,
pointing out that the applicant had to manage his workload better in order to meet deadlines. It
should be noted that an error was made when the scoring tool was sent to the applicant’s
supervisor: the file was mistakenly named “ECO Criminal Matters CRAEEmployee-tef.doc”; the

content, however, was not affected. This error was allegedly made by the translation unit.

[7] On April 14, 2009, the applicant was informed in writing that he had been eliminated
from the selection process since he had not obtained the required pass mark. The applicant
submitted arequest for individual feedback on the same day and chose to have the recourse

procedure conducted in French.

[8] The documents were translated, and a Francophone employee of the respondent working
in the Audit Section, Marc Charron, translated some of the documents even though he is not
trained as atrandator. In accordance with the feedback procedure, the applicant submitted

additional comments on September 11, 20009.

[9] The respondent confirmed its decision to eliminate the applicant on November 19, 2009,

and, on the same occasion, notified him of hisright to request areview of the decision.

[10] On November 20, 2009, the applicant filed a request to have the decision to eliminate

him from the selection process reviewed. In that request, he submitted that the tool used to assess
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the Planning, Organizing and/or Monitoring competency was subjective and that the supervisor

should not have been consulted.

[11] On the same day, that is, November 20, 2009, the applicant filed a grievance with his

union, which was heard at a meeting on March 8, 2010.

[12] Asaresult of an error in communication with the union, the respondent thought that the

grievance and the request for review would be heard at the same time, explaining the long time

that elapsed before the review procedure began.

[13] On March 11, 2010, the applicant was informed that his request would be dealt within

writing.

[14] On April 15, 2010, Neil Young, Assistant Director, Audit, rendered his decision, in

which he rejected the applicant’s arguments and upheld the decision of the selection board.

| mpugned decision

[15] Inhisdecision, Mr. Young first noted that under the Directive on Recourse for
Assessment and Staffing he had to determine whether the candidate was treated in an arbitrary
manner during the selection process. Quoting the definition of “arbitrary” at section 4.2 of the
Directive, Mr. Y oung found that the applicant was not treated arbitrarily and that the criteria,

definitions and processes used to assess the applicant’ s competency in Planning, Organizing
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and/or Monitoring complied with the respondent’ s policy and procedures. He therefore did not

recommend corrective measures.

[16] Inreaching that conclusion, Mr. Y oung considered the information provided with the
guestions, the scoring key, and the notes and summaries provided by the members of the
selection board. He also talked to the board members to properly understand the process and the
context in which alocally developed tool had been used. In addition, he points out that all the
applicant’s submissions had been submitted to him in writing and tranglated into English for him.
Mr. Y oung therefore considered the applicant’ s two main objections, the consultation of his
immediate supervisor and the subjectivity of the scoring tool. He also examined the applicant’s
arguments concerning the impact of the error in the name of the scoring file sent to the

applicant’ s supervisor.

Relevant legislation and policies

[17] Thefollowing provisions of the Canada Revenue Agency Act, S.C. 1999, c. 17, vest in
the respondent an exclusive right and authority to appoint employees and require the respondent
to develop a staffing program. The Public Service Employment Act, S.C. 2003, c. 22, therefore
does not apply to the respondent’ s employees:

Appointment of employees Pouvoir d’ embauche de
I’ Agence

53. (1) The Agency hasthe
exclusiveright and authorityto  53. (1) L’ Agence a compétence

appoint any employees that it exclusive pour nommer le
considers necessary for the personnel qu'elle estime
proper conduct of its business. nécessaire al’ exercice de ses

activités.



Commissioner’ s responsibility

(2) The Commissioner must
exercise the appointment
authority under subsection (1)
on behalf of the Agency.

Staffing program

54. (1) The Agency must
develop a program governing
staffing, including the
appointment of, and recourse
for, employees.

Collective agreements

(2) No collective agreement may
deal with matters governed by
the staffing program.

Nominations par le commissaire

(2) Les attributions prévues au
paragraphe (1) sont exercées par
le commissaire pour le compte
del’Agence.

Programme de dotation

54. (1) L’ Agence élabore un
programme de dotation en
personnel régissant notamment
les nominations et les recours
offerts aux employés.

Exclusion

(2) Sont exclues du champ des
conventions collectives toutes
les matieres régies par le
programme de dotation en
personnel.

4.3-1 The Selection Process and Pre-Qualification Process are the
principal mechanisms for the promotion and appointment of staff
(both internally and externally). Selection Processes may also be
used for staffing on a permanent, term or acting basis, aswell as

|ateral moves.

4.3-4 The Pre-Qualification Process (PQP) is the process by which
individuals identify career interests and can be assessed for pre-
qualification for specific positions. PQP s will enable employeesto
be considered for further and future selection.

4.3-5 The recourse available to individuals varies according to the
type and stage of selection process; recourse rights are outlined in
the Staffing Program and the Directive on Recourse for Assessment

and Staffing.

5.2 Individuals have access to recourse mechanismsincluding
Individual Feedback, Decision Review and Independent Third Party
Review, depending on the nature of the staffing activity and as per
the Directive on Recourse for Assessment and Staffing.
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The following provisions of the Canada Revenue Agency’ s Staffing Program are relevant:
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5.3 Individual Feedback is provided upon request by the person(s)
responsible for that particular assessment, stage of the selection
process or staffing action.

5.5 Individual feedback is also a mandatory step before proceeding
to other forms of staffing recourse.

7.2 With the exception of the assessment for a unilingual position,
the ability to communicate orally and in writing, all examinations,
tests and interviews for the purpose of determining qualifications of
candidates shall be conducted in the Official Language of the
candidate’ s choice.

7.3 The selection board members must be able to communicate
effectively in the official language(s) chosen by the candidate..

7.4 Recourse will be conducted in the official language of choice of
the individual seeking recourse.

Annex L of the Staffing Program, Directive on Recourse for Assessment and Staffing, describes
the recourse available to the applicant:

4.1 In all cases, the grounds for recourse for Individua Feedback,
Decision Review and Independent Third Party Review iswhether
the employee exercising recourse was treated in an arbitrary way.
The focus should be on the treatment of the individual in the process
and not on the evaluation of other candidates/employees.

4.2 Theterm arbitrary is defined as follows:

“In an unreasonable manner, done capriciously; not done or acting
according to reason or judgment; not based on rationale or
established policy; not the result of a reasoning applied to relevant
considerations; discriminatory, i.e., as listed as the prohibited
grounds of discrimination in the Canadian Human Rights Act.”

4.3 For each of the three recourse mechanisms, the review must be
limited to circumstances that are directly related to the stagein
guestion of the assessment, internal selection process or interna
staffing action. For example, the Independent Third Party Review
will be limited to decisions made during the placement stage of the
internal selection process.

9.1 The Authorized Person responsible for the assessment, internal
selection process or internal staffing action or hisor her delegate
(e.g., Selection Board Member, Pool Administrator, Resourcing
Advisor, Competency Consultant or Technical Competency
Assessor):
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9.1.2 May choose to be accompanied by an individual of his
or her choice during the Decision Review. Therole of the
accompanying person isthat of an observer.

9.2 The Decision Reviewer

9.2.3 May choose to conduct the Decision Review verbally
(in person or by telephone) or in writing (by letter or e-
mail).

9.2.4 Shall conduct any meetings or interviewsin the
official language of choice of the candidate/employee.

9.2.6 Shall conduct the review and gather such information
asisrequired in order to come to a decision. Generally, the
review is comprised of the following steps.

-Review documentation presented by the
candidate/employee and Authorized Person or delegate;
-Gather additional information, as required;

-Analyze the facts; and

-Make the final decision in writing and ensurethat it is
recorded in the staffing file or the employee’ s competency
profile.

“Authorized Person”

Person who has been granted the authority to exercise a specific
staffing action in accordance with CRA’ s Delegation of Human
Resources Authorities.

“Decision Reviewer”

Thisis:

-for internal selection process (including non-PQP and PQP),
supervisor of the Authorized Person responsible for the internal
selection process.

-for internal staffing actions, supervisor of the Authorized Person
responsible for the internal staffing action. . . .

| ssues and standard of review

[18] Thisapplication for judicial review raises only one issue, namely, whether the
respondent’ s decision was reasonable in the circumstances. According to Judge Mandamin in

Wloch v. Canada Revenue Agency, 2010 FC 743, at paragraph 21, the standard of review



Page: 9

applicable to thisissue, namely, whether the decision maker considered the appropriate factorsin

arriving at his decision, is that of reasonableness.

[19] The applicant, however, submits that this file raises questions of procedural fairness and
that the standard of review applicable in the circumstances is that of correctness according to

Canada (Citizenship and Immigration) v. Khosa, 2009 SCC 12, at paragraph 43.

[20] Inthis Court’sopinion, this application for judicial review isreviewable on a standard of

reasonabl eness, and the issues raised by the applicant are reviewable on that standard.

[21] Essentially, the applicant raises six (6) groundsin support of his application for judicial

review. | will review each of these grounds on a standard of reasonableness.

