




[image: image1]


[image: image2]

Letter invites candidate to contact HR if they have questions concerning the condition of employment clause.





Condition of Employment Process





Chosen candidate receives contract with condition of employment clause.





Candidate is hired on condition of employment for one or more proficiencies.





If registration isn’t received by session closing date, FLS Coordinator follows up with employee and manager.





Candidate is provided with a summary of the proficiency levels for each language criteria that hasn’t been met. FLS provides review of learning resources at their disposition and discusses as necessary the process for language acquisition.





The employee is tested every six months from the date of hire until the required proficiency levels are attained or the two year window has elapsed.





Employee registers for first available French language training and continues training until all proficiencies are met.





Practical suggestions document and FLS resource summary are provided to employee.





Employee receives  orientation letter.





Any concerns or suggestions for improvement are shared with the manager. Updated condition of employment tracking sheet is sent to the Hiring Manager, HR Consultant and HR Assistant at the end of each testing cycle.





Hiring Manager is informed when the employee meets one year mark and employee has not advanced or is still within two levels from the required level. FLS and Hiring Manager will consider next steps.





If employee fails to satisfy one or more of the required levels, employment may cease. To be discussed between HR Consultant, Hiring Manager and FLS Regional Manager.





If employee meets all the required levels, the condition of employment is satisfied and employment continues.





The final test for the proficiencies that haven’t been met are given no later than three weeks prior to the two year anniversary of the hiring date.





HR to send letter to employee removing the condition of employment.





Legend:


FLS responsibility = GREEN


HR responsibility = BLUE


Manager responsibility = YELLOW








