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Definitions
Advertised Deadline - Refers to the deadline that is publicly listed on the application form.

Applicant - An individual who has submitted a completed application to OMSA for a Chair or
Committee Member position.

Complainant - An individual who informed an OMSA Council Member, Chair, or Committee
Member, of a perceived or real issue with the application or interview process.

Co-Evaluator - Refers to the second evaluator, if applicable, in a pairing of evaluators that
are responsible for evaluating the applications for the same position.

Evaluator - An individual that is responsible for evaluating and scoring the written
applications for their respective committee position.

Interviewer - An individual that is responsible for scheduling, conducting, and evaluating the
interview for their respective committee position.

Official Deadline - Refers to the deadline, determined by this document, past which, any
submitted application will not be taken into consideration.

OMSA - Refers to the Ontario Medical Students’ Association.

Opening Date - Refers to the date, as determined by this document, when the application is
released to the public and is accepting submissions.

Red Flag - Refers to any part of the application or interview that the Evaluator or Interviewer
determines to be offensive, unprofessional, or harmful to the vision of OMSA.

Rolling Application - An application that does not have an Advertised Deadline or an
Official Deadline, remaining open until the position is filled.
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Executive Summary

This document outlines OMSA’s committee hiring practices, including details on application
creation and evaluation, interviews, handling and destruction of data, and addressing hiring
complaints or appeals. It was created by the 2021-2022 OMSA Governance Committee,
under the guidance of OMSA VP Operations. The steps are summarized in the following
infographic:

All questions can be directed to OMSA VP of Operations at operations@omsa.ca.
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Section 1 - Application

1.1 - Creating the Application
1. The Vice President (VP) Operations is responsible for contacting all other Vice

Presidents and acquiring the details surrounding the:
a. Number of committees
b. Number of vacant positions
c. Number of applications desired by the VP for each respective vacant position.
d. Role Responsibilities and estimated time commitment for each vacant

position.
All VPs are responsible for submitting this information to the VP Operations at least
Three (3) weeks prior to the Opening Date.

2. The VP Operations will document all the information outlined in Section 1.1(1) in an
easily accessible electronic format, and use the information to create a single central
application for these vacant roles.

3. The VP Operations is responsible for creating the application questions and verifying
the readiness of the application.

4. The VP Operations must share the application with the VP EDI, President, and
President-Elect for review and feedback prior to disseminating the form. The
application must be completed and approved at least one week prior to the Opening
Date.

5. The application shall consist of three (3) basic questions, as determined by the VP
Operations, in consultation with Council and EDI, along with general demographic
questions, to be used on all the committee position applications.

a. Each VP can add two (2) additional portfolio-specific questions to their
respective committee position(s), that specifically pertain to the role(s) they
wish to fill.

b. Current OMSA committee members, chairs, and Council members applying
for a position can be asked at most two (2) additional questions on their
application, at the discretion of the VP Operations.

c. The general demographic questions should be limited to those that easily
identify the applicant, verify eligibility for the position, and allow the
organization to contact the applicant.

6. The application shall also contain a number of questions pertaining to specific
demographic indicators, with the goal of identifying gaps in application dissemination
and outreach. These questions will be developed by the Vice President of Equity,
Diversity and Inclusion (VP EDI). They will be optional and collected separately and
the information provided will not be shared with Evaluators or used in any way to
determine application eligibility.

7. Following the creation of the questions outlined in section 1.1(5), the VP Operations
must verify that:

a. The application contains only gender-inclusive language.
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b. The application has no questions that may constitute an unreasonable barrier
to application.

i. An applicant applying for a role that requires no previous technical
experience should not be directly asked about their specific technical
experience with any software, program, or position.

ii. Application questions should be broad and focus on transferable skills
allowing applicants to showcase competency without necessarily
needing previous experience.

c. The application contains a statement advising the applicant that the
application will be blinded and it is up to the discretion of the applicant in
including any demographic or identifying information in their written answers.

d. Where possible/appropriate, the application materials are translated to
French.

e. Applicants for a Chair position have the option to extend their candidacy for a
general committee member vacancy on that same committee, if vacant.

