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ARTICLE 1 - GENERAL PURPOSE 

1.01 PURPOSE 

The purpose of this agreement is to set forth and establish the terms and conditions of 
employment so that efficient operations and harmonious relationships, may be maintained 
between the College and the employees to the benefit of both parties. The College and the 
Union will endeavour to ensure that all employees are treated in a dignified and respectful 
manner. 

1.02 RE PRESENTATION / OTHER AGREEMENTS 

An Employee or group of Employees within the Union Certification shall not undertake to 
represent the Union at meetings with the College without the proper authorization of the 
Union. The College shall not undertake to bargain or enter into any agreement with an 
individual employee or group of employees. The College shall transact business related to 
its membership through the Union Standing Committee. 
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ARTICLE 2 - RECOGNITION 

2.01 BARGAINING UNIT 

The College recognizes Local 29, Pulp, Paper and Woodworkers of 
Canada as the sole bargaining agent representing all employees as defined 
in the certification kom the Industrial Relations Council. (Original 
certification issued by the Labour Relations Board on July Sth, 1982). 

2.02 MANAGEMEN T RIGHTS 

The Union recognizes and agrees that except as specifically abridged, 
delegated, granted or modified by this Agreement, all the rights, powers 
and authority the College had prior to the signing of any Agreement 
between the Union and the College are retained solely and exclusively by 
the College and remain without limitation within the rights of 
management. 

Without limiting the generality of the foregoing, the College reserves the 
sole and exclusive right to operate and manage its affairs and facilities in 
all respects as it sees fit, including the right to hire, sanction or for 
just and sufficient cause, and to make and alter kom time to time rules and 
regulations to be observed by the employees, except that this right shall 
not supersede any other express provisions of this Agreement. 



ARTICLE 3 - DEFINITIONS 

3.01 EMPLOYEE 

”Employee” shall mean any person employed by the College who is covered by 
the bargaining unit as determined in Article 2. 

3.02 FULL-TIME EMPLOYEE 

A full-time employee shall mean any employee who normally works a regular 
work week of thirty-five (35) hours per week as defined in Article 13 (Hours of 
Work). Such employees will be paid by the month. 

3.03 PART-TIME EMPLOYEE 

A part-time employee shall mean any employee who normally works less than 
thirty-five (35) hours per week. Such employees will be paid by the hour. 

3.04 REGULAR EMPLOYEE 

Regular employee shall mean an employee who is appointed to a continuing 
position such as fullhart-time regular and full/uart-time seasonal. 

3.05 SEASONAL EMPLOYEE 

a. Seasonal employee shall mean a m  employee whose appointment is 
created due to seasonal requirements for a period not exceeding ten (10) calendar 
months in duration. 

b. It is understood that employees on seasonal appointments will have the right to 
return to the same position providing this occurs within six (6) months of the 
comdetion of hisher amointment. If an emdovee’s seasonal position is declared 
redundant. or if a seasonal emulovee is laid off during the term of the seasonal 
amointment. the emulovee shall have the rights afforded hindher in Article 10 
[Senioritv) and Article 11 (Lav-om. Otherwise. completion of a seasonal 
appointment shall not constitute lay-off. 

c. An employee on a seasonal appointment shall be granted vacation with pay on 
the following basis: 

(i) 1.25 days per month from anniversary date (25.04) to month 48 inclusive, 

(ii) 1.67 days per month from month 49 to 96 inclusive, 
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(iii) 2.08 days per month from month 97 onwards. 

(iv) 2.50 days per month from month 156 onwards. 

All vacation times must have the prior written permission of the Department 
Head. It is recognized that seasonal appointees will normally schedule their 
vacation at those times when their services are not required. 

d. An employee on seasonal appointment shall receive those finge benefits as 
outlined in Articles 26.01,26.02 (subject to Carrier Conditions), 26.03 and 26.04. 

under this Aereeme nt dun 'ne the ueriod when thev are not emuloved (see 3.05 (b)) 
shall continue for a U eriod of six 161 months. This vrovision is subiect to Carrier 
condition s and with the understandine that the empl ovee bears the full uremium 
cost. An emulovee mav elect to ureuav t he aremium cost bv uavroll deduction by 
suecifvine the deta ils in wnt me to Human Re sources. 

e. For those seasonal appointees employed for a term exceeding nine (9) months 
and whose normal work week is thirty (30) hours or more, vacation shall be 
calculated based on the term of the appointment times the applicable rate, and 
may be taken at any time throughout the appointment (subject to 3.05 (c)). It is 
understood that should the employee resign prior to the appointment termination, 
they will repay any unearned time that has been taken. The parties agree that this 
clause will constitute the written assignment required of the employee for 
repayment. 

The right of emulov ees on seasona 1 amointments to conm 'bute to benefit ulans 

. .  

. .  

3.06 S P E C W  EMPLOYEE 

a. An emulovee who is amointed as a lea ve reulac ement o r who is hired to a 
position funded t h r o w  non-base erant mon ies is a SDW ial Emu1 ovee. 

It is understood that employees on appointments which are funded through non- 
base erant monies will have the right to return to the same position providing this 
occurs within six (6) months gf the comul etion of hisher amointment. Article 
1 1.03 IDisulacementlBumu ind  will auulv to emulovees on suec ial amointments 
in the event of lav-off uno r to the comuletion of the suecified term of the 
muointment onlv. 

Svec ial Emulov ees are entitled to a1 1 senioritv riehts and Dn 'vileees with the 
exceutions noted in 6) above. 

An employee on special appointment shall receive those fringe benefits as outlined 
in Articles 26.01, 26.02 (subject to Carrier Conditions) 26.03 and 26.04. 

b. 

L 

d- 
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- e. An employee on a special appointment shall accrue vacation pay on the following 
basis: 

(i) 6% to 48 cumulative months inclusive, 

(ii) 8% from month 49 to 96 cumulative months inclusive, 

[iii) 10% from cumulative month 97 onward. 

(iv) 12% from cumulative month 156 onward. 

For those special appointees employed for a term exceeding nine (9) months and 
whose normal work week is thirty (30) hours or more, vacation shall be calculated 
based on the term of the appointment times the applicable rate, and may be taken 
at any time throughout the appointment (subject to 3.06 (e)). It is understood that 
should the employee resign prior to the appointment termination, they will repay 
any unearned time that has been taken. 

The parties agree that this clause will constitute the written assignment required of 
the employee for repayment. All vacation times must have the prior written 
permission of the Department Head. It is recognized that special appointees will 
normally schedule their vacation at those times when their services are not 
required. 

Effective August 1, 1993 a special employee who has received two (2) 
consecutive (not running concurrently) appointments of six (6) months or more in 
duration and who receives a third appointment shall cany forward to any 
subsequent appointments, separated by six (6) months or less, sick days accrued 
during the third and subsequent appointments. 