A. First ground

[22] The applicant alleges that the respondent did not respect the principles of natural justice
since English-speaking candidates were selected and chosen even though the applicant’s
proceeding before this Court had not yet been resolved. There is no evidence before the Court to
prove this allegation, and even if it had been proven, it did not amount to a breach of the rules of
natural justice. Indeed, it appears that the respondent is keeping a position open pending this
Court’ s decision on the application for judicia review filed by Mr. Mayrand. In the

circumstances, the ground raised by the applicant is therefore not valid.
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B. Second and third grounds

[23] The applicant then argued that the misnamed file that was sent to his supervisor on

July 6, 2009, was derogatory and intimidating. The applicant also submits that since the file used
to prepare the decision review request had an error in its name, there could also have been errors
in its content. In the applicant’ s words, the error in the name casts doubt on the committee's

ability and objectivity in managing information.

[24] Inthe absence of concrete evidence of errors other than that in the file name, which was
acknowledged by the respondent, the Court is unable to reach the same conclusion as the
applicant. In fact, the applicant failed to produce any concrete evidence that the file contained
other errors. The e-mail sent to the supervisor asking for references for the applicant was called
“#3 Trandation Request- ECO Criminal MatterCRAEmployee-tef.doc”. The applicant asked that
the entire decision review process be conducted in French asis permitted by statute and the
respondent’ s policies. An error was made by the trandlation service used by the respondent. To
conclude from that that the review processis flawed and biased just because of a mistake in the
heading of an e-mail seems unreasonable in the circumstances. These grounds are therefore

rejected.

C. Fourth ground
[25] The applicant submits that the lengthiness of the selection, feedback and review process
was unreasonable and that this had resulted in a breach of procedural fairness. When one looks at

how the file unfolded, it can be seen that there was some delay in having the documents
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translated. The Court must, however, conclude that the time limits prescribed in the respondent’ s
regulations were generally met, with the exception of the misunderstanding resulting from a
miscommunication between the union and the respondent’ s Human Resources unit regarding the
processing of the grievance in March 2010. The respondent admits that there was some delay in
having the documents translated; it denies, however, that this delay prejudiced the applicant in
any way. A review of the timelinein thisfile leads the Court to find that the applicant was not
prejudiced by the delays; indeed, the respondent has kept an auditor position open pending the
decision of this Court. The fourth ground is also rejected since the applicant was not prejudiced

by the delays.

[26] The applicant also submits that he was prejudiced because the board members also
participate in the feedback and review process, which is primarily designed to provide candidates
with their results and explanations for those results. In his opinion, the board was both judge and
party: there was therefore a breach of the rules of natural justice. A careful review of thefile
leads to the conclusion that such was not the case. In fact, the applicant seems to confuse the
involvement of the board members at the feedback level and the fact that Mr. Y oung consulted
them at the final decision review stage. At this last stage, it seems reasonable to the Court that
the board members were consulted on the timeline of the process. The Court can therefore not

accept the applicant’ s argument.
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D. Fifth ground

[27] The applicant alegesin his written memorandum that the determination of the fina score
isnot only arithmetic but also discretionary, since the board can, in his view, give additional
marks to candidates. When prompted to clarify this allegation, the applicant submitted at the
hearing that the assessment of the Planning, Organizing and/or Monitoring competency by the
board left room for arbitrariness. In fact, in response to the Court’ s question on the scoring key,
the applicant pointed out that the fact that there were no specific points allocated to the possible
suggested responses was evidence that there was room for discretion, if not arbitrariness. In
reply, the respondent argued before the Court that this part of the candidates assessment was
done using the assessment tools developed locally, as permitted by the respondent’ s staffing

policy and regulations, namely, Annex F, Directive on Assessment Methods.

[28] Furthermore, according to the respondent, this manner of proceeding respects the criteria
of transparency, fairness and competency. At the Court’ s request, the respondent filed a copy of
Directive F, areading of which reveals that using locally developed tools assessment tools to
assess a particular competency is only permitted when standardized assessment tools do not
exist. At the hearing, the applicant claimed that the respondent has a standardized tool for
assessing the Planning, Organizing and/or Monitoring competency. If thisis true, the Directive
was violated. Was this afatal error? The Court does not think so, since Directive F permits
exceptions as long as Human Resources approve use of alocally developed assessment tool.
Since thereis no evidence before the Court that standardized assessment tools were indeed

available in September 2007, it isimpossible to find that the Directive was viol ated.
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[29] Of concern, however, isthe absence of an exact scoring key for the various suggested
responses. In fact, it cannot be argued that the processes used complied with policy since they
did not respect Directive F, which provides, among other things, at page 8, for the use of
structured interviews. In such cases, the Directive provides at page 9 that “(a)nswers to the
guestions must be evaluated against established criteria. Developing rating scales and
predetermining the ‘marks’ for each answer will greatly simplify the evaluation.” In the case of
the applicant, this part of the Directive was not followed since, as appears from the record, the
suggested answers were prepared but the rating scale provided for only three major categories,
with marks ranging from O to 11, 12 to 15 and, lastly, 16 to 20, without specifying how much
each answer sought was worth. If the respective values of the main answers sought are not set in
such a scale, it becomes impossible to determine whether the standards of transparency, fairness
and competency that govern all of the respondent’ s processes were respected. Even though the
respondent is no longer subject to the merit principle that applies to staffing in the Public
Service, the fact remains that, as Judge Heneghan pointed out at paragraph 36 in Hainsv.
Canada (Attorney General), 2001 FCT 861

In my opinion that argument must also fail. The Appeal Board

provided detailed reasons to express its view that the Selection

Board erred in its use of the grid. It also found that the grid had to

be set aside because the members of the Selection Board who

testified were unable to explain how the grid was used. In my

opinion, these findings are sufficient bases for the Appeal Board to
find that the use of the marking grid was unreasonable.
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[30] Inreviewing theindividua marks given by the three selection board members and their
combined score for the answers given by the applicant, it isimpossible to determine the
respective value of each of the answers sought or their respective weightsin relation to one
another. In these circumstances, the Court fails to see how Mr. Y oung could write in his
decision, which is under review here, that the criteria, definition and process used to assess the
applicant’s competency in Planning, Organizing and/or Monitoring complied with the

respondent’ s policy and procedure, both of which require transparency and fairness.

[31] The scoring grid used was in no way transparent. In fact, areading of the selection

board’ s notes reveals that two members checked off the same itemsin the key, while just one
member gave amark of 11. Several items appearing on the grid were not checked off, yet some
items were, to indicate that the applicant had failed to deal with these items specifically, while
others were not, even though the applicant had not addressed them. Moreover, the respective
point value of each of the missing items is unknown. In these circumstances, the Court has
difficulty seeing how a determination as to the reasonabl eness and non-arbitrariness of the
process could be made. The key also does not specify which answers are required for a candidate
to obtain a passing, or higher, mark. This makes it impossible to argue that there was no room for
arbitrariness. “ Arbitrary” is defined as follows: “1n an unreasonable manner, done capricioudly;
not done or acting according to reason or judgment; not based on rationale or established policy;

not the result of areasoning applied to relevant considerations. . .”.
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[32] A reasonable decision requires that one can see and understand the reasoning of the
selection board and observe from a scoring key that the candidate passed or failed depending on
objectively allocated points. When one cannot determine the value of the items to be scored or
identify the minimum items required to obtain a pass mark, it becomes impossible to determine
that the decision was reasonable. Consequently, the Court finds that the review decision dated

April 15, 2010, was not reasonable in the circumstances.

[33] The applicant also objected to the selection board contacting his supervisor for
references, which Directive F permits. One could possibly also question this part of the
assessment in terms of its relevance, but it is not the role of this Court to substitute its judgment
for that of Human Resources on the relevance of the assessment tools used; instead the Court has

to ensure that Mr. Y oung’ s decision was reasonable considering al the circumstances and facts.

E. Sixth ground
[34] Asto the sixth ground raised by the applicant, the Court has seen no concrete evidence
that the official languages policy was breached. In these circumstances, this ground is also

rejected.

[35] The caseistherefore referred back to the respondent so that it can re-assess the
applicant’s competency in Planning, Organizing and/or Monitoring, with costs, which are limited

to the disbursements incurred by the applicant.
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JUDGMENT
THISCOURT ORDERSAND ADJUDGES that:
- The application for judicial review of the Canada Revenue Agency’ s decision dated
April 14, 2010, is allowed and that the matter is referred back to the respondent so that it can re-
asses the applicant’ s competency in Planning, Organizing and/or Monitoring by using an
appropriate assessment method, with costs, which are limited to the amount of the applicant’s

disbursements.

Judge



SCHEDULE“A”

Annexe F - Directives concernant les méthodes d'evaluation

« Seul les candidats rencontrant les prérequis seront considind(s) pour Névaluatian.

« L'évaluation est une comparaiscn entre les compélencesioualités du candidst et des critéres
d'évaluation établis. et non une comparaison enire les candidats eux-mémes (¢ -&-d
lattnbulion d'un rang].

«  Las méthodes d'évatuation seront utiisées pour déterminer & ['dtendue & laguelle e candidat
posséde les compélencasiqualibés raquises pour le(s) poste(s).

» Les personnes sutorisées seronf lenves d'ufiliser las méthodes d'évalualion standardisées
organizationnelles dans cerlaines circonstances déferminées telle que stipulé dans la dwective
concernant les méthodes d'évaluation.