8. The VP Operations will have the authority to accept or deny any proposed changes
to the application format, contents, and questions.

a. This clause does not, in any way, supersede the authority of Council in
making any changes to the application by motion.

9. The VP Operations is responsible for deciding which application format and platform
to use.

1.2 - Disseminating the Application
1. All VP Externals will receive the application form, along with any promotional

material, from the VP Operations at least two days in advance of the Opening Date.
2. All VP Externals will be required to post the application form in an area that is equally

accessible by all medical students in their constituency on the Opening Date.
a. All VP Externals should make all reasonable efforts to post on all available

platforms on the Opening Date.
3. The VP Operations is responsible for providing the VP Communications the

appropriate amount of time, as determined by the VP Communications, to create
promotional materials associated with the application.

4. The VP Communications is responsible for distributing the application form on all
social media platforms and on the OMSA website on the Opening Date. The
application form should also be disseminated via the OMA listserv for the OMA
Section for Medical Students.

5. The VP Operations, in partnership with VP EDI, VP Communications, President, and
President-Elect, will additionally seek ways to disseminate the committee
applications to Ontario-wide or school-specific groups representing medical students
who are underrepresented in leadership roles.
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1.3 - Applicant Data Handling and Blinding
1. One (1) day prior to the Opening Date, the VP Operations will remove their own

access and the access of all other individuals to the application submissions, apart
from the President and President-Elect. This will ensure that blinding is ensured for
all aspects of the application.

a. No other person should have access to the raw application submissions
except the President and President-Elect herein.

2. The VP Operation is responsible for creating the link to the application form and
providing this link to the appropriate individuals for distribution to the general public
before removing their access privilege.

3. The President and President-Elect will monitor the submissions while the application
remains open and attend to any unexpected technical issues.

4. The President and President-Elect will ensure that all applications submitted past the
Official Deadline outlined in Section 1.4 are removed prior to distributing the
anonymized application submissions to the appropriate VP for evaluation.

5. The OMSA President and President-Elect will have access to all application data and
are responsible for blinding the data prior to sending the data to the VP Operations,
including:

a. Copying the raw data to a separate document.
b. Removing submission time stamps.
c. Removing all general demographic information linked to the applicant as

outlined in Section 1.1(4c).
d. Re-naming each applicant with an ID number not necessarily corresponding

to the order in which the application was received.
e. Removing additional demographic data used solely for internal review and

quality improvement purposes, outlined in Section 1.1(5).
f. Send the blinded document to the VP Operations to resume their overseeing

role of the hiring process.
6. The VP Operations is responsible for distributing the blinded data to the appropriate

evaluators.
7. The President and President-Elect jointly have the authority to revoke access to the

blinded data from any evaluator, at any time, and for any reason.
8. All parties with access to application data are not permitted to share any information

about the data with anyone other than the VP Operations, President, President-Elect,
Co-Evaluator, and any other authorised party as determined by Council.

1.4 - Application Timeline and Extensions
1. The application for a Chair or Committee Member position opens on a day between

the 1st and 15th of September, herein referred to as the “Opening Date”. The Council
should be informed of this date at the first full Council meeting of the year.

2. Applications for all positions shall remain open for a minimum of three (3) weeks for
all students.
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a. All applications shall be advertised to have a submission deadline of 11:59
PM EST on the closing date noted on the posting, herein referred to as the
“Advertised Deadline”.

b. Any application submitted past 12:30 AM EST the day following the
Advertised Deadline, herein referred to as the “Official Deadline”, will not be
considered, except for situations outlined in 1.4.3.

3. The evaluation of an application submitted past the Official Deadline may occur
under exceptional circumstances, at the discretion of the VP Operations, taking into
account the application timeline,  and only for the following reasons:

a. An exceptional personal circumstance warranting compassionate
consideration.

b. An exceptional technical error warranting compassionate consideration.
c. Any other reason as determined by Council.

4. The Advertised Deadline and Official Deadline can be extended at the discretion of
the VP Operations prior to the Opening Date.