- f. 

g, 

- h. A regular or a seasonal emdovee has the rieht to amlv for and acceDt. if offered, 
a Soecial EmDlOVee Dosition. Drovided he/she has not been eranted a Soecial 
EmDlovee amointment under this orovision in the two (21 vears immediatelv 
preceding the closine date of the iob Dostinn for the SDecial EmDlovee Dosition. 
At the conclusion of the term of the Soecial EmDlovee amointment he/she shall 
be entitled to return to hisher oosition. 
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3.07 CAS; AL EMPLOYEE 

a. A Casual Employee shall mean an employee with an anticipated period of 
employment of less than three (3) calendar months. 

b. An employee on a casual appointment shall receive vacation pay on each pay 
cheque at the rate of 4% and only those fringe benefits guaranteed by law. Articles 
10.06, 10.07, and 10.08 (Recall) shall not apply to these employees. 

c. If a Dosition is v osted (Art icle 9.011 and a Casua 1 EmDlovee amlies for the 
posting. he/she s hall be erant ed an interview urovided: 

W he/she has c omuleted the eauivalent of at least thirtv 130) full-time davs of 
emulovment in the s ix (61 month ueriod immediatelv orior to the closing 
date of th e aostine. and 

he/she Dosses ses the necessarv I 'ob-related knowledge. skills and abilities 
for the uosted uosition. 

If the Casua 1 Emulovee is the successful amlic ant for a iob Dostine and is awarded a non- 
Casual uosition. hish er service as a Casual Emulovee from June 1. 1997 forward shall be 
credited towards the accumulation of s enioritv. Notwithstand ing the above. it is 
exuresslv aereed that the emulove e must serve a full three (31 consecutive calendar month 

081, probationarv uenod in the u osition (Article 3. . .  . .  

3.08 PROBATIONAR YPERIOD 

a. On each new appointment (except as described in 9.03 (Promotion) and 9.04 
(Transfer)), every employee shall serve a trial period of employment for the 
College to determine the employee's suitability in the performance of the 
employee's job. 

Each new employee will be hired, on a three (3) consecutive calendar month 
probation basis during which period serious effort will be made by the supervisor 
to orientate the employee to the job and the College. It is understood that an 
employee on probation will have recourse to the grievance procedure after 
completing the first thirty (30) calendar days of said probationary period. 

A progress report will be issued after 45 days. At the end of the probationary 
period, the employee's work record and general adaptability to the College's 
working conditions will be evaluated, in writing, and will state whether 
continuation of employment will occur. Failure of the employee to perform the 
job to the satisfaction of the College shall be just cause for dismissal. 
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The probationary period may be extended by mutual agreement of the College and 
the Union Standing Committee. The reasons for extending the probationary period 
must be related to the performance of the employee in the job and must be given 
to the employee and the Union. 

b. Article 11.03 @isplacement/Bumping) shall not be applicable to employees 
during their probationary period. 

3.09 WORK PERFORMED UND ER GOVERNMENT. FOUNDATION AND OTHER 
FUNDING PARTNERSHIP GRANTS 

The Union recoenizes and S U D U O ~ ~ S  the students’ needs to gain emulovment skills 
and on-the-iob training. Wherever Dossible. the College will give Dreference to 
students of the College of New Caledonia. 

The College aerees to urovide the Union with a CODV of all College-auoroved 
submissions in regard to student uositions urior to the uroeram imolementation, 
wherever uossible. The Colleee will make everv reasonable attemut to Drovide as 
much advance notice as Dossible. 

In the event the Union’s amroval is rewired for a student Dosition. the College 
aerees to Drovide enoueh advance notice so the Union Executive can review the 
submissions at their rermlar Executive meeting. If the College rewires an 
auuroval and the advance notice is not arovided. the College aerees to urovide 
reasonable time off with Dav to the Union Executive to deal with the matter. 

The College aerees that students involved in the oroiects and uromams described 
herein in A - Work Proiects. B - Student Assistants. and D - CO-OD Work 
Placements shall not be utilized to: 

a. 
b. 

C. 

The College aerees that no emolovee shall be made redundant or suffer loss of 
earnings through students Derforming work normallv done bv emdovees in the 
bargaining unit. Students shall not be used in ureference to Casual EmDlovees for 
work that has been regularlv aerformed bv Casual Emolovees in the Dast. 
Disuutes arising out of the above will be dealt with through the mievance 
procedure of the Collective Ameement. 

1. 

2. 

reolace members of the bargaining unit. or 
to postaone or prevent an existine rermlar Dart-time uosition from 
becoming a full-time Dosition. or 
to uostaone or urevent the establishment of new uositions bv the College. 
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A. WORK PROJECTS 

1. The Union recoenizes and aerees that from time to time during the term of this 
Agreement there will be work Droiects conducted within the College bv students 
who will not be members of the Union. These uroiects must be seoaratelv and 
suecificallv funded bv povemment. foundation. and D artnershio grant s and shall 
not be deemed U art of the affairs or oDerations of the Colleoe to which this 
Ameement audies, 

For the uuruoses of this article. "work aroiects" shall mean; 

(1) 

(111 
(iii) 

2. 

iobs of a fixed term not reeularlv uerformed bv emdovees in the 
b ' '  or 
fixed term research and da ta collection Droiects. or 
studen tS asSlStl ne stude nts (excluding Interur eter Services). 

.. 
. .  

B. STUDENT ASSISTANTS 

1. Students emuloved bv the Colleee in Dositions that are semra telv and sDecifically 
funded bv eovernment. foundation. and ~ a r t n  ershm grant s and who are 
perform ine iobs that do not meet the definition of "work uroiects" as outlined in 

provisions of the Collec tive Aereemen t onlv: 
&ticles 1.2.3.4. 7 (exceu t 7.04L12.1 5.16.18. 23. and 28. Article 7.04 shall amly : to S o es wil a to th 

lA1 s hall be consid ered Student Assistants an d shall be covered bv the following 

&dent's uursuit of educat ion. 

Hours of wo rk will be in accordance with t h e U ro 
comDensation as out1 ined in Article 14 shall auulv to Student Assistan ts for time 
worked in exces s o f a s  even hour dav. 

Student Assistant s are subiect to th e membershiu urovisions in Article 5 and the 
ynion dues urovisions in Arti cle 6. 

Student Assistants cove red bv t his Article shall be Daid at the Pav Eauitv Tareet 
Rate for Salarv Band A. 

reauirements and overtime 

2. 

3. The uarties am ee that individuals emuloved as Stu dent Assistants will be 
considered Casu a1 Emulovee sandr  eceive the auurouriate benefits as Der Article 
3.07 (bl  

Student Assistants must meet the criteria established bv the funding Drogram. 4. 
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WORK PRACTICUMS 

The Union recoenizes and aerees that from time to time during the term of this 
Aereement there will be work uerformed bv students as a oart of their work 
exuerience uracticums. 

When such students undertake uracticum work exDeriences which mav occur at 
the College. and when the duties undertaken while on such uracticums mieht 
otherwise have been uerformed. had thev been undertaken. bv emulovees of the 
College covered bv the Union bargaining unit: the uarties amee that: 

(i) Such students: 
a) are not emolovees of the Colleee: 
b) are not within the Union bargainine unit; 
cl will not be uaid. 

Student uracticums shall be limited to two students Der semester uer deuartment 
for a ueriod of normallv not loneer than three consecutive weeks. or other such 
arrangements as shall be mutuallv aereed-to in writing bv both oarties. 