» Les candidats seron! informes par éerit de leur résultat par le biais d'une letire ou d'un courner
electronigue,

» ‘Les candidats quaffies seront informés de la période pour laguelle lis seront considérés pous
b placement

+ Les recours seront disponible sous fa farme de rédroaction individeele aux candidats qui en
fonl la demande suite & keur évaluation. Les candidats gui ot des nguikludes suile & a
rétroaction individuelie peuvent demander un processus de révision de la decsion el gue
stipulé dans le programme de dotation et [a directive sur les recours en maliére de dotation.
Des mesures correctves serant prises krsque approgriées,

» L'accés a linformadion se fera conformément & la Loi sur acsés & Minformation et & (a Lod sur
la protection des renseignements personnets. Les candidats auron! seulement accés & leur
évaluation,

» Leés candidats serond évaluds en fonclion des exigences en mabtiére de dodalion,

» Les noles de passage dorvent &ire &tablies séparément pour chaque guaité ou groupe de
gualitd lorsqu'il ¥ & un sens logitua (par exempie: connalssance de la Loi sur MNimpdd et
I'hapileté d'inlerpréter et o' appliguer la Loi.

s Les méthodes d'évaluation seront wiilisées pour déterminer I'élendes 4 laguelle le candidat
possede les compélencesigualilés réguises pour Ms] POsie(s),

+  Les méthodes d'édvaleation ublisbes pour déterminer &i le candidat est compéient peuvent
comporter kes dléments suivants | méthodes d'évaluation slandardisées organisabanneles,
échantiflans du fravail antérieur, entrevues, vanfication des références at divers autres oulils
de sélection décrile dans cette direclive.

v Sedon la directive sur I'égquité en matigre d'emplod, les personnes autoriséss doivenl & assurer
‘gue les méthodes d'évaluation ne constituent pas un obslacle pour l&s personnes des groupes
cibles d'équith en matidre d'emplai & mains quil y ait une exigence bona fide sccupatonnelle,

«  Loisur l'sccés & I'information et Loi sur les ransaignemiants persannels
«  Programme de defation _
« L'évatugtion des candidals handicapés - brochure publidée par la CFP.
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En ragle générale, bes tests slandardisés développds au niveau organisationnel seront utilisés
pour déterminer siles candidats sant compétents afin de ne pas avoir A dlaborer des oullls
d'évalualion individuels pour chagque processus de 2otation. . _

Le choix d'outils d'évaluation et de méthodologies standardisés dent I'ulibsation est aulorisée
au s&in de FAgence incombe & la Division du renguvellement du persennel et de la gestion de
carnigne. Cela comprend |'utilisation des outils standardisés d'évaluation du cenire da
psychologie du personned de fa CFP.

Larsgu'un outl ¢'évaluation standardisé a &ié adople par l'Agence pour évalugs une
compélence, il doil &tre utilisé, Toute dérogation a cat veage devrail ire approuvee par ia
Division du renouvellerment du parsannel et de la gestion de carmére. Il est possible d'oblenir
la liste des lests standardisés approuvés en s'adressant 4 [a Division du renouvellement du
personnel ef de la gestion de carriére &t (une liste sera publiés lorsque les lests standardises
saront complétés et approuvés).

Les notes de passage pour les aulils d'évaluation slandardisés seront &tablies de fagon &
coffespondre sux nivesux de compétence dacrits dans ke Réperiowe des compélences,

T L B L R D e B S S g Pin
bt i e 1l :.:I:I"]-I-"-‘.'-: i

L]

Lorequ'il mexiste pas d'oulils d'évaluestion standardisés pour évaluer las compétences/qualités,
il est loisible aux pareannes autonsees d'éaborer leurs propres oulils d'évaluaton. Il est
recommands gu'eles consullent la Division du rencuvellement du personnel et de la gestion
de camidre el au sujel de l'élaboration d'outils d'évalualion élaborés localement. Cans le cas
de mises en situalion'simulation, ks exercices "in-basket” et les centres d'évaluation, kes
personnes auloriséas doiven! consuller la Division du soulien du cheminement de la carndre
et du remouvellement du personnal.
Les méthodes o évalualicn &abordes localement peuvent prandre kes formes suivantes
gimulations! mises en siluation;
tesis écrits (bast de connassance);
entrevues dirigées (siluationnelle et comporiementales);
examen des réglisetions anférieures af de Nexpénance;
vibrification des références,
exercices “in-baskel”;

o centres dévalualion.
Les noles da passage doivent &re &ablies séparément pour chague qualité ou groupe de
qualité lorsquil y a un sens iogique (par exemple: connaissance de la Lot sur limpét et
habilete d'irlerpréter et d'appliquer 12 Lod). Par contre, § ési possible de combiner dews ou
plusieurs qualités lorsgu'il est approprié de |e faire,

'Elﬂ‘l:lﬂtl.l:l

a) Elaboration de exercices de simulations

o Lesexercices de simulstions placent les candidals dans des siluations réelles qui les
conlraignent & démontrer que leurs compétences/qualités conviennen! aux exigences
du paste. Le contenu de la simulation peut dre directerment extrapalé du ravail ui-
méme ou dlre congu dé rmaniéfe plus générale sous forme de situations et de
problémes qui me sont pas spécifiques & une situation en mileu de travail

s Dans les exercices de simulalion, les candidals dovent exdculer, au momen! e
I'évaluation, le travail progrement dit el les faches qui lui sonl lides.

o Les exercices de simulation peuvent &re ulilsée pour évaluer des
compétencesiqualilés simples (p. ex., assurer le fonclionnement d'une maching) auss:
bien que complexes (p, ex, résoudre des problémes administratifs).

A Les exercices de simulation peuvent ausei 8ire uiilsées pour évalugr plus d'une
compétence/oualié & la fois, Par exemple, Lin exercice congu pour évaluer (B capacité
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d'un candidat & réscudre des problémes administralifs peut exger de celui-ce qul
lasse un exposé suf s solution quiil propose. Permettant aussi d'évaluer son aptiiude
a résoudne des problémes et ses capacilés de présantation/communication orale.
Paur élaborer des exercices de simulation, il faut tout g abord ideniifier des siluations
professionnelles corespondant aux compélencesiqualités évaludes. Pour croer des
situations professionnelles pertinentes, il impone de définir les éléments qui
contribuent au succes des candidats, Cetie information jowera un réle imaortant lors de
I'élaboration de mises en siluation dans lesgoels les candidats sont placés dans des
situations ol ils devradent démantrer les comportements souhaités. I powrrail &tre utllu
e pnur las questions suivanias ;
Comment les candidats montrent-ils gu'ils possédent dans une cerfaing mesure
les compélencesigualitds requises?

«  Comment les bons candrdats manifestent-ils ces compétlencesiqualités?

*  Quel ganre de problémes permetiend de faire ressortir les
compatences/qualités requises 7 .

* Dans quels contextes de travail les compétencesiqualités se manifestent-ellas?

»  (uels aspects sont essenfiets, cruciaux ou mpaortants dans ke contexte de
tranvail ?

=  Quede es! la diférence entre une situation facile &l une situalion difficie?

=  Quelas sonl les effels des gifférentes mesures qui devraient élre prises dans
les diverses situations?

¢ Quelle est la différence enire pne interdention efficace e une intervemion
inefficace?

Exemple : Prenons comme exemphe le fravail d'un consultant ef les
compatencesiqualités requisas paur fournir des conseils professionnels aux clienls. On
posant les questions ci-dessws, Il serail possible d'abdeni Vinfarmation suivante

= s consullants qui savent fournir des conseils professionnels uliles (a) posant
des questions perinenfes, (b) écoulent attenlivement les précccupations
exprimées par leurs clienls, el (c) se mu;.‘-n’m:—nt persuasifs larsou'ils présentent
leurs propres idées.

v |eface-a-face avec les clients est :mpnrtam. Habitluelierneni, [a rencontre ne se

- Lait pas e Abe & 18l Mais avec un groupe.

+ @ salisfaction du client est & résultat le plus imporiant de conswitations ef de
conseils professionnels efficaces. Il esf indispensable qus i clien alf le
sentiment gue ses préoccupalions sonf comprises ef gu'ils sont tenues comple
dans la solution proposde.

Grace & cete information, il est possible d'élaborer des pxarcices de smulation. Il est
indispansable que Ia situation permette d'observer les compétencesigualités
recherchées. Ce point esl plus important gue |a similarité entre MNévaluation &t [a naiure
proprement dile du fraval. Viodch quelgues régles empirigues & suivre pour élaborer gt
amimer les exercices de simulalion ;

+  Plus les compédiencesigualités ont un caractére gdndrigue, moins | est
nécessare gue le scénano et le confeny sclent semblables A la nature du
posie, 5iles problémes présenias pour dvaluer les capacités de résclulicn de
problémes sont frop similaires & cewr du poste, il peut arriver que kes candidats
ne doivent pas lewr réussite au fait quiils savent mieux résoudre les problémes
mais parce qu'ils connalssent mieux @ sujel que bes avilres candidals

# Eviter Ie " coup double °, c'esi-A-dire, bz situation dans lagquelle on ne pewl
manifester une compélence’gualilé donnée gue i l'on posséde une awlre
compéfencefqualité, Par exemple, si, lors de 'évalyation des capacités de
résolution de probléme, on demande aux candidals de résoudre des probiémes
exigean] des connassances extrdmement technigues, les candidats relenus
devraient avaoir non seulement les capacilés necessaires pour résoudre le
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probléme mais également connalire le domaine trés lechnigee en question. I
es! parfois possible d'éwiter cette silualion lorsgquee 'on fournitl aux candidats fa-
documentation pertinenle, ce gui permet d'dvaluer séparément ks
connaissances et de réduire au minimum linflugnce des connaissances
technigues.,

= |l faul neutraliser lavantage dont joult * Finitie ” en s'assurant que la simulation
r'est pas trop semblable au contexte de fravail. ce qui faveriserait les candidats
qui connaissent les taches ef les responsabiités du poste oU e que les
gestlionnaires pensent du probléme.

