
A Guide to Screening and Selection in Employment

This guide is intended primarily to help
employers  when they interview and hire staff
— whether they are choosing a new employee

or promoting one from within the organization.

Even before the interview, employers can take steps
to ensure that they have reached the widest pool of
qualified applicants.

❍ Remember that the application form is the
employer’s calling card. Any question on the
application form that is unrelated to the job may
appear discriminatory and dissuade a good
prospective employee from applying.

❍ Advertising in newspapers or magazines whose
primary readers are women, Aboriginal people,
members of visible minority groups, people
with disabilities, or gay men and lesbians, for
example, also communicates a clear message
that qualified individuals from traditionally
disadvantaged groups are welcome in your
organization and will be treated with respect.

The interview

An employment interview is conducted to learn more
about the suitability of people under consideration for
a particular job. However, sometimes the information
sought during interviews is not relevant to the job
being filled and may let discriminatory elements
creep into the selection process.

For example:

❍ an applicant’s place of birth seldom has
anything to do with ability

❍ height and weight requirements are not always
accurate measures of physical strength and may
act to screen out women or some racial or
ethnic groups that tend to be smaller in stature.

A skilled interviewer can properly assess a candidate
without drawing out a lot of unnecessary
information. This guide identifies some of the
common pitfalls in interviewing and suggests useful
alternatives. Although no employer can anticipate
every possible interview situation, he or she should
be sensitive to the kinds of situations that can lead to
a human rights complaint.

Making interview notes

Usually, interviewers will have copies of résumés or
applications available at the interview for easy
reference or to use as the basis of interview
questions. When many applicants are being
interviewed, interviewers often make notes on the
résumés to help differentiate candidates.

Even though these notes may be solely for the use of
the interviewer, they must not identify or differentiate
candidates according to the prohibited grounds (for
example, “black woman, 45-ish” or “South Asian
man”).

The Canadian Human Rights Act

The Canadian Human Rights Act entitles all
individuals to equal employment opportunities
without regard to race or colour, national or ethnic
origin, religion, age, family or marital status, sex
(including pregnancy or childbirth), pardoned
conviction, disability (either physical or mental or as
the result of dependence on alcohol or drugs), or
sexual orientation.
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rights law, are eliminated from selection, training and
promotion standards and practices.  Employers must
make sure that they build accommodation into their
policies and practices as far as possible, and up to the
point of undue hardship. This will include
consideration of alternative approaches to do a job so
that restrictive requirements can be eliminated.

The Canadian Human Rights Commission has
detailed materials available to explain the application
of bona fide occupational requirements if you think
that jobs in your organization are affected.

Special programs and employment equity

The Canadian Human Rights Act allows for special
programs designed to improve opportunities for
groups that have been traditionally disadvantaged
because of race, ethnic origin, religion, age, sex,
marital and family status, disability or other
prohibited ground of discrimination. As well, the
Canadian Human Rights Commission audits
employers and takes necessary action to ensure they
comply with the Employment Equity Act, which is
designed to improve job opportunities for four
specific groups — women, Aboriginal people,
members of visible minorities, and people with
disabilities. Many employers have found special
programs helpful in achieving equality in the
workplace.

Commission policy permits employers to collect the
data they require to plan and support special
programs, even though the information collected may
touch upon one of the prohibited grounds. However,
in the event of a complaint, the employer must be
able to show that the data collected have not been
used to discriminate, either in the hiring process or
later when deciding promotion opportunities.

The following table offers some helpful interview
guidelines in the selection of job candidates.

Section 8 of the Act states that:

It is a discriminatory practice

(a) to use or circulate any form of application for
employment, or

(b) in connection with employment or prospective
employment, to publish any advertisement, or
make any written or oral inquiry

that expresses or implies any limitation, specification
or preference based on a prohibited ground of
discrimination.

The Act covers employment under federal
jurisdiction. Included are federal government
departments and agencies, Crown corporations,
airlines, banks, railways, interprovincial pipelines,
radio, television and telephone companies, and
transport companies that do business in more than
one province.

Bona fide occupational requirements

When a person’s disability, gender or other protected
attribute prevents him or her from performing a job’s
essential duties, then it is not discriminatory to refuse
to employ that person.

For example, a job may require a certain level of
colour vision in order to be performed safely and
efficiently, thereby precluding from consideration a
person who does not meet this standard. A particular
skill or qualification can be specified if the preference
is based on a bona fide occupational requirement.

However, before judging whether a person can
perform the essential requirements of a position, steps
must be taken to ensure that all barriers to
participation, for people protected under human
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For more information, contact the regional office
of the Canadian Human Rights Commission
nearest you:

National Capital
344 Slater Street, 8th Floor
Ottawa, Ontario  K1A 1E1
Phone: (613) 995-1151
Toll Free: 1-888-214-1090
TTY: 1-888-643-3304
Fax: (613) 996-9661

Internet: www.chrc-ccdp.ca
E-mail: info.com@chrc-ccdp.ca

This publication is available as a sound recording, in
large print, in braille and on computer diskette to
ensure it is accessible to people who are blind or
visually impaired.

February 2001

Atlantic
Halifax: (902) 426-8380
Toll Free: 1-800-999-6899
TTY: 1-888-643-3304
Fax: (902) 426-2685

Quebec
Montreal: (514) 283-5218
Toll Free: 1-800-999-6899
TTY: 1-888-643-3304
Fax: (514) 283-5084

Ontario
Toronto: (416) 973-5527
Toll Free: 1-800-999-6899
TTY: 1-888-643-3304
Fax: (416) 973-6184

Prairies
Winnipeg: (204) 983-2189
Toll Free: 1-800-999-6899
TTY: 1-888-643-3304
Fax: (204) 983-6132

Alberta and Northwest Territories
Edmonton: (780) 495-4040
Toll Free: 1-800-999-6899
TTY: 1-888-643-3304
Fax: (780) 495-4044

British Columbia and Yukon
Vancouver: (604) 666-2251
Toll Free: 1-800-999-6899
TTY: 1-888-643-3304
Fax: (604) 666-2386