The College shall notifv the Union Standinn Committee in advance of the number 
of students being ulaced for uracticum work exuerience within the College and 
provide a eeneral outline of the duties to be uerformed during the uracticum work 
exoerience. 

C. 

1. 

2. 

3. 

4. 

5. 

_. D 

1. 

It is ameed that emulovee uarticioation in a Job Shadowing Proeram is voluntarv, 
and that the emulovee has the rieht to withdraw from the arrangement by 
notifvine hisher manager. An e mulovee’s involvement or non-involvement in a 
promam shall not be referenced in any wav in a uerformance evaluation. 

CO-OP WORK PLACEMENTS 

The parties recognize the advantages in assisting students in obtaining aractical 
work exoerience as oart of CO-ouerative Education. In recoenition this ameement 
will establish the salarv rate and working conditions for CO-oDerative Education 
students to work at the College. 

Students emoloved bv the College who are reeistered in a recoenized CO-OD 
pronam at the Colleee of New Caledonia shall be considered CO-oa students and 
shall be covered bv the following orovisions of the Collective Aereement onlv: 
Articles 1.2.3 (excluding 3.07 (AN. 4.7. 12. 13. 14.15.16.18.23. and 28. 

CO-OD students are subiect to the membershiu urovisions in Article 5 and the 
Union dues orovisions in Article 6 .  
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2. Work terms for CO-OD students need not be advertised for comuetition other than 
in the CO-OD office. 

CO-OD students covered bv this aereement shall be uaid at a rate eaual to the Pay 
Eauitv Target Rate for S alarvBand B. 

-OD students will be considered 
icle 3.07 (b). 

The uart ies aeree that individuals emuloved as CO 
Casual Emulove es and receive the a m  rounate benefits a s uer Art 

a) There will be onlv one CO-OD student uer deuartm ent Der CO-OD term. 

b) The duration of a CO-OD uosition shall n ot exceed four months. 

3. 

4. 

5. 

3.10 JOB RELA TED KNOWLEDGE 

For the purposes of this agreement, job-related knowledge shall mean the 
knowledge of relevant job functions as opposed to the knowledge of specific 
job duties. 
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ARTICLE 4 - NO DISCRIMINATION 

4.01 HUMAN RIGHTS 

The College and the Union agree to subscribe to the principles of the Human 
Rights Code of British Columbia. 

The College firther agrees that there will be no discrimination against an 
employee by reason of family relationships to other employees, except where 
relationships such as marriage or other family relationships are deemed to be 
potentially detrimental to the College. (For example, where detrimental fiscal or 
policy collusion could occur, or where confidentiality could be compromised.) 

4.02 UNION ACTMTY 

The College will not discriminate against any employee because of Union 
membership or Union activity or for the exercise of rights provided for in this 
Agreement and as covered by the Labour Relations Code of British Columbia, 
except as herein specifically excluded by mutual agreement. 
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ARTICLE 5 - UNION MEMBERSHIP AND SECURITY 

5.01 EMPLOYEES AT DATE OF CERTIFICATION 

All persons within the bargaining unit of the Union as of October 26, 1976 who 
were members of the Union on or before that date shall remain members of the 
Union as a condition of continuing employment. 

All persons within the bargaining unit who are not members of the Union at the 
date of certification may become members of the Union if they want to, but shall 
not be required to become members. 

The College shall not issue any policies or procedures affecting the Union, or 
Union membership, which contravene these Articles of Agreement. 

-- 5.02 NEW j3vPLOYEES 

All employees to whom this Agreement is applicable, shall, as a condition of 
employment, become members of the Union upon completion of thirty (30) days 
of employment. 

5.03 CHANGE IN STATUS 

The College agrees to notifv the Union Standing C ommittee in writing, once a 
month, of the name, position, department, salarv band and Day rate of each 
employee who is hired, promoted, transferred, recalled, on Long Term Disability, 
on Leave Without Pay or resigns. 

The College also agrees to notifv the Union Standing Committee once per month, 
of the name, position, department, and estimated hours of each new appointment 
of an employee who is not a full-time regular employee. 

The College agrees to provide the mion  Stand ine Committee with a copy of the 
employee's written notification of suspension or dismissal within five ( 5 )  
working days of the notification of the change in status. The copy shall state the 
employee's name, position and department. 
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ARTICLE 6 - UNION DUES AND DEDUCTIONS 

6.01 UNION 

The College shall deduct, as a condition of employment, from the wages or salary 
of each employee, the initiation fee and the amount of the regular monthly dues as 
advised in writing by the Union, upon receipt of a written assignment for that 
purpose from the employee. 

The College shall require all new employees, at the time of hiring, to execute an 
assignment of wages for Union dues in duplicate, the forms to be supplied by the 
Union, and will forward one copy to the Union within five (5)  working days of 
execution. 

For employees whose period of employment is expected to be less than thirty (30) 
days, the College will deduct Union dues provided that the employee's 
authorization is received from the Union in time for the dues to be deducted from 
the employee's wage payment. 

6.02 DEDUCTION OF DUES 

The College shall begin the deduction of monthly dues from the first pay to which 
the employee is entitled following the employee's authorization. The College shall 
remit the dues deducted pursuant to such assignment (until and unless the said 
assignment is revoked in writing by the employee) to the local Union * Treasurer 
not less often than once each month, with a written statement of names of 
employees for whom the deductions were made and the amount of each 
deduction. The College shall remit the said dues no later than the end of the 
following month. 

A 6 03 UNION ADVISES COLLEGE 

The Union shall advise the College in writing o f  all dues and avsessments required 
by the Union, and of any changes which may arise from time to time in 
connection with such dues and assessments. 

The Union recognizes and agrees that the College's obligation to deduct such dues 
and assessments is especially restricted to making only such deductions as are 
permitted by law and by the valid authorization of each employee. 
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6.04 COLLEGE INDEMNITY 

The Union shall indemnify the College and hold it harmless against any and all 
suits, claims, demands and liability that shall arise out of, or by reason of any 
action taken or not taken by the College for the purposes of complying with any 
provision in this Article. 

6.05 ASS1G"T RE VOICED 

The Union agrees that should an employee revoke the assignment, the College 
must forthwith cease to make such deductions, and that any firther action to be 
taken by the College in consequence with such revocation shall be taken only by 
the written instructions of the Union. The College shall provide the Union 
Standine Comm ittee with a copy of any revocation of authorization received, 
without delay. 
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ARTICLE 7 - UNION RIGHTS AND ACTIVITY 

7.01 RECOGNITION OF SHOP STEWARDS 

The College recognizes Stewards elected by the Union and shall not discriminate 
against such Stewards for carrying out the duties properly assigned to that 
position. The maximum number of Stewards to be recognized by the College shall 
be based on the ratio of one (1) Steward for each ten (10) members or major 
portion thereof of the bargaining unit. The College and the Union may, by mutual 
agreement, increase the number of Stewards for a specified time period after 
having reviewed geographical and operational considerations. 