5. Extensions of the Advertised Deadline and Official Deadline after the Opening Date
can only occur in the following circumstances:

a. Applicant quota is not met for a specific committee position.
b. The application was not available to all students for a minimum of four (4)

weeks.
c. Any other reason deemed necessary by Council.

6. The Advertised Deadline and the Official Deadline can only be extended for a
maximum of one (1) additional week.

a. Should the applicant quota not be met following the extension, a Rolling
Application can be considered by the VP Operations, following the same
principles outlined in sections 1.1 to 1.3.

7. The following should be used as a suggested timeline for Fall OMSA Committee
hiring:

Action Suggested Timeline

VP Operations decides the
Opening Date & informs Council

At least four weeks prior to the Opening Date

Vice Presidents submit
committee details (ie. committee
positions, application questions,
interview questions for Chair
positions…etc.) to VP Operations

Three weeks prior to the Opening Date

Application created and sent to
President, President-Elect and
VP EDI for review

One week prior to the Opening Date

Application send to VP Externals
& VP Communications for
dissemination

Two days prior to the Opening Date
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Opening date for application Within the first three weeks of September

Closing date for application Three weeks from opening date.

Potential extension of deadline One week after the Closing Date

Evaluators submit application
scores and list of accepted
applicants (for general members)
to VP Operations

Two weeks after the Closing Date (or extended
deadline)

Vice Presidents complete
interviews for the Chair positions

Three weeks after Closing Date (or extended
deadline)

Vice presidents submit interview
notes and list of accepted
applicants (for Chairs) to VP
Operations

Four weeks after Closing Date (or extended
deadline)

Vice Presidents send acceptance
emails for Chair positions and to
all general members (non-Chair
positions) for their respective
committees

Five weeks after Closing Date (or extended
deadline)

Deadline to accept position for
Chair positions

Six weeks after Closing Date (or extended
deadline)

Note: At the latest, the entire Committee Hiring Process must be completed by the first week
of December, however, it is anticipated that the hiring process will be finished by mid- to
late-October if there are no delays.

Section 2 - Evaluating the Application

2.1 - Applications from Current OMSA Committee Members or
Council Members

1. Current OMSA committee members, chairs and Council members will not be given
special preference in the selection of a position, for any reason. They must reapply
for their previous position once their term ends.

2. Current OMSA committee members, chairs, and Council members are allowed to
use their experience to answer the application questions, should they decide to apply
for a position.
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2.2 - Scoring the Application
1. A standardized application scoring system and rubric previously developed and

reviewed by the VP Operations, in consultation with EDI, will be confirmed and edited
by the VP Operations as needed prior to the Opening Date. (Appendix 1)

a. Any suggested or proposed changes to the scoring system or rubric must be
approved by the VP Operations.

b. The application scoring system and rubric will be made available to all
applicants alongside the application.

2. Each application is recommended to be reviewed by at least two (2) evaluators, if
possible.

a. The primary evaluator for each application must be a Vice President. The
second evaluator may be a previous or current (two-year term) committee
member who has not submitted an application in this application cycle. The
second evaluator may also be another Vice President, the President or the
President-Elect.

b. The scores from all Co-Evaluators will be added for each application to
determine the outcome of an applicant’s candidacy.

3. Each evaluator is responsible for providing a copy of their completed rubrics to VP
Operations once the evaluators have finished scoring their applications.

4. The VP Operations is responsible for storing the copies of the completed rubrics in
an easily accessible electronic format.

5. An applicant that is determined to have a Red Flag in their application by an
Evaluator, will receive an overall score of “0” on their application and be disqualified
from receiving an interview or a position offer.

2.3 - Managing Conflict of Interest
1. If an evaluator is able to identify a conflict of interest despite the application being

blinded, the evaluator is required to report this to the VP Operations as soon as
reasonably possible and cease reading and evaluating the identified application
immediately.

a. The VP Operations will be responsible for evaluating the identified application
in place of the evaluator, unless the VP Operations has declared a conflict of
interest, in which case, the responsibility falls to the President.