¢ Les différents points ef le contexte des simulations devratent avair le mme
degré de complexité ou de difficulté que la sifuation offerte par I'emploi lui-
méme.

»  Lessimulations peuvent prendre des formes trés diverses, notamment écrite,
crale, (exposés ou jeux de rdles) ou encore, ulilisafion de matarial et
d'équiperment,

s Mormaliser Fexercice, y compris les instructions, linformation de base, le temps
alioué, et les réactions typigues pour les j2uy de riles, afin d'élre cenain que la
rméme infarmation est fournie & tous les candidats.

i |nformer les candidats des compélencesiqualiés gui seront évalnées au cours
de la simulation.

=  Définiszez d'avance les indicaleurs des compétences/qualilés recherchées. Par
example, dansg le cas du consultant, {8) les queslians qui sont perdinentes,
exploratives el conformes aux préoccupations du chent, (B) ka mesure dans
laquelle les candidats ont (enu compte des besoins ef des préoccupations du
chent &l y onl répondu, {¢) Tassurance et la conflance ave: laguelle les
candidals onl prégsenté leurs idées,

. E_Fabm-u: des échelles de mesure des comportements aftendus. Les candidats
doivent &lre avaluds en fonclion de ces comporfements, el non pas kes ung par
fappodt auK aulres.

v  Hilisez des évaluataurs multiples afin que I'évaluation soit plus compléte.
Intégraz les notes accordéas par chague dvaluatew aprés avoir disculéd des
ecars entre eles afin de parvenir & un CoNsensus,

b} Elaboration de tests écrits

Q

Les tesis écrils aont des instruments d'évaluation. Dane ces tests les candwlals sont
invités & lire des guestions et 4 ¥ répondre par écrit. Ces lesis peuvent Sre ufilgds
pour évaluer les connaissances et les aplitudes.
Las tesis dcrits pauvent dtre uliliséds pour évaluer un large &ventall de gualités. On paut
s'an senvir pour évaluer, entre aulres, la connaissance ces méthades de bureau, la
connaissance des disposilions Egiskalives, la capacité de suivre des instructions et
celle de résoudre des problémes numérigues,
Pour chague compélenceiguaklé & évaluer, dlablissez |a liste des sujets qui seront
couverts. Par exemple, ke f8st de connaissance des méthodes de bureau pourrail
porter sur des sujels fels gue la connassance ce la correspondance, du classement,
des procédures d'organisalion des vovages, elc.
Avant de rédiger les questions pour 1@ tesd. choisissez sa forme de présenialion, (e
nombre de gquestions, la durde ¢l lg nveau de difficulid,
Les trais formes de réponses les plus courantes son! les sulvantes |

v guestions 3 ehoix multiplas - glies sont ulilisées powr frater un grand nombre

de suets pour iesquels if existe das réponses pradélerminées. Ces tests sont

laciles & coler mais I'tlaboration el 1a révision des questions exigent beaucoup
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de temps. (Les persannes autarisées doivent consulter 1a Division du soutien
du cheminement de la carriére et du rencuvellement du personnel).

»  questions a court développament - elles couvrent un grand nombre de sujets
pour lesquets les réponses dépendent de la connalssance ou de la perception
que le candidsl a de la question ou du sujel. [l faut plus de lemps pour cotar
ces questians que pour les précédentes, mais il en faut en général mains pour
les Mabarer,

«  guestiona & développemant - elles ne counwent que guelgues sujets pour
lesguels les réponses preanent en général la lorme d'une analyse approfondie
des problémes ou des questions. || faut peu de temps pour les élaborer mais
leur correction en demance beaucoup.

o Paour chague question, 1 comvient o élaborer |a (les] question(s) appropridels), el fixer
& mambre approprié de paints pour chaque réponse, Cela permet d'obtenir une
réponse précise a chague question. La cole accordée deviadl comespondre é
Iimportance de la question. Les réponges et les noles accardées consiituent le guide
de cotation.

» le guide de cotation des guestions & cheix multiples doit comprendre un
baréme qul indique la réponse comrecte. |l peul galement comprendrd ung
justificationtexplication de ceite réponse. Sides points sank refirés lorsque le
candidat 5'est contenté de deviner la réponse corecte, il faut le préciser et
Findiguer dans las instructions & linlention des candidats.

* e guide de cotation pour les réponses & court développement dait
comprendre des procédures de cotalion préélablies ef une réparition ces
points. A chague &lément requis de la réponse dod correspendre un nombre de
points caterminés

= e guide de cofation des rdponses i développement dolt comprendre des
procédures de cotation prédtablies et une répartition des points. Pour chacun
des principaux dlémenis de ka réponse on doit indiguer le nombre de ponls
correspondant, Si des points doivent &tre déduils powr les faules de grammaire,
de syntaxe et de ponciuation, il faul Nindiquer dans les ingtruclions & llintention
des candidals, '

= |as guides de cotation pour les queshions & court développement et a
développement doivent &lre suffisamment clairs pour que les ° correcteurs ”
puissen! décider 5'il convient d'accorder des points €n cas de variante 4 fa
réponse,

¢ Le nombra des questons doit dépendre de Fampieur et de la profondeur du traitemanl
requis pour chaque compéatencealqualitd. En général, plus le sujet est important, plus il
faul de guestions.

o A mans quil ne s'agisse d'évaluer la rapidité de travail, le lemps dont disposent les
candidats dait &tre fixé de maniére 4 ce que la majorité d'entre eyx pulissent finir le
tast En régle générale, dans les cas des questions a cholx multiphes, on prévoit une
minute par question. Le temps requis pour les questions a court développemant &t &
développement est fonclion de leur complexité, Vous étes encourage a faire un essai
préalable du tesi afin de détarminer si la imide de 1emps Tixea convient,

¢} Entravups structuréas

s Lne entrevue structurée es! une sére de questions iées & Fempkoi, paur lesquelles it
existe des réponses préélables, uniformément utiisées dans toutes les enltravues
concernant un posie particuber.

o Une entrevue structurée ne se réduil pas & poser les mémes questions & lous les
candidate. Pour que cefte entrevue soif struciurée, il faut qu'elle présents les

caraclérnstiques suvantes |



questions qui sont fondées sur les tAches el les responsabiliés du poste,
guestions qui sant élaborées systématiquament afia didentifer des

compétences/quailés déterminges;
réponses qui sont évaludes en fonction de oitéras &labis.

o Lorsguon élabone des questions pour une entrevue structurde, il faut tenir comple du
genre d'actions, de réponses et de compariements qui correspondent aux
compétences/qualibés dvaludes.

o Eviter les questions qui ne sont pas lides aux compétences/qualités, 1afles que *
Que! genre di personnes vous irmte le plus? ©, ou " Décrivez le (la) medleurie) patran
(patronne) que vaus ayez jamais eule) *.

o ily & trois types de questions d'entrevue |

guestion sur les connalssances professionnedies - ia plupan du temps, ces
questions portent sur les connaissances de nature technique ou général, mais
elles peuvent également avoir trail & des aspects plus complexes des
connaissances du candidat. Les questions portant sur les connaissances
prefessionnelles zont analogues auwx gueslions posées dans les axercicas
Ecrits, mais le cadre da 'enlrevue permet d'aller plus [in et d'ajouter des
guestions de suivi. Exemples - " Quelles sanl les dverses ctapes da Nengquite
sur ce genre de pleinte? " ou * Quella est la cause possible de oo genne de
défaut de fonctionnement de cetle machine? "

question en situation - ces questions portent sur des siuations
prafessionnelies hypothétiques qui obligen! la candidet & dire ce qu'il ferait
dans une sifuation donnde Lorsgu'on élabore ce genre de questions, & est boan
d'utiliser des incidents " critiques " dans lesgquels les bonnes el les mauvaises
régctions ont donné ou donneraient des résuitals netlement différents. Uitliser
ensuite ces incidenis * crtiques * dans ks questions en gécrivant des siluations
exigeant une réaction immédiate. Voici un exemple de question destinés &
Evaluer b jugemnent : © Un chent méconient vous a tééphoné, |1 a essayé de
prendre contact aves votre supdrieur immeédiat afin d'obtenir un rapgon prépang
par voire direction. Persanne ne I'a rapgelé. [E vous demande de ul faire
parvenir une copie du rapporl. Que fades-vous?