7.02 CONTACTING AT WORK 

The authorized Stewards of the Union shall have the right to contact employees at 
work on matters respecting this Agreement and its administration, providing such 
contact does not unduly interfere with normal College operations. Union 
representatives will request permission of the supervisor of the department being 
entered for the purpose of contacting employees and will also advise time of 
departure, (except when the supervisor is unavailable for consultation). 

7.03 TIME-OFF FOR UNION BUSINESS AND ACTMTIES 

Leaves of absence without loss of seniority are to be granted, in all cases subject 
to the requirements of the College to operate and manage its flairs: 

a. without pay to representatives of the Union to attend conventions of the Union 
and bodies to which the Union is affiliated when requested in writing by the 
Union at least ten (10) working days in advance of the start date of the leave 
requested and naming employees for whom the request applies; 

b. without pay to representatives of the Union to attend to Union business which 
requires them to leave their premises of employment, when requested in writing 
by the Union at least ten (10) working days in advance of the start date of the 
leave requested and naming the employees for whom the request applies; 

c. without pay to employees who are representatives of the Union's bargaining 
committee when requested in writing by the Union at least ten (10) working days 
in advance of the start date of the leave requested and naming the employees for 
whom the request applies; 

d. with pay to named and recognized Stewards to perform duties as may be 
necessary for the administration of this Agreement, subject to 7.02 above; 
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e. with pay to the President of the Union to consult with management for the 
purpose of the administration of this Agreement; 

f. without pay, for a period of up to one (I) year, when requested by employees 
who have been elected to a full-time office or position in the Union. 

g. where Union meetings interfere with the employee's regular hours of work, and 
an employee requests time off with pay to attend such Union meetings, the 
request shall be granted provided such time off does not interfere with normal 
College operations, Wherever possible, the Union will provide fourteen (14) days 
notice of such meetings to the College, and limit meetings to one (1) hour. Time 
off in accordance with this clause shall not be granted more than once per month. 

h. leave of absence shall be granted, in all cases subject to the requirements of the 
College, with pay to three (3) employees who are representatives of the Union 
bargaining committee to leave their employment to carry on negotiations with the 
College, where such negotiations occur during regular scheduled working hours 
of the employees concerned, when requested in writing by the Union naming the 
employees for whom the request applies. 

i. the Union at the time of Local #29 elections, will inform the College of the 
National Executive Board Member and alternate. The College will, within ten 
days of notification, inform the &on Standine Comm ittee of the times of year 
when it would be difficult to manage and operate its affairs if a leave of absence 
were granted to the Board Member. The Union agrees to make every effort to 
schedule meetings of the National Executive Board at times other than those 
identified as being difficult for the College. The College agrees to make every 
effort to approve a leave of absence for the National Executive Board Member, or 
alternate, to attend five union meetings a year. 

7.04 RIGHT TO REFUSE TO CROSS pIcKET TJNE$ 

All employees covered by this Agreement shall have the right to refuse to cross a 
legal picket line arising out of a dispute as defined in the Labour Relations Code 
of British Columbia. Any employee refusing to cross such a picket line shall not 
be reprimanded, penalized, or dismissed for such refusal. 

Employees will not receive pay or benefits for time not worked in exercising these 
rights, nor pay for statutory holidays. Benefit coverage will be continued (subject 
to Carrier conditions) and the Union agrees to reimburse the College for the full 
premium costs. 

If an employee is apprehensive for personal safety, there shall not be any 
reprimand, penalty or dismissal for failing to cross an illegal picket line. 
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Failure to cross a picket line while carrying out College business away from the 
College shall not be considered a violation of this Agreement or be grounds for 
disciplinary action or loss of pay. 

7.05 MEETING S CALLED BY THE COLLEGE 

The time required to attend meetings called by the College during an employee's 
regular working hours shall be considered part of the employee's scheduled work. 
Where attendance at such meetings is mandatory and the meetings are outside an 
employee's normal working hours, applicable overtime rates shall apply. An 
employee who sits on Educational Council or the Colleee Board shall have their 
work week reduced by the number of hours spent past the employees regular 
scheduled hours. 

7.06 USE OF COLLEGE ROOMS 

The College shall allow the Union to book College rooms without charge in 
accordance with the regular booking procedure of the College, for meetings of 
Union committees and the general membership, etc. 

7.07 NOTIFICATION BY THE UNION 

The Union shall notify the College, in writing, within five (5) working days of 
election of the names of the local executives, chief steward, and stewards. The 
names of members serving on a Union Standing Committee shall be submitted as 
far in advance of meeting dates as possible. 

7.08 EMP LOYEE ORTENTAT ION 

The College agrees to distribute a copy of this Agreement and Benefit Package 
free of charge to all employees employed under the terms of this Agreement. In 
addition, the College agrees to inform new employees that an Agreement between 
the parties is in effect and to present a copy of the Agreement and a list of Shop 
Stewards with their written notification of appointment. 

The Union agrees to acquaint new employees with the benefits and duties of 
Union membership and the employee's responsibilities and obligations to the 
College and the Union (as provided for in Article 7.02). 
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The Union and the College recognize the mutual value of ongoing joint 
discussions on matters pertaining to working conditions, employment, employee 
classifications, services and labour-management relations. To this end, the Union 
executive and management agree that in the event either party wishes to call a 
meeting under this clause, the meeting shall be held at a time and place fixed 
mutually. However, such a meeting will be held not later than ten (10) working 
days after the request has been received. 
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ARTICLE 8 -POSITION DESCRIPTIONS AND JOB EVALUATION PROCEDURES 

8.01 TERMINOLOGY; 

a. POSITION TITLE: Position titles will be determined bv the College and shall 
identifv mecific oositions within the College. - 

b. SALARY BANDS: The iob title of anv specific uosition is contained within 
more broadlv defined salarv bands which shall be identified 
in the Pav Eauitv Targets Schedule. Salarv Bands 
reoresent a rawe of ore-determined uoints. 

Pav mades are the monetarv amounts aoolicable to salary 
L bands 

C. PAY GRADES: 

d. Refers to the Joint Job Evaluation Committee (Article 

e. JOINT S TANDIN G 
COMMITTEE: Refers to the Joint Committee formed under Article 7.09. 

comDrised of Union and Colleee Executive reuresentatives. 

f. APPROVED JOB 
DESCIUPT ION Refers to a iob descriDtion described in Article 8.06 which 

bas been amroved bv the Collerre as indicated bv the 
sirnatures of the Vice-president. Administration, the 
Director of Human Resources and the incumbent’s 
Department Manaeer. 

g. JOB EVALUATION 
RECONSIDERATION 
FORM: Refers to the form am roved bv the Joint Standing 

Committee. identified within the Job Evaluation User’s 
Guide. and which must be comoleted bv all emulovees who 
reauest a iob evaluation review of an existing oosition. 

h. JOB ANALYSIS 
OUESTIONNAIRE: Refers to the auestionnaire auoroved bv the Joint Standing 

Committee. identified within the Job Evaluation User’s 
Guide. and which is used bv the JJEC and the ADDeals 
Committee to identifv such aspects as a Task Description, 
Education and Exoerience Reauirements Working 
Conditions. etc. for a nosition and which shall be 
completed bv an incumbent ana0 r manaper. 
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i. RATING SHEET: Refers to the form auuroved bv the Joint Standing 
Committee and identified within the Job Evaluation User's 
Guide where the uosition rating Derformed bv the JJEC 
psi ne the Gender Neutral ComDariso n Sv stem is rec o rded , 
4 which is sien d bv all 

j. GENDER NEUTRAL 
COMPARISON 
1 identi 1 d wi hin th ob 

sbeend si ed 
wd develoued to ensure it is a fair and eauitable iob 
evaluation to 1 for 
& ' i ni ositi ns. T e 
GNCS contains four (4) main criteria: Skill. Effort, 
Resoonsibilitv. and Working Conditions. The GNCS rates 

L a  sub-facto 
series of measurable levelg. 

m f  

k. Y 
SHEET: 1 0 t incl e or t'n and total 

points for all uositions. The Rating Summarv S heet is 
U1 1 in 
S u m w  Sh eet is used bv th eJJECasa reference uoint 
when determimne the relati ve value of aos itions. . .  