2.4 - Offering Interviews and Timelines
1. Each Evaluator will have two (2) weeks following the Official Deadline to assess all

applications for their respective positions.
2. Interviews are only required for Committee Chair, Co-Chair or Vice-Chair positions

(or other equivalent namesakes).
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3. Interviews for general committee member positions will neither be required nor
encouraged and are left to the discretion of the respective VP, however, the decision
to interview must be communicated to the VP Operations prior to the Opening Date.

4. The Evaluator must choose to interview only the applicants with the highest
application scores.

a. If the position does not require an interview, the Evaluator must only choose
the applicants with the highest application scores to receive an official offer for
the position.

b. An Evaluator is not obligated to select any applicant to receive an offer if they
believe that the applicants do not meet the requirements for the position.

c. The Evaluator will be encouraged to interview a greater number of applicants
than the number of vacant positions, should the composition of the applicant
pool allow for it.

5. The President or President-Elect will provide the Interviewer with the email
addresses and names of the applicant(s) invited to an interview using the applicant
ID, as determined by the Evaluator, to facilitate the interview process.

6. Interviews will be evaluated using the process outlined in Section 3.
7. If the VP wants to hold interviews for their respective committee for positions apart

from the Chair, they are responsible for :
a. Informing the VP Operations in advance of the Opening Date;
b. Adhering to the same timelines and guidelines outlined in Section 3;
c. Sending out and scheduling interviews.

2.5 - Accepting Applicants without Interviewing
1. The VP Operations is responsible for distributing official position offers to successful

applicants for any position that did not require an interview, at the same time as
offers are distributed for a Chair position.

2. The VP Operations will ensure that all successful applicants have a maximum one
(1) week to respond to an offer and are informed of this timeline. A reminder email
will be sent to all accepted applicants four days after the initial email of acceptance.

3. The VP Operations will only distribute rejections to unsuccessful applicants after the
successful applicant officially accepts their offer in writing within the deadline.

4. The VP Operations must distribute all rejection emails eight (8) days after the
distribution of emails to successful applicants.

5. Failure of an applicant to respond to their offer within one (1) week of receipt of the
offer, will be considered an official decline, at which point the Evaluator(s) is
responsible for selecting the next highest-ranked applicant in accordance with
Section 2.4.
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Section 3 - Interviews

3.1 - Interview Panel Composition
1. The interview panel is recommended to consist of at least two (2) individuals at all

times, if possible, referred to as “interviewers” herein:
a. One interviewer must be the respective VP for the committee that is

conducting interviews.
b. All other interviewers of the panel must be selected by the VP of the

committee that is conducting interviews.
2. If the VP is unable to attend an interview, the VP Operations, President, or

President-Elect is required to attend in their place.
3. Each interviewer is solely responsible for scheduling, conducting, and evaluating the

interview for their respective committee position.

3.2 - Scoring the Interview
1. Vice Presidents must develop a maximum of five interview questions and submit

them to the VP Operations and VP EDI in advance of the interviews.
2. To ensure there is a consistent evaluation process across candidates, all applicants

should be evaluated using a marking scheme that is approved by the VP Operations,
in consultation with the VP EDI (Appendix 2)

3. Interviewers must submit their scoring of each interviewee, with marks for each
question, to the VP Operations after the completion of all interviews.

4. All interviews should be a total of 15 minutes in length and should be conducted via
telephone.

5. Interviewers should not make informal assessments of applicants during the hiring
process, such as their language abilities.

6. Interviewers are encouraged not to deviate from either the scoring system outlined in
this document or from a prepared script to ensure that interviews are as objective as
reasonably possible.

7. An applicant that is determined to have a Red Flag in their application by an
Interviewer, will receive an overall score of “0” on their application and be disqualified
from receiving a position offer.

3.3 - Managing Conflict of Interest
1. If an interviewer is able to identify a conflict of interest, the interviewer is required to

report this to the VP Operations, as soon as reasonably possible and cease any
interview-related activities with the applicant.

a. The VP Operations will be responsible for interviewing the applicant in place
of the interviewer, unless the VP Operations has declared a conflict of
interest, in which case, the responsibility falls to the President-Elect.
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3.4 - Deliberation and Selecting Successful Applicants
1. Decisions regarding an applicant’s candidacy will be solely based on the applicant's

score during the interview, if applicable.
a. In cases of a tie, the VP can independently make a decision between those

applicants and add a note on the rubric as to why the final applicant was
chosen.