guestion destinés 4 détarminer le comportement - la guestion ™
comporiementale ® est fondae sur Nobservabion sedon lagualie @ mailaure
fagon de préwoir ke rendement fulur est d'examiner son rendement passé et
actuel dans des situalions similairas. Ce ganre de guestion porte sur las
aspects paiculiers de la situation, de la thche ou du probléme, sur les mesures
prises {ou non prises) par be candidat, el surles répercussions de ces actons,
Les guestions * compareémentales © vaus pefmeatient de poser d'aulres
guestions exploratives. Voici un exemple de queshion ™ comportemeniabe © e de
question explorative pour évaluer [ alérance au sliess | FOUmE? vous me
discrire une situstion récente dans [aquelle vous aver é& exposé 8 un niveay
de stress inhabiteel? Commenl avez-vous réagi & la shuation™ En quoi vatre
réaction a-telle eu wn effet sur les autres? ”

= Lors de 'éleboration das ouestions considérez |85 paints suivants !

considérer le niveau souhailé ce compélence/gualités lorsgue vous décidez de
la difficulté des questions;

BSSUrBZ-wOUs que les guestions soni claires et sans ambiguing;

ne posez pas de questions (en particulier dans le cas des questions
situatmnneles] rop évidentes cu transparentes,

dviter les questions * doubles " ou celles qui exigent gu'on fournisse plus d'un
seul genre dinformations & la Tods;

posez des questions de swvi

essayes les questions sur vos colléoues;
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» élaborez différents types de queshons a ulliser au cours dé Fentrevue.
Les réponses aux questions doivent &ire évaluges en fanchion de critéres dablis.
L'élaboration d'échelles de cotation el Félablissement préalable de * noles ™ pour
chaque réponse permetiront de simplifier considérablement Mévaiuation. En oulre, si
Fon prend b lamps nécessaire, apoés chaque enfravue, pour assigner des points en
fonclion des observalions consignées au cours de c2l enlrelien, les notes seront
gftribuées au moment od linformation est encore loute fraiche dans 'espril de
Fintarrogateur.

d) Examen des réalisationa anbérieures et de I'expérience

(=]

-}

a

L'examen des réalisations anlérieures et de Nexpésience consiste & examiner &l 3

évaluer l'information provenant d’'une ou plusisurs sources concernant le candidal.
Il existe un cartain nombra de méthodes acceptables pour évaluer les réalisations

antériewres sur bg plan des compétencesigualilés, nalamment :

= guesiions d'enirevue fandées sur le componement;

vérifications des rélérances,

entrefiens aver les supervisaurs du candidal;

examen des évaluations du rendement el du rendement antérieur du candidat,
information fournie par les candidats eux-mémes suf leurs demandes 81 leurs
CUFTIC U wilae,

L'examen des réalisabons antérieures el de l'expérience est ulile pour les dverses
évakuations. Parfois. comme lorsquiil s'agit du degré de scolaré ou du statut
professionnel, l'examen se résume § une vérificalion des donnaes de base. Dans
d'autres cas, nolamment larsgu'il 5'agil d'évaluer les compétences/qualités, Nexamen
requiar plus " atlention dans le tri des &léments, levaluation # lintégration de
données nombreuses.

Itesi possible d'obtenir trods types dinformation sur les réalisations antérieures dun
candidal ;

» descriptions du comportement - exempies ou incdents parlinents & ume
compétence/qualité donnée, Ces descriplions ani rail & des événements
chsarvables et sont habituellement vérifiables, Une descriplicn compléte
comprend non seulement ce que le candidal a fad ou n'a pas fait, mais )
agalement le contexte dans lequel le comparterment {ou 'absence de celui-ci)
s'est manifestd, ainsi que [a deszription du comporiemant. Il st important que
les descriptions du comportemeant représentant ce dost un candidal est capable
Bur uri ceraine pérdode de temps, plutdt gu'd wn mament dédarming,

« données biographiques - elles sont factuelles at comprennent les
antécédents et bes aclivites, Les antécédents englobent les diplémes, les prx
obtenus, |e statut prefessionned, les publications. Les aciivités ont trait a
I'apparienance (& un club, une organisation, ate.}, & la participation & divers
groupes, etc.

= opinions - elies ne se limitent pas aux fails et comperient des jugements de
valeur. Il faud les utiliser avec énormément de prudence car il peul arfiver que
celui qui exprime une opinkon a observé le candidat dans un contexte tres
différent de celui du poste & pourvoir. Catte personne peut également avair un
eritére diffiérent. Les opimons ne doivent dire ulilisées que pour confirmer
d'auires élémenis dinformation plus faciuels.

N y 8 deux fagons d'oblenir de l'informalion | activement ou passivement. Les
mithodes actives comprennent les entrevues et lec vérifications des rilérences
Lorsauan utilise des méthodes passives. information dail ére prise ™ telle quelle
eomme c'est be cas des curriculum vilae, des leftres de rétérence, dos évaluations du

- § ® @
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rendement et des formulaires de candidature normaisés (décrivant lexpénience, ¥
compris des exemples de comportemant}.

Considérez tout d'abord lNnformation abtenue griice & des mélhodes passives. Cela
permet ensuite, AU cours des entrevues ou des védficalions des références, d'eHectver
un examen approfondi de 'information pertinente ainsi révilée

I| e8! legitime qu'un membre du comilé de séleclion utiise ce guil sail du candidat.
Cetle information peut ei doit éire ulifisée lorsqu'elle n'exste pas pour tous les
candidats,

+ On ne doil tenir comple que de linformation refative aux compétences’qualites
& évaluer.

» Ce sont sur les comporternents, plutéd que sur les opinians, que l'on doit mettra
I'accent.

Linfarmation relative aux réalisations antérieures et & Fexpérience d'un candidat,
pravenan! de sources diverses, doit #fre intégrée. |l importe de tenir compte des
&l&mants suivants lorsquion intégie une telle informalion

v Colar les compétencesigualités, el non les sources dinfomation.

» Tenez comple de la perfinence de chaque &ément d'information el Tévaluer en
fonction da s&s propres mérles.

+ Tener comple de la maniére dont les éléments d'information sont prégentés
Des incidents isolés, ou des opinicns sans justification ne dofvent pas avelr
gutant de poids que des données élayées par des fails.

+  Considérez la possibilité de recueillr plus dinformations lorsque cela se justifie.

&) Varification des références

o

Lorsqu'on vénfie les références afin ' évalusr une compience/qualité aulre gue ta
fiabilité/sécurse, il n'es! pas nécassaire d'obtenir e consentement du candidat si
I'arbitre appadient 4 une institulion fédérale. Lorsque celui-ci n'appartient pas a la
fanction publigue, i faut obtenir l'sccard du candidal. Cependant, par courinisie, il est
toujours scuhaitable & obtenir son conseniemant.

H est de banne praligue de prendre condact aves auw mains deux ou Irols personnes
donl, nolamment, le supenviseur immédial le plus réceril, danciens employeurs ayant
travailld en &rzite collaboration aves le candidat, des coll2gues, des subordennés et
(o) des clients. ’

il faut vérifier les références, qu'eles alent 818 fournies ou non par le candidal, Cela
vous dvitera de parler uniguement sus personnes ayant fourni une référence * pesitve
= [emandez aux arbilres kes noms d'auires personres gui pourraient vous aider &
#valuer les compéiences/quaités dun candidat,

On utllise les warifications des références pour corraborer, clarifier au compléter

I Information qui a déja &1 obtenue au sujel d'un candidat, Celte information doit étre
constiluée par des faits, des descripfions, des incidents perinens 21 ges exemples de
campariement.

Elaborez des questions qui révelerant les incidents, les comportements et des
exemples pertinents aux compétencesiqualités désirges. Il esl préférable de poser
plusieurs questions précises que des queslions vagues & imprécises. L'utilisatan
d'une série de questions (une question de base avec des questions de suivi possibles)
est une lechnigue ulile. Par exemple, la guestion de base * Pouvez-vous me donner
des axemples de la fagon dont il'elle a fait prevve, ou non, d'infliative? © peut élre
sulvie des queslions suivanies Cu'a-t-il {ella) fait exacternent dans celle situation? ™, "
REagissait-| (ele) toujours de cefle fagon dans des squalons similaires® "

Verfier les rddérances par 1Ephona ou en personne. Les vérifications écriles ne
permattent pas d'eblenir des éclaircissements précis, de poser des questions de suivi,
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ou de détecter des hésHalions, des incohérences cu des remarques spontandes qui
peuvent étre o révélatrices.

= Elaborez une lisle écrite des informations essentielles Cete lisle doit comprendre au
Mging : :

«  une bréve définition de la (des) compéiencelsiiqualibéls) évaluds{s);
e guestions #aborées pour chague compilencelgualite,
s suffisamment de place pour prendre des notes.

o MNe pranez pas au pied de [a lettre toute Minfarmation fournie dans une vérification des
références, Sans accorder d'importance excessive 4 des incidends isclés, cherchez a
déceler des lendances dans le comporement d'un candidal, Tenez comple de 'effet
des stuations ou des conbextes sur le rendemeant d'un candidal. N'oubliez pas que les
conflits d'ondre personnel peuvent influencer les commentaires af les obsarvalions d'un
arbiire.

s Validez les commentaires d'un arbiire auprés d'un autre arbitre afin de neutraliser las
risques de commentares &f d'observations fondés sur des conflits parsonnels.

o Tenez comple de l'information oblenue grice & la vérification des références amsi gue
des renseignements recueilis grace & d'aulres sources/metnodes, Essayez de lier
I'mfarmation provenant d évaluations quaftatives (vérificalion des rélférences, par
exemple} & d'avires méthodes dévalualian gualitalive ou quaniilalive (simulaticns,
tests, atc, par exempla).
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Les candidats handicapés sont des personaes gui 5'estiment désavantagées ou qui pensent
qu'un emplgyeur les considérera comme telles, & cause d'un handcap persisient physsque,
mental,d'ordre psychialrigue ou sensoniel ou & cause de difficuliés dapprentissage.