1. PRELIMINARY PAY 
GRADE: ~n e ac edto a ew osi io 

prior to the twelve (12) mon th review referred to in Article a 
m. RECONSIDERATION R ist' sition 

W 

n. RECLASSIFICATION: ~ Refer to a e 
of a iob evaluation review. 
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8.02 JOINT JOB EVALUATION COMMITTEE 

A Joint Job Evaluation Committee IJJEC’, shall be formed. comurised of three (3) 
pDDointed reuresentatives each. selected bv each uartv to this ameement. who shall be 
emuowered to make iob rutinz decisions on behalf of that uartv. Meetings of the JJEC 
shall reauire at least two (2 )  auuointed reuresentatives i?om each ~a r tv .  An eaual number 
of auuointed decision-makinp remesentatives of each aartv will be in attendance before 
the meetine will uroceed. The Darties aeree to schedule JJEC meetines at aereed-won 
regular intervals. at a minimum of everv month to attend to anv outstandine iob 
evaluation matters. Additional meetings may be scheduled to accommodate anv backlon. 
Resource DeoDle and observers mav attend meetings. The College shall Drovide a 
resource uerson from the Human Resources Deaartmen t. The JJEC shall conduct a 
comorehensive review of all Dositions every five (5) years (Nov. 2001). 

The Union and the College amee that the Drimary fun ction of the JJEC shall be to 
determine the rating of new positions. and the adjustment of uosition ratings as a result of 
reconsiderations. 

The JJEC mav make recommendation for changes to the Drocedures. modifications to the 
process or sumortine documents. These recommendations shall be forwarded to the 
Joint Standing Committee for resolution. 

When there is a direct or Derceived conflict of interest or a committee member belongs to 
the same dmartmen t as the incumbe nt(s). the committee member shall absent themselves 
from the discussion and from the decision-making on the uosition’s ratin% 
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8.03 

1. 4 RE 

a. ;S A r  t 
(incumbent(s)l the Urn 'on. or the Colleee. 

ts must detail the changes which have occurred in the iob andor the wavs 
/ e  

b. Reaues 
in whic the io 

R sources on a ob job. and b emad e in writine t otheDirectorofHuman e J 
Evaluation Reconsideration ose. A sam 1 oft  is form 
is included in the Job Evaluation User's Guide. 

. .  

C. c c  
union Standine Committee within five (51 working davs of receiot, 

A reauest for iob evaluation review mav be reiected bv the JJEC if the D o s it'o I n 
th' 0 n h  rio beforet e 

di o ' an t olle e a ee 

d. 
i 
L, 

the duties and resaonsibilities of the iob. 

e. ~ The Director of ' t s 11 forw r a 1 J b Ev luation 
Rec r ion Forms wi 
-Cornminee. 

2. RATING 0 F POSITION 

a. 2 Before t ittee m s re eive a 
CODY of the Job Evaluatio n Reconsideration Form. th e current aooroved iob 
descrio ~ io he o siti e t  an U ortin 
l b  docum i s et and reviou ' 0  

for the reco ns ideration. T heeatherineofinforma tio n s ha I1 involve r e a uestin e the 
1 a1 sis uest'onnaire. 

before the final ratines are completed. If the JJEC amees 
ittee will & es e 

seoaratelvl of the JJEC 
that the amrov d io  
forward the matter t o the Joint Standine Committee for resolution within five ( 5 )  

doc me tused 

. .  

workine a davs of maki 
p l  
2 If a resolution is not rea hed bv t 
$- 
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b. Where the auuroved iob descriution has been changed bv the College. the JJEC 
shall meet to rate each sub-factor of the iob. and to establish a new ratine for the 
job. The rating of the iob shall be recorded on a Rating Sheet which shall 
determine the uav m ade for the iob. The Rating Sheet will be siened off bv all the 
JJEC auuointed decision-makine members in attendance. A CODY of the results 
shall be fonvarded to the incumbent to the position, the manaeer. and the Union 
within fourteen (14) calendar davs. Additionallv. the incumbent to the uosition. 
the manager. or the Union may reauest a couv of the siened-off Rating Sheet. 

If the iob is rated at a uav m ade higher than the existina uav made. the uosition 
shall be ulaced in the new uav made and the incumbent’s rate of uav shall be 
3diusted retroactive to the date of reauest for reconsideration. If the iob rating 
results in a lower uav made. the incumbent emulovee shall be exceotion-rated. 
The incumbent emulovee will receive one hundred uercent (100%) of the general 
salarv increases that are urovided for in this collective ameement or are negotiated 
in future collective bargaining. However. if the incumbent emulovee leaves 
hisher uosition. and the vacancv is to be filled. the Dosition will be uosted at the 
auolicable Auril 1.2000 uav eauitv target rate. 

Either the incumbent(s)/Union or the managedsVCollege may auueal the JJEC 
decision bv submitting a written reauest stating the reasodd for the appeal as 
outlined in Article 8.07 (Disputes. Resolutions. and Auueals). Anv such reauest 
shall be submitted within fourteen (14) calendar davs of the receiut of the Rating 
Sheet from the JJEC. 

C. 

d. 

8.04 SALARIES FOR NEW POSITIONS 

Where the uarties amee or the Labour Relations Board decides that a new uosition is 
included within the unit. the following urocedures shall auulv: 

a. The College/manager shall comulete a Job Analvsis auestionnaire for the iob and 
submit it to the Director of Human Resources. 

A sub-committee of two (2) U nion and two (2) College members of the JJEC 
shall meet and rate the iob based on the Job Analysis Ouestionnaire. the auuroved 
job descriution. Rating Summarv Sheets and other tools such as the GNCS. The 
pav made shall be determined based on these ratings and shall be recorded on a 
Rating Sheet as a “ureliminarv” uav made. The Rating Sheet will be signed off 
bv all the JJEC aouointed decision-makine members in attendance. Additionallv, 
the successful candidate to the oosition. the manager. or the Union mav reauest a 
CODV of the siened-off Rating Sheet. 

If the College uroceeds in filling the iob, it shall be uosted and any uerson 
auuointed to the iob shall be uaid the ureliminarv uav made. 

b. 