2. Only top-scoring applicants will be selected for the position and no other information
will be considered in their candidacy.

3. Candidates who are successful in their application for a Chair position, and have
applied for a general committee member position on that same committee, will have
their general committee member application withdrawn from consideration.

3.5 - Interview Timeline
1. Each interviewer is permitted no more than two (2) weeks to schedule, conduct, and

fully evaluate each candidate from the date the interview invitation is sent out.
2. The VP Operations is responsible for sending out acceptances and rejections for all

committee positions that require an interview.
a. The VP Operations will ensure that all successful applicants have a maximum

one (1) week to respond to an offer and are informed of this timeline.
b. The VP Operations will only distribute rejections to unsuccessful applicants

after the successful applicant officially accepts their offer in writing within the
deadline.

c. Failure of an applicant to respond to their offer within one (1) week of receipt
of the offer, will be considered an official decline, at which point the VP
Operations is responsible for selecting another successful applicant in
accordance with Section 3.4 and 3.5.

Section 4 - Destruction of Data
1. After each position is successfully filled, the VP Operations, President-Elect, and

President are responsible for the management and destruction of that position’s
application data

a. The VP Operations is responsible for ensuring that all interviewers and
evaluators, apart from the VP Operations, President, and President-Elect,
destroy any application data that they are still in possession of.

b. The VP Operations will retain access to only the application rubrics for a
period of six months from the Official Deadline.

c. The President-Elect and President will only retain access to the raw unblinded
application data for a period of six months from the Official Deadline.

i. In the event of an application dispute or appeal, the President-Elect or
President may identify the application rubric belonging to the

12



complainant and request the VP Operations to surrender the rubric to
the complainant, as outlined in Section 5.4

d. After a period of six months from the Official Deadline, the President and
President-Elect are responsible for ensuring that the VP Operations no longer
has access to any application data, and is responsible for destroying any
application data in their own possession.

e. The VP Operations is responsible for sending a reminder to all interviewers,
evaluators, the President and the President-Elect to ensure that the
destruction of data occurs within the appropriate period.

Section 5 - Use of Demographic Data
1. For the purposes of assessing the diversity of our applicant pool and improving the

recruitment of applicants from groups underrepresented in medicine, OMSA will
collect disaggregated, voluntarily-disclosed, self-identification (demographic) data.
This data (outlined in Section 1.1(5)) will solely be collected for the purposes of
understanding whether there are any potential biases or systemic barriers within
OMSA’s policies, practices, processes and systems. This should in turn drive
improvements for the next hiring cycle.

2. It is the responsibility of the VP Operations to aggregate the data and share it with
only the President, President-Elect, and VP EDI. If this data is publicly shared or
published, only aggregate data will be used.

3. It will be explicitly noted on the application that the collection of this data is entirely
optional and has no bearing on the applicant’s candidacy for a position.

4. It is the responsibility of the VP Operations, VP EDI, President, and President-Elect
to preserve the confidentiality of this information. Documents that hold this data
should only be accessible through their respective OMSA accounts. These four
individuals are responsible for destroying this data within a period of six months from
the Official Deadline (as outlined in Section 4).

Section 6 - Applicant Appeal Process
1. Receipt of an appeal in writing by any OMSA Council member, chair, or committee

member, must be reported to the VP Operations as soon as reasonably possible.
2. The VP Operations is responsible for informing the President and the Council, within

a reasonable timeframe, that an appeal has been officially received by OMSA.
3. The VP Operations is responsible for responding to the appeal by detailing the

standardised marking process, the blinding procedures, and the reason the
complainant was not selected for the position, while also addressing any specific
concerns the complainant may have listed.
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4. Should the complainant request a copy of their rubric, the VP Operations is obligated
to grant them access to their copy.
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