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WORKFORCE ADJUSTMENT AND SELECTION FOR RETENTION: PROCESS MAP 
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1 Determine the future state of the organization 

- Identify organization’s future needs in terms of skills and competencies
- Identify existing and new positions

2 Determine the part of the organization that is affected

- Determine the organizational and geographical boundaries
3 Identify the similar affected positions and employees
- Employees identified will be assessed in the selection for retention process
4 Determine the selection strategy
 - Selection strategy will vary depending if the selection for retention process is being conducted 
for a reduction in the number of existing positions or for the selection of employees for new 
positions created
5 Determine merit criteria and selection criteria
- Develop statement of merit criteria and identify criteria used to select among the 

qualified employees
6 Determine the assessment methods
- Determine the assessment method(s) to be used to assess employees against each merit 
criterion to ensure the right employees are selected for retention. 
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- PCO, TBS and Bargaining Agents
8 Communicate decisions to employees
- Notify employee of affected status

- Inform employee of selection for retention process
9 Conduct assessment

- Assess all affected employees

10 Determine which employees are to be retrained and 
which are to be subjected to WFA

- Selection decisions and rationales must be recorded
11 Determine employment predictability within the next 12 months

- Considerer skills and competencies of the affected employees, present and future needs of the

public service, location of position, mobility of employee and the employee’s willingness to be 
marketed to other positions. 
· Determine if affected employees will be declared surplus with a guarantee of a

reasonable job offer or provided with opting status.
12 Communicate results to employees

- Confirm employees in their position or appoint them to their new position as appropriate 

- Notify employees not retained of their WFA status 

13  Recourse
- Section 65 of the PSEA provides that where some, but not all, of the employees in a part of 

the organization are informed that they will be laid off (i.e. declared surplus with or without

a guarantee of a reasonable job offer ), the employees selected for lay-off may complain 
to the Public Service Staffing Tribunal (PSST)on the grounds that their selection constituted 
an abuse of authority.

Legend:
# Selection for Retention Process Steps

# Workforce Adjustment Process

Note:
· Steps are not necessarily sequential in nature as many steps are interrelated.
SIMILARITIES WITH APPOINTMENT PROCESS
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SOMC and ‘’Right Fit’’ criteria








Assessment Methods
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Selection decision based on ‘’Right Fit’’
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