C. 
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After twelve (12) months from the date of auuoi nbent  of an incumbent to the 

ich shall be submitted. alone with ionnaire wh shall comulete a Job Analvs is Ouest' 
Job. and 

w uudat ed auoroved iob descnution t o the JJPC. 

osition still exists. the incum bent(s) an d the manaeeds) rovided the U 
d. 

. .  

e. The JJEC shall review the current Job Descriution. Rat inn Sheet. Job Analvsis 
rate the lob a ccordine to th e norma 1 urocedure. which shall be 

siened off bv all the JJEC 
g u e s t i o d r e  and 
recorded on a Rati ndhee t .  Th e Rating Sheet will be 

bers in attendance. A dditionallv, the incumbent 
f the signed-off 

mointed decision-makine mem 
to the o o s l t l o n . e e r .  or the Union mav reaue st a couv o 

e Sheet. The uavmde  s id to each incumbent effective the date of 
hisihe r-t to the iob. If the iob rated at a U av erade h ieher than the 

hall be ua 

B xisting uav g& e. the incumbent's rate of Dav shal 1 be adjusted retroactive to the 
. If the iob rating results are in a lower uav made the 

ed. The incumbe nt emu lovee will receive one 
date of auuointment 
incumbent sw be exceution rat 
hundred uercent ( 100Y01 of the general salarv in creases that ar e urovided for in 
f i l s  collectiv e a m e w n t  or ar e neeotiated in future collect ive bareainine. 
However. if the incumbent emulovee lea ves hisiher 00s ition. an d the vacancv is to 
be filled. the uositio n will be uosted at the auulicable Auril 1.2000 uav eauity 
IamJmi 
Either t- or the -er(sUCo lleee mav auu ea1 the JJEC 

e t t i n e  a 
gutlined in Art icle 8.07 (Dispute s. Resolutions. and Auuea Is). Anv such reauest 
decision bv 

shall be & & e d  within fourteen 1 4) calendar davs of the receiut of the Rating 
Sheet from the JJEC. 

. .  
. .  

. .  

f. 
reauest stat ing the re a w ( s )  for the auueal as 

8.05 NEWPOSIT IONS 

A description of all new positions created within the bargaining unit (2.01) will be 
forwarded to the Union ten (10) working days in advance of implementation. * The 
applicable job rating information and criteria including the duties and responsibilities of 
the position, required qualifications, required knowledge and skills, proposed shifts, and 
proposed wages and sahrv b d  shall be included in this notice, The Collepe aerees to 

0) calendar . .  davs. a CODY of a1 1 new salarv bands provide the Union. withn (3 
resultine ftom the creation of new uosit ions, 

If the parties cannot agree within ten (10) working days notice of the new position, the 
College may fill the position & uav the grouos e d w aeee and the position may be filled 
and worked pending the agreement of the parties pro . ueh the Joint Standine Committee 
or the decision of Arb itration B oard or the Labour Relations Board, as the case may 
be. 

. .  
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8.06 

- 8.07 

- 1. 

JOB DESCRIPTIONS 

New employees will receive a copy of their job description with their appointment 
package. 

Upon request, employees, or the Union, will receive a copy of their job 
description within ten (10) working days. 

Copies of amended job descriptions will be provided to the employee and the 
Union within ten (10) working days of an official change in a job description. 

DISPUTES. RESOLUTIONS. AND APPEALS 

APPEALS: 

INITIATING AN APPEAL: 

The Aooeal Process mav be initiated under Article 8.03 f2)(d) or Article 8.04Q 
bv the incumbentk) to the oositioflnion or the manaeer(sVCol1eee submittine a 
written reauest to the Director of Human Resources who shall forward it to the 
Aooeals Committee. The reauest for aooeal must include the reason(s) for the 
aooeal, which shall meet the criteria for aooeals outlined below. Anv such 
reauest shall be submitted within fourteen (14) calendar davs of the receiot of the 
Rating Sheet from the JJEC. 

CRITERIA FOR APPEALS: 

- a. Identification of identical or substantiallv similar aosition(s) which have 
been rated differentlv: or 

An exolanation of the occurrence or extenuatine circumstances. which 
mav have affected the iob evaluation: or 

A violation of Article 8.0 

L 

- C. 

APPEALS COMMITTEE: 

The Aooeals Committee shall consist of three aooointees from the Union and 
three aooointees from the Colleee who shall be emoowered bv the oarties to this 
aereement to render a final and binding decision on anv auoeal submitted under 
this orocess. The aooointees to the Aooeals Committee shall be aooointed on an 
annual basis effective Januarv 1 of each vex. The oarties aeree that auuointees 
will not include current or immediatelv-oast JJEC members. The College 
that at least one (1) of its aooointees will be a Senior Executive. 
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APPEALS PROCESS: 

iL The ADD eals Committee w1 ‘11 review the writte n ameal. usine the Criteria 
for ADDealS listed herein. and determine if an ameal will be acceoted or 
denied. The incumb ent to the Dosition and the manaeer will be notified in 
writine of this decision no later than five ( 5 )  workine dav s followine. the 
Committee decision. 

If an ameal is acceDted bv the ADDealS C ommittee. everv effort will be 
made to resolve the matter bv th e Committee. This Drocess mav include 
reauestine a Job Evaluation Reconsideration Form from the amellant, 
interviewine the incumb ent(s) and the manaoer( s). reauestine comoletion 
of a Job Ana lvsis Oues tionna ire. meetine with th e JJEC. o r other methods 
determ ined bv the Comm ittee. Both the incumbent to the Dosition and the 

The ADD eals Comm ittee shall have twentv (20) workine davs to resolve 
the matter. 

Jf the ADoeal s C o w e  cann ot reach a resolution to an ameal then the 
ameal will be f orwarded to ar bitration. 

2 b 

manaee r will be notified in writing of the ADDe als Comm ittee decision. 

- C. 

2, RESOLUTION OF JJEC DISPUTES: 

In the event that the JJEC cann ot reach consensus on the evaluation of a oosition. the 
Committ ee will Drovide a written symmarv outhmne the area s of disaute and the 
rationale for the differing viewuoints. The summarv shall be sent to the Jo int StandinP 
Committee w ith conies forwarded to the incumb ent to the DOS ition and the man aeer no 
later than fiv e (5) w o r u v s  fo llowine the JJEC mee tine. The J oint Standing 
Committee w ill have twentv (20) workine davs to re solve the d isaute. If a resolution is 
not reached in the matter. it will then be r eferred to arb itratioa 

- 3. 

In the event an a m  ea1 or a JJEC d lSDUte is arbitrated. the parties aeree that. where 
possible. it is Dreferable that the arbitrator shall have a knowledee of iob evaluation. 

. .  

ARBITRATION OF APPEALS AND JJEC D ISPUTES: 

The Arbitrator shall be suDolied with all the documentation. e xisting evaluation results, 
job saecifications. as well as individual Dosition ratines for all iobs within the unit Drior 
to the arbitration hearim 
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ARTICLE 9 - PROMOTION, TRANSFERS AND STAFF CHANGES 

9.01 JQQ POSTINGS 

a. Job vacancies will be filled with qualified applicants having regard to the 
necessary job-related knowledge, (Article 3. lo), skills, seniority and abilities for 
the position as prime consideration. A deficiency in job-related knowledge shall 
not, by itself, eliminate a qualified applicant fkom consideration. Where 
qualifications are considered to be relatively equal by the College, the position 
will be awarded to the senior applicant within the bargaining unit. 