Une persprne handicapée doilt svoir les mémes possibilités d'&tre dvalude en vue d'ablenir un
ernplod que A'impore guel avire candidat, Les méthodes dévaluation devrant peul-&ire atre
modifides de manigre 8 ce gua |les candidals mnditﬂﬂﬁ soient capables de manifesier leurs
compétencesqualias.

Lorsque Fon modifie les conddions d'évaluation d'un candidat. la nature des
compitencesiquaités qua Mon mesure e e nlveaw auguel on les masure dohvent demeurer
les mémas. Les modifications daivent tenir compte du fasd gu'un kandicap peut empécher (e
candidal de manifester une compétencaiqualité, sans pour cela lui accorder un iraltlement
prifiraniiel.

Si un handicap empéche d'dvaluer correctement une compétencelgualitd, il faut weillar & ce
giu'en reodiflant la méthode d'évalusalion, on ne change pas la nature de la compéiencelqualite
A dévaluer, Par exemple, un test de mesure de |'acuité visuele ne doit pas étre modifié pour
aider un candidat nayant gu'vne vision parielle lorsque |'zcuité visuelle ezl une exigance
fondée de I'emphoi.

La ricddficalion doutils &t ge méthodologies d'évaluation standardisés e des culils &laboréds
lecalament pour aider les candidals handicapes dodl Atre ratée au cas par cas, en
consuliation avec la Division du soutien du cheminamant g la carrigre et du renouvellement
du personnel,

Ces modifications peuvent prendre les formes suivantes  présentation difiéreme des tesls,
gros caractéres, brallle, bandes audio, prolongation des délais, imerruptions et utilisation
d"aides fechniques, ’

Lorsgu'il 8" agit d'un test slandardisé, seules les peraonnas aulorsées peuvent dvuiguer los
résultats oblenus par un candidat.
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s Lorsqul 8'agit d'un tast Maboré localerment, les personnes aulonsées ne peuvant divulguer
gue Vinformation relative & Févaluation du candidat, et |a neture du test La divuigation de
renseignements personnels concernant d'autres candidats contrevient & la Laoi sur la
pratecton des renseignements personnels.
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Staffing Program
Annex F
Directive on Assessment Methods

Program Stalements;

-

Only candidates meeting the pre-requisites will be considered for
assessmant.

Assessment is @ comparison of a candidate’s compelencies/qualifications
agains! established assessment criteria, not @ comparisan amaengst
candidates (nol ranking).

Assessmant mathads will be used to determine to what extent the candidate
possesses the competencies/gualifications prescribed for the position (s).

Authorized Parsons will be required fo use corporate standardized
assessment methods in certain circumstances, as per the Directive on

Aszessment Methads,

Candidates will be informed of their assessment results, in writing. This may
be in the farm of a letter or an e-mail,

CQuakfied candidates will be informed of the period far which they can be
considered far placement.

Recourse will ba available upon request in the form of Individual Feegback to
candidates upon request who are assessed. Where appropriate, corrective
measures will be taken. Candidales who have concerns following Individual
Feedback can request Decision Review, as par the Staffing Program and the
Directive on Recourse. Where appropriate, cormeclive measures will be
takan.

Access o information will be in accordance with the Access lo Information Act
and the Privacy Act. Candidates will only have access o their own personal
assessment infarrmatan.

PROTECTED Directive on Assessman] Methods - Page 1
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Directve Statements;

« Candidates wik be assessed agains! eslablished staffing reguirements

s Pags marks should be set separately for each qualiScation or groups of
gualificafions where it makes logical sense lo do so (2.g. knowledge of he
Income Tax Act and abality to interpret and apply legislatan).

« Assessment methods used to determine to what exient the candidate
possesses the competencies/qualifications prescribed for the pesition (s).

» Assessment methods will be used to determine if the candidate is qualified
may include corparate standardized assessment methads, past performance,
interviews, reference checks, and various other selection toals described in
this directive.

+« As par the Direclive on Employmeant Equity, Authorized Persans must ensune
that assessment methods do not constitute a barrier 1o Emplayment Equity
designated group members unless there is & bona fide occupational
requirement.

Sources of Information:

« Access bo Imformation and Privacy Acls
= StaMfing Program
« Sarvice Provisions to Persons with Dizabilities

FROTECTED [Directne an Agsessmerd Melhods - Page 2
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Staffing Program
Annex F
Guidelines on Assessment Methods

Corporate Assessment Tools

« Standardized assessment tools developed al the corporate level, by the
Resourcng and Career Management Division, will generally b2 used to
determine if candidates are qualified in order to aveid the nead lo develop
ndividual assessment {ools for each stathng process.

« The choice of standardized assessment tools and methodalogies autherized
for use in the Agency is the responsibility of the Rescurcing and Career
Managemeni Division. This includes the use of the Parsonnel Psychology
Center (PSC) standardized assessment foals

+ Where a standardized azsessmant tool has been adopted by the Agency for ]. =
the assessment of a competency, it must be used. Any exceplions to thes
usage must be approved by the Resourcing and Career Mamagement
Divigion. A list of the standardized assessment fools that have been
appraved can be obtained from the Resourcing and Career Management
Divisian (a list will be made available once the standardized assessment tools
have been finalized and approved)

« Passmarks are establisked for the standardized assessment fools 1o
correspond to the levels of competencies in the Competency Catalogue.

Locally Developed Assessment Tools

s Where no standardized assessment iools exists 10 assess a
campetencylquatification, Authorized Persons have latitude to develop local
assessment iools.  For simulation exercises, in-baske! exercises and

assessment cantres, advice must be socught from Resourcing and Career
Manage ment Division

« Locally developed assessment methods may inchude:

PROTECTED Derective on Assessment Mefhods - Page 3
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=
=
=
=
—

— ]
=]

simulationsirole plays;

paper and pencil instruments (8.9. knowledge besls),

structured interviews {situational and behaviour based).

assessment of past performance and experience through track record
infErdews;

reference checking;

in-basket exercises; and

assassment canlers.

» Passmarks should be set separately for each gualifications where it makes
logical sense to do so (e.g. Knowledge of ihe [ncome Tax Act and Ability to
interpret and apply Legistation), However, it is possible to combine two of
mare gualifications if there is a loglcal reasen,

aj

Developing Simulations

Simulation exercises or simulations place candidates in realistic situations
which require them to demonstrate job-relevant
competenciesiqualifications. The content of the sim ulation may be
derived directly from actual work or may be designed in a mare genera
ranner by presenting situations and prabiems which are nol specific o a
particular work situation.

In simulation exercisas, candidates must demonsirate, at the time of
assessment, actual performance of the job and job tasks

Simulation exercises may be used 1o assess simple (i.e., operating a
given piece of machinery) as well as complex (L8, sciving adminisirative
problems) competenciesiqualifications,

Simulation exercises may also be used (o asse5s more than one
competency/quakfication at the same time. Far exarmple, an exercise
designed to assess a candidate’s ability to sohve administrative probkems
may require the candidate to make a presentation of his/her proposed
solution, thus assessing his/her prablem salving and praseniationtoral
communication skifs.

As a first step in developing simulation exercises, starl by identifying the
job situations tha! are relevant 1o the competencesiqualifications beng
sesessed, Inorder to develop relevant job situations, itis impertant to
define what are the elemenits that make incumbents successiul. This
informaten wil be important for developing simulation exergines that place

PROTECTED Directive on Assessment Methods - Page 4
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candidates in situations where they should demanstrate the desired
behaviours. Asking the following guestions may be helpiul:

— How do incumbents demenstrate that they possess some degree of
this competency/qualification?

= How do successful incumbents demonstrate this
competency/qualification? .

= What kind of problems elicit the required competencylgualification?

= Inwhat job situations is the competency/gualification demonsirated?

— What aspects of the situation are essential, crucial or important?

= What is the diference between sazy and difficult situations?

= What is the irmpact of the different actions that could be taken in the
various situations?

= What is the difference between effective and neffective action?

» Anexample; Consider the job of a consuitant and the
competency/qualification of providing professional advice o clients. In
asking the above queslions, the following information could be eficited:

= consuftants who are good in providing professional advice (a) ask
ralavant questions, (b) listen well to their client concerns, and (c) are
persuasive in presenting their ideas.

= an imporiant situation is the face-to-face meeting with cbents. These
meaetngs are nat usually one-on-one but with growps.

= client satisfaction is the most important result of effective consuitation
and professional advice. Clients need to feel that their concerns ara
understood and taken into account in the proposed solution.

« Liging this information the simulation exercises can be developed. The
essential requirament with respect to the simulation is that i§ provides an
opportunity o ohserve the compatenciesfgualifications. This is maore
impariant than the similarity of the assessment with the actual job content.
A few rules of thumb for developing and conducting simulations are.

