[bookmark: _GoBack]The Hiring Process Looked as Follows:

· The positions of Artistic Director and Arts Administrator were posted on the VPH website and other current VPH social media applications and sites as well as BC Alliance for Arts and Culture, Work in Nonprofits, and Charity Village. Listed as “invitations to apply”, a deadline, email, website information, skill and/or education requirements, pay details and contract information were all listed. Interested parties were invited to reply by email to hiring@vancouverpoetryhouse.com.

· Requests for those interested in joining the hiring committee were also announced on the VPH blog sites. A diverse committee consisting of people who have a strong connection to the organization is ideal in providing different points of view and experiences and expectations for candidates. In the absence of a committee hiring would have been done through the VPH board. We received a couple of interested committee members. Due to varying availability and a need for expediency in this case not all members were present during the interview process. Candidate interview information and impressions were shared via email. No less than two board members were present at every part of this process (under the current guidelines one board member is to be present at each interview)

· Prior to the interviewing, candidates were shortlisted using a rating system of 1-10 to skills corresponding with the job description. Each committee member rated each candidate independently. The tallies were totaled and ranked. 

· Seven candidates were interviewed. These 7 corresponded to the top ranked shortlisted candidates.

· References were requested of interviewees 

· After deliberation candidates were chosen

· All applicants were contacted

· Candidates that were chosen received via email, links to by-laws, policies, and procedures, contact emails, and contract


Our goal is community engagement. If you have any questions, concerns, or suggestions related to the hiring policy you may email admin@vancouverpoetryhouse.com