All job vacancies (except recalls from lay-offs) where the anticipated term of 
employment is greater than three (3) months shall be posted on the College's 
bulletin boards for a minimum period of six working days. The appearance of the 
advertisements outside the College, should the College deem outside advertising 
advisable, shall not be in advance of an internal posting. 

When a job in a given department is vacant, the job has been posted, and not more 
than ninety (90) days has elapsed since the closing date of the posting, it is not 
necessary for the College to re-post. Selection may be made from the previous or 
last posting at the discretion of the College. 

b. A copy of the job posting notice shall be sent to the Union. The notice shall 
identify the duties and responsibilities of the position, the salarv band and uay 
rate. 

9.02 PROMOTIONS 

Where an eligible applicant disagrees with the College's judgement, the applicant 
or the Union shall have the right to grieve the decision in 
accordance with Article 16.06 (Grievance Steps). 
For the purpose of grievance only, under this article an "eligible applicant" is 
defined as anyone who has successfully completed the probationary period as set 
forth in Article 3.08. 

9.03 FAMILIARIZATION PERIOD ON PROMOTION 

When promoted, the employee shall be in a familiarization period of one ( 1 )  
month. At the discretion of the College, the familiarization period may be 
extended in one (1) month increments for no longer than two (2) additional 
months. If the employee should find the job unsatisfactory or is unable to meet the 
job requirements to the satisfaction of the College, the employee shall be returned 
to hisher former position or to another position with no loss of their former 
salary. 
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9.04 FAMILIARIZATION PERIOD ON TRANSFER 

When transferred, the employee shall be in a familiarization period of one (1) 
month. At the discretion of the College, the familiarization period may be 
extended in one (1) month increments for no longer than two (2) additional 
months. If the employee should find the job unsatisfactory or is unable to meet the 
job requirements to the satisfaction of the College, the employee shall be returned 
to hisher former position or to another position with no loss of their former 
salary. 

9.05 WRITTEN INFORM ATION EMPLO YEES 

Employees who are promoted or transferred as a result of posted vacancies shall 
receive: 

a. written job descriptions of the position, 

b. written notice as to any conditions attached to the promotion or transfer and as 
to whom the employee's supervisor will be. 

9.06 WRITTEN REASON 

An employee who has not been accepted for a promotion or transfer shall receive 
from the Human Resources Department a verbal reason for the rejection, 
including an outline of the areas in which he/she was not qualified. Upon request 
by the employee, the reason@) for the rejection shall be given in writing within 
five (5) working days of the date of request. 

An employee who does not possess the required formal qualifications or skills for 
a position shall be given advice and an opportunity @er 17.05) to upgrade their 
skills in order to qualify for future vacancies, if this can be accomplished within a 
reasonable period of time. 
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ARTICLE 10 - SENIORITY 

10.01 SENIORITY DEFINED 

The College recognizes the principles of seniority in the administration of lay-offs 
and recalls, and job uostines as described in Article 9.01(a). Service seniority is 
defined as total length of service with the College as an employee within the 
bargaining unit as defined in Article 2.01. 

10.02 SENIORI TY LISTS 
The College shall maintain seniority lists showing the emulovee’s name, date 
upon which each employee’s service seniority commenced, and uosition title. 
Seniority lists shall be updated each May and November with copies to be 
distributed to the Union. 

10.03 ACCUMUL ATION SENIORITY 

a. Service senioritv shall be earned bv all emulovees in accordance with the 
suecific urovisions contained in the Collective Ameement including 
Articles 10.03. 10.04. 10.05. 10.06. 10.07. 10.08, 3.05. 3.06. and3.07. 

Service senioritv shall be accrued bv salaried emulovees on the basis of 
calendar months of service. 

Service senioritv shall be accrued bv hourlv uaid emulovees bv actual 
hours worked. to be calculated as follows: 

Months of Service = Total Hours Divided bv 154 rounded to the next 
hiehest month. 

Effective August 1. 1997 the calculation of service senioritv from that date 
forward for hourlv uaid emulovees shall be: 

Months of Service = Total Hours Divided bv 151.67 rounded to the next 
hiehest month. 

When an emulovee loses hisker senioritv (as describedin Article 10.05) 
and at a later uoint re-enters the bargaining unit. the new date of entrv will 
become the emulovee’s date of hire for senioritv uumoses. 

An emulovee who acceuts multiole amointments shall have all hours 
worked in each emulovee categorv. as defined in Article 3 (excluding 
casual). calculated as one uerson for the uumose of accruing seniority 
within that cateeow to a maximum of full-time hours. 

b. 

C. 

d. 

e. 
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10.04 ACCRUED SENIORI TY DURING APPROVED LEAVES 

uemployees shall continue to accrue seniority to a maximum of six months 
during an approved leave of absenc,e, except for leaves as described in Article 
21.06 (Political Leave) in which case the maximum shall be twenty-four (24) 
months. Thereafter the employee's seniority shall be maintained unless lost by 
reason of the provision of Article 10.05. * 

10.05 SENIORI TY 

An employee shall not lose seniority rights if he/she is absent fiom work because 
of sickness, accident, lay-off or leave of absence approved by the College, except 
in the following instances: 

a. 

b. 

He/she is dismissed for just cause; 

He/she resigns in writing. An empl ovee resignine shall sign a form stating 
form. an emnlovee is htsiher volun-e the . .  . .  

monies to b e aaid and ren ounces all senioritv and 

L Unless an employee signifies hisher intention to return to work within 
forty-eight (48) hours after being recalled, * and unless within eight (8) 
working days of being recalled, he/she returns to work or gives a 
legitimate reason for being unable to do so, he/she will be struck off the 
seniority list; 

He/she fails to return to work upon the expiry of an approved leave of 
absence; 

An employee is transferred to or is the successfbl applicant for a position 
outside of the bargaining unit for a period in excess of six (6) months. 
these circumstances. an em01 ovee will lose senioritv rights and be 
removed from th e seniontv list. If the period outside of the bargaining unit 
is less than six (6) months, he/she shall retain hisiher seniority 
accumulated up to the date of leaving the unit, but will not accumulate any 
further seniority mtil the emulove e returns t o the baream ne unit. 

& 

e. 

. .  

. .  

* 
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10.06 SENIORITY RETENTION 

Senioritv shall be retained bv emolovees on lav-off for a oeriod of six (6) months. 
In addition. emulovees with more than six vears of service senioritv will retain 

their senioritv riehts for a oeriod time eaual to one (1) month for each vear of 
service over six vears. However. emolovees can onlv accrue senioritv riehts to a 
maximum total of twelve (12) months. 