= The mare generic the compatencies/qualifications, the less similar
the scanario and contents needs to be with that found on the job. Ifin
asgessing problem saolving abilibes, the problems presented are too
similar to those found an the actual job, successful candidates may nat
have basn successful because they are better problem sclvers, but
ralher because they have greater familiarity with the subject matier,

= Avoid "Double Jeopardy”. Double jeopardy refers to the situatian in
which the demonstration of one competency/qualification depends on
anather competency/gualification. For instance, if in assessing
problem solving abilties candidates are asked to solve problems that
require highly technical knowledge, successful candidates would have

PROTECTED Diractive on &ssessment Melhods - Page $
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1o peasess not only problem solving abilities but alse knowiedge of the
highly technical area. Assessing knowiledge separately and minimizing
the influence of technical knowledge by providing candidates with

relevant background materials helps to alleviate the problem of double

seopardy

" = Avoid the unfair advantage of “insider information” by ensuring that the

simulation s not too similar to that found on the job, thus giving
candidates, whe are familiar with the duties and responsibilities of the
pasition or with current management thinking on a problem. an
advantage.

= The items anrd context of simulations should be of the same degree of
complexity or difficulty as those found on 1he job.

= ‘Simulations can take many forms, including written, use of equipment,
and oral [such as preseniabions or role-plays).

= Slandardize the exercise, including instruclions. background
information, imeframes, and typical responses for role-plays, to
ensure thal all candidates recaive the same nformation,

= |nform candidates aboutl which competencies/qualificatisns will be
assessed through tha samulation.

- = Define, ahead of time, the indicators of the competenciesiqualifications

being sought. For instance, in the example ¢f the consuftant, {a)
questions that are relevant, probing and approprate 1o the client’s
cancarns, (b) the extent to which the candidates listened and
responded to the client's needs and concerns, (o) the cerlainty and
confidence with which candidates presented their ideas.

" =» Develop rating scales that identify tha list of expected behaviours that

would earn a specific rating. Candidates should be assessed against
hese expecied behavisurs, not against each olher.

"= Use mulliple assessors to ansure a maore complete assessmant.

Integrate the ratings of each assesscr by discussing discrepancies in
order to come o consensus

Developing Paper-and-Pencil Instruments

Paper-and-pencil instruments refer to assessmaent lools in which
candidates read questions and respond in wrifing. Faper-and-panci tests
can be usad lo assegs knowledge and skills/abiities.

The applicabion of paper-and-pencil lests is quite broad. They can be
used to assass, among other things, knowledge of otfice procedures.
inowledge of legisiation, the ability to follow directions and the aility 1o

. galye numerical problams

Eor each competency/qualification that will be assessed, lisl the topic
areas thal would be covered for the competency/qualification. For
instance, the topc areas covered by knowledge of office procedures might

PROTECTED Directive o Ansesarent Melhods - Page B
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be knowledge of cormespandence, knowledge of filing, knowledge of ravel
procedures, eic..

» Priar to writing the questions for the test, decide on the format of the test,
the number of questions, the time limit and the ievel of difficulty.

+ The three most common response formats are:

= multiple-choice questions - used to cover & large number of fopics in
which there are known predefined answers, Multiple-choice lests are
easily marked but reguire a lot of ime for developing, edibing and

revising gquestions. (The Resourcing and Carser Management Division

should be consulted)

= short answer questions - used to cover a large numbar nl’luplci in
which the answers depend on a cardidale's knowledge/percaption of
an issue or fopic. Short answer questions require more fime far
marking than muliple-chaice guestions, butara generally less tma
consuming fo develop than multiple-choice quastions.

= essay guestions - used o cover anly a few topics in which answers
are generally in-depth analysis of problems or issues, Essay queshons
requere liftle tme to develop but are very ima-cansuming o mark,

» For each question, the appropriate answer (s), and the appropriale
number of marks for each answer should be developed. This ensures that
there is a clear-cut answer for each question. The marks assigned should
reflect the importance of the question. The answers and allﬂcated marks
make up the scoring guide.

= the scoring guide for multiple-choice questons must include a scaring
key indicaling the correct answer, Il may alse nclude a
rationalefexplanation for the correct answer. Il marks are to be
deducted for incorect answers this must be determined and stated in
tha instructions for candidates, however this approach is not
recormmanded

= the scoring guide for short-answer questions should include
predetermined scoring procedures and scoring alocations. Each o7
required peint in Ihe answer s B lisied with ils relative mark
allocation

= the scoring guida for egsay guestions should include predetermined
scoving proceduras and mark allocations. The majer points of the
answer should be Fslad with their ralative mark allocaticn. If marks are
to be deducted for incorrect grammar, spelling, and punctuation, this
rmust be stated in the instrections to the candidatas,

= the scaning guides for shorl-answer and essay questions should be
clear enough that ‘scorers can judge whather or pol marks should be
giver 1o a3 vanation of the answer,

PROTECTED Dirgslive on Aszassment Meibods - Page T
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v The rumber of guestions required will depend on the breadth and depth of
coverage required for each competency/gualification. Generally, the more
impostant the topic, the more questions that are required

= Unless speed of work (s being assessed, the time mil should be set to
allow the majority of candidates to finish the lest A general guide for
multiple cholce questions is to alliow about a minute per question. The
time needed for shori-answer and essay questions capends on the
compleity of the questian. Try the test in advance o 1est the time limit.

a) Structured Interviews

» A structured interview is a series of job related guestions with
predetermined answers that are consistently applied across all intennews

for & particular job.

¢ A structured intenview involves more than just asking the same questions
to all candidates. In order for the infterview to be structured, it must have
the following characteristes:

= guestians that are rooted in the duties and responsibifties of the
positicn

= guesfions that are developed systematically o identify specific
compelenciesiqualifications

— answers that are evaluated against established criteria

+ In developing questions for a structured inferview, consider the kinds of
actions, responses, and behaviours that are relevant to the
compelencies/qualifications being assessed.

+ Avoid questions thal are not linked to competenclesiqualifications,
such as 'Whal kind of people annoy you mosf?, ar Describe fhe beal

person you ever worked far or with |
« There are three types of intendew guestions:

= job knowledge question - these guestions maost cfien deal wilh
knowledge of a technical of general nature, but can also probe on
more complex aspects of a candidate's knowledge. Job knowledge
questians are similar to questions asked in paper and pencil tests, but
the interview selting allows for further probing with additonal fellow-up
guestions. Examples of job knowledge queslions: “Whal ae the sieps
invalved in the mvestigation of this kind of complainl?' or "What can
cause this kind of malfungtion in [his machine?’

PRAGTECTED Direciive an Assessment Meihads - PFaga 8
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= situational question - these questions describe hypothetical job-
related sifuations that require the candidate to reply with what they
would do in a given situation. |n developing simulation questicns,
consider "crtical” incidents in which there have been. or would be,
clear differences between the actions of goed and bad parformers.
Then, turn these “critical” incidents into guestions by creating
descrptions of situations that require some immediate action. An
example of a simulation question asseseing judgment is. "You have
received an angry call from a cfienl. He has been trying o resch your
supervisor to ablain a report produced by your division, However, his
calls have nof been refumed. He asks you lo send him a copy of the
report, Whal do you do?'

- behavioural question - the behavioural questicn is based on the
observation that the best predictor of future performance is past and
current performance in similar situations. Bahavioural guestions get at
the particulars of the situation, task or problem; the actions taken (of
not taken) by the candidate; and the impact of this actions
Benavioural questions allow you tc ask probing follow up questions An
exampla of 2 behavioural question and a follow up guesticn assessing
talerance for stress is; 'Can you lell me abou! a recent sifuation whare
you have had to des! with more than the uswal ameunt of stress? How
dd you cope with Itis stuation? How did your reaction sifect otfers?'

» In developing questions consider the following:

— consider the desired tevel of compatency/qualification in deciding how
difficult the questions should be

= make sure thal the questions are clear and unambiguous

= do not make your guestions (particularly for simulation guestions) too
ohviows orf transparent

— avoid ‘double-barreled’ guestions or those that ask for more than one
kind of information at a ime

= ask follow up questions

= ry out questions on coleaguas

— davelop a variety of different types of questions for use during the
irtervies

«  Angwers o the questions must be evaluated against established criferia.
Developing rating scales and predetermining the 'marks’ for each angwer =
will greatly simpiify the evaluaton. In adcition, taking lime following each
interview to assign points based on notes taken in the interview will also
ensure that ratings are assigned when the information is the Ireshest in
the interdewer's mind.

PROTECTED Direciien on Assesement Mathods « Page 8
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d) Assessment of Past Job Performance and Experience

« The review of past accomplishments and expenence consisls of the
cansideration and evaluation of infermation about a candidate s past from
Qne of MOre Sourcas.

» - Acceptable methods to assess past job performance linked to
competenciesiqualifications include the following

behaviour-based interview guesliong,

reference checks,

sLupervisory interviews,

review of perfarmance appraisals and employee track record; and
self-reported information fram candidates on applications and
MESUMEs,

%
vuuul

« A review of past accomplishments and experience is wseful to different
assessment situations. Somefimes, as in the case of education or
occupational certfication, the review will consist of na more than a
verification of basic facts. At other times, such as the assessment of
competenciesiqualifications, the review will requre more carehul sifting,
evaiiating and integrating numercus pleces of infarmation.

+ Three types of information can be obtained about a candidate’s past:

=» descriptions of behaviour - consisis of examgles or incidents that
are relevant to a given competency/quakification. Such descriptions
relaie o observable events and are usually verifiable by others. A
thorough description includes not only what the candidate did or failed
fo do, but alss the simutation context in which the behavicur (or lack
there of) sccurred and the description of the behaviour. It is important
that the descriptions of behaviour rapresent what a candidale is
capatle of gver a period of time, rather than at enly one point in time,

= blographical data - is factual and includes achisvements and
activities. Achievements refers o degrees, awards, professional
accreditation, publications. Activities refer to miemberships,
participation in various groups, elc.,

= opinions - go beyond facts and involve value judgments. Extra care is
raquired in using opinions since the opinlon giver may have obsenved
the candidate in a context that is very different from that of the pesition
being staffed, The opinion-giver may also Rave a different starndard.
Opinions must only be used to support other more factual information

FROTECTED Directive an Assessment Kathods - Page 10
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« These are two ways of obtaining information. actively or passvely. Active
methods inclede interviews and reference checks. With pasaive
metheds, information is taken ‘as is', as in the case of resumes, letters af
referance, performance appraigats, and standard apglication forms
(eutining experence, including behavioural examples).

» Consider information from passive methods first. This will allow for (in-
depth) probing in interviews or reference checks of significant information
that has been uncovarad.

» |tis legiimate fo use personal knowledge of a candidate on the pariof a
member of tha selection board, This infarmation can and showkd be used
even when such infarmation is nol avallable for all candidates.

=s only information that is relevant to the competenciesiguatifications
being assessed should be considered.
= behaviours rather than apirions must be the focus.

s |nformation on a candidate's past accemplishmenis and experience thatis
collected from a range of scurces must be integraled, The lfollowing
considerations are important to keep in mind when integrating information:

= Assign ratings to competencies/qualifications, not sources of
infarmation.

= Consider the relevance of each piece of information and evaluate each
piece of infermalicn an its cwn merits.

= Consider Ihe pattern of evidence, Single isclated incidents, or
unsupporied opinions, should not be given as much weight as
supported patlerns of evidence,

= Consider collecting more information, f warranted

g} Checking References

» When a reference check |s used to assess a qualificationfecmpetancy
other than relability/security, consent is not required from the candidate
when the referee is from within a federal insttulicon. Corsent fram the
candidate is required to contact a releree from outside the Public
Sanvice, Howaver, cansent should be obtaimed from the candidate, in all
cases, as a matter of courtesy.

s+ Itis good practice 1o contact at least two or three people which could
include the maost recent immediate supenasar, farmer ermployers who
worked closely with the candidate, co-workers, subordinates andior
chants.

PROTECTED Directive en Assessment Metheds - Page 1
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« Check references that are both provided and not provided by the
candidate. This will help aveid talking to only "pasilive” referendes. Askh
referees for additional names of individuals whe might be helpful in
assessing 8 candidate’'s competencies/qualifications.

« Reference checks are used 1o comoborate, clarify of add to information
that has already been gathersd about a candidate, Ag such, the
infarmation scught should be facts, descriptions, refeyvant incidents and

. behavioural examples.

» Develop questions that will elicit incsdents, behaviours and examples that
are relevant to the desired competencies/quakfications. A variely of
speciic questions are more effective than vague un focused questicns
Using a question-pattern (a basic question with some possinle follow up
questons) is a usehsl lechnigue. For example, 3 basic guestion would be
*Can you give me examples of how he/she demansirated, o failed to
demaonstrate, mitiative? Follow up questions could be “what exactly did
helshe do in this situation?”, *Did he/she always respend | the fashion in
similar situaions?”

s Check references either by phone or in person. Written reference checks
da net allow for effective clarification, asking fallow up questions. or
detecting hesitafions, inconsistencies or off-the-cuff remarks that can
provide additional information.

« Develop a written checlist of essential information. The checklist should
include at leasl.

— a brief definition of the competency(ies)iqualiication(s) being
assessed:

= questions developed for each campatancy/qualification; and

= rgom for notas.

« Do not take all informabaon gathered in a reference check at face value,
While not giving undue weight to isolated incidents, look for patterns in.a
candidale's behaviour. Consider the impacl of situations of contexis on a
candidate's periprmance. Be aware that parsonal conflicts may affect a
referse’s comments and observations.

« Validaie the comments of one referee with ancther referee to counteract
the potential of comments and observations based on persanal conflicts.

o Consider the information gathered from reference checks along with

information gathered from olher gources/methods. Strive (o link
informatian fom qualitative assessments (such &s re ference checks) to

PROTECTED Directive an Assassmaent Methods - Fage 12
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other qualitative or quantitative assessment methods (such as simulations,
tesls, elc).

Assessment of Candidates with Disabilities

Those candidates with disabilities are individuals who could conrsdar
themseives, or could believe that an employer would consider them,
disadvaniaged because of any physical, mental, psychiatnc, learning or
sensory impairmeant.

A person with a digability must have the same opporiunities to be evaleatad
far employment eppariunities as olher candidates. Assessment procedures
may have o be mocified so that candidates with dsabiliies ane able 1o
demanstraie thair competancies/qualifications

When the conditions for assessing a candidate are madified, the nature of the
compelenciesfiqualifications being measured and the level at which they are
being measdred must remain the same, Modifications shouid allow for a
disability that interferas with the demonstrabon of a compelencyiqualficalion,
without giving any preferential treatment,

If a disability prevents the proper assessment of a competency/qualification,
be careful to ensure that modifying the assessment method, does not alter
the nature of the compelencyiqualification being assessed, Forexemple, a
test to measure visuel precision shouwld not be modified to accommodate a
candidale with partial vis.an where visual precizion is a bona fde requiremant
for the job,

Madification to standardized assessment lools and methodologies and locally
developed tools io accommodate candidates with disabilibes must be handled
on a case-by-case basis in congulfation with the Resourcing and Career
Management Division,

Modifications may include different testing formats, large prin, braille, audio
tapes, extensions of time limils, breaks and use of technical aids.

Dizelogure of Test Information

On a standardized test, Authonzed Porsons can onfy discloss fo @ candidale’
hig/her cwn test resulls.

On a locally developed fes!, Authorized Parsans can only disclose information
abaut a candidate's own assessment, and the lestinstrument, Cusciosure of
ather candidate's personal information is conirary to Privacy legislation.
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Annax F

FIHAL VERSION

This table Is obsolete. Please refer to Staffing Bulletin 2008-04 - Mandatory
Assessment Tools for External Recruitment

hEE:r.l'lnhrﬂngiggglgwrl?nﬂll hrb-dgrh/aubSites/links/2008-04-2 asp

Staffing Program

Assessment Tools for External Recruitment

Occupational Groups & Today Novemnber 1, 1993
Levels Agency -
Mancd
t Secondary Recruitment | Graduale Recruitment Test Graduate Recruitmant Test

32 Cusloms Inspeciors

| Customs Inspector Test

Customs Iniﬁr?éi‘l'

=T r—

Fl-01

Financial Adminiztration Knowledge
Tesl

Financial Administration
Hnowledge Test

Mandatery

All entry-level officers excepl

Optional
Genersdl Competency Tast Level 2

Giengrad Competency Test Level 2

currend peachice 5 10 use a "keying”
fest

for puditars (AL and PM or General Apfitude Test the or General Aptiude

groups), CS group & AS-01 current prachice is 1o use one of the | Test

and AS-03 [pay specialsts ) abowve logls
| and the PE Group

Adninis:mﬁﬁumﬂ Taxation Centra Clencal Test or Texation Cenire Clericed Test ar
Category (excep if hired for General Competency Tesl Leve! 1 General Competency Tesi Level 1
emarngency shorl-term or Office Skills Tes!; the cumant or Office Skills Test

situation) practics is 1o use one of the above

fools
DA-CON Dala Corsersion Aplitude '-I'ust; the | The use of ;'.hwlng' st

(&g, one geveloped by Sudbury
TS ar "SUIE" purchased by Otawa
TE)

Any positions in the
administrativé Suppan
catagory thal negquine the
correcison of errors in
grammar, spelling and

Grammar, Spelling, Punciuation
Test (If a 151 is used which is he
cument prachce)

Grammar, Spelling, Punctuation
Tes! (il a test is used),

pun ety ation

PROTECTED
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FEDERAL COURT

SOLICITORSOF RECORD

DOCKET:

STYLE OF CAUSE:

PLACE OF HEARING:

DATE OF HEARING:

REASONSFOR JUDGMENT
BY:

DATED:

APPEARANCES:

Yves Mayrand

Claudine Patry
Agnieszka Zagorska

SOLICITORS OF RECORD:

Yves Mayrand
Inverary, Ontario

Myles J. Kirvan

T-894-10
YVES MAYRAND

V.
CANADA REVENUE AGENCY

Ottawa, Ontario
January 19, 2011

SCOTT J.

February 10, 2011

FOR THE APPLICANT
(ON HIS OWN BEHALF)

FOR THE RESPONDENT

FOR THE APPLICANT
(ON HIS OWN BEHALF)

FOR THE RESPONDENT

Deputy Attorney General of Canada

Ottawa, Ontario