10.07 RECALL 

Definition: a calling back to fill the m o s i t i o n  M w i t h i n  the bargaining unit as 
provided for in Article 10.07(b). 

a. Recall List: In case of lay-off an Employee Recall List shall be established. 
Employees shall be listed on the recall list, unless otherwise indicated by the 
employee in writing. 

b. Emulovees Laid of t  An employee who has been laid-off shall have the rieht of 
first refusal to their ureviouslv held oosition should it become available during 
the recall ueriod. and in such an event the iob uostine orocedure (Article 9.011 
shall not be aoolicable. All other oositions shall be filled in accordance with the 
job oostine orocedure and emolovees on lav-off shall be sent couies of such 
postines bv reeular mail. 

c. Length of Recall: An employee shall remain on the Recall List in accordance 
with the provisions of Article 10.05 and Article 10.06. 

d. The College will communicate with employees at the address and telephone 
number left with the College. In the case of recall to an employee’s previously 
held position (Article 10.07@)), a registered letter and a telephone call directed to 
the employee at the last address left with the Human Resources Department shall 
be deemed sufficient notification. It shall be the emolovee’s resuonsibilitv to 
keeu the College informed of hisher current address and telephone number durinp 
the ueriod of lav-off. 

10.08 RECALL PROVISIONS 

When an emulovee is recalled from lav-off. or is on the recall list and the 
successful aoulicant on a iob uostine. then: 

If an emolovee is laid off under the provisions of Article 11 - Lav-off. the 
previous ueriod of emolovment and the lav-off oeriod will be included for the 
purpose of hisher senioritv calculation. but not for waees or vacation entitlement. 
It is suecificallv aereed that the seasonal break will not be included in the 
senioritv calculation. 
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He/she will be elieible for the next statutorv holiday. 

If an emulovee on the recall 1 ist is the su ccessful aaalicant on a iob aostine. it is ameed 
that hehhe shall serve the or obationarv ue nod descn 'bed in Article 3.08. If the emolovee 
should find the iob unsatisfactorv or i s  unable to meet the iob reau irements to the 
Satisfaction of the Colleee. the emu lovee shall be returned to the recall list and shall be 
gntitled to full seniontv retention in acco rdance with Art icle 10.06 comm encine from the 
date of return to th erecall 1 ist . * 
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ARTICLE 11 - LAYOFF 

"LTATION PROCEDURE 

In the event of a contemplated reduction of staff, the College shall advise the 
Standing Committee of the Union and shall give them the relevant information 
relating to the situation. The Union will be given the opportunity to discuss and 
recommend possible alternatives to lay-off. 

The intent of these discussions will be to ensure that priority is given to the 
protection of: 

a. employment with the College, or 

b. a similar position to the employee's existing position, or 

c. the employee's existing position. 

1 1.02 LAY-OFF PROCEDURE 

a. When a reduction of staff is necessary, the affected employee(s) shall be 
advised in person, and the following procedure shall be adopted within the 
department: 

1- Employees serving a probationary period, except as described in 9.03 
(Promotion) and 9.04 (Transfer), will be laid off on the basis of last hired, first 
laid off, 

z Thereafter employees will be laid off on the basis of service seniority. * 

11.03 DISPLACEMENT (BUMPIN G )  

Emulovees serving a orobationarv U eriod (excat as described in Article 9.03 
(Promotion) and 9.04 (Transfer) shall not have disolacement rights. 

Unless suecified otherwise in this Ameement. emulovees shall have the right to 
disulace bargaining unit emulovees with less senioritv. oroviding thev have the 
aualifications. skills and abilities to uerform the job. 

Emulovees exercising their bumping rights as per this article. and who disolace 
bargaining unit emulovees with less senioritv; 
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i) 

ii) 

iii) 

within the same salarv band. shall be uaid at their current rate; 

within a lower salarv band. shall be uaid the Pav Eauitv Tareet Rate for that band; 

within a hieher salarv ban d. shall be uaid at the same rate of uav a s the urevious 
incumbent in the Dosition. or the Ami1 1.2000 Pav Eau itv Tareet Rate. if the 
incumbent was exceution-rated. 

A 11 04 LAY-OFF J'ROVISIO NS 

The College shall not 
writing, at least: 

1. two (2) weeks' notice, or pay in lieu of notice, where the employee has 
completed a period of employment of at least six (6) consecutive months, and 

2. after the comulet ion of a ueriod of emu . lovment of one (1) consecutive veara 
two additional week 's notice. for each subseauen t comu leted Year of emolovment 
JID to a maximum of twentv (20) weeks' notic e. or uav in lieu of notice. 

an employee without giving the employee, in 

The College fiuther agrees: 

a. The right o f w l o v e e s  on the recall list to contribute to benefit plans 
under this Agreement shall continue for the ueriod of senioritv retention, 
sub iect to the uro visions OfArt icles 10.05 (Los s of Senion 'tv) and 10.07 
Recall). This provision is subject to Carrier conditions and with the 
understanding that the employee bears the full premium cost. 

An employee in receipt of lay-off notice may elect to take any accrued 
holidays prior to being considered in a lay-off status. 

Personnel on lay-off will not be considered College employees except for 
the purposes of benefit coverage described in 1 1.04 (a) and recall rights as 
described in 10.05 and 10.07. 

b. 

c. 



35 

ARTICLE 12 - RESIGNATIONS 

12.01 RESIGNATION NOTICE 

An employee shall notify the College of hisher decision to leave the employ of 
the College by giving written notice ten (10) working days in advance of the 
effective date of resignation. The employee shall receive termination pay and 
benefits as provided for in this Agreement. 

An employee failing to give notice without proper cause shall receive termination 
pay and benefits as provided in the statutes of the Province of British Columbia. 
No additional benefit entitlement as provided for in this Agreement shall apply. 

On termination by an employee of hisker employment, the employer shall within 
six (6 )  days after the date of termination of employment pay to the employee all 
wages owing to himher. 

12.02 ABSENCE WITHOUT LEAVE 

If an employee is absent without having notified the department head or without 
having a bona fide reason, such leave may be treated by the College as just cause 
for discipline. Repeated absence without leave shall be just cause for termination. 

12.03 FAILURE TO REPORT FOR DUTY 

An employee who fails to report for duty for three (3) consecutive working days 
without informing the College of the reason for hisker absence shall be presumed 
to have abandoned hisiher position (see Article 12.01). 

An employee shall be afforded the opportunity to rebut such presumption and 
demonstrate that there was just cause for not informing the College. 

Ifjust cause can be shown, the employee may return to hisiher position. 



36 

ARTICLE 13 - HOURS OF WORK 

13.01 STANDARD WORK DAY AND S TANDARD WORK WEEK 

Except as limited or modified by this Article, the standard workday shall be seven 
(7) working hours per day exclusive of a meal period. The standard work week 
shall consist of five ( 5 )  consecutive days of work, with two (2) consecutive days 
off. 

The parties agree that modification of the two consecutive days off per work week 
is permitted with the written agreement of the affected employee. This is 
understood to be applicable for the following job categories: 

Library Assistant I 
Library Assistant I1 
Cafeteria Assistant I, including Dishwasher, Short Order Cook 
Cafeteria Cashier 
Gym Clerk, Evenings 

It is agreed that other job categories may be added with the mutual agreement of 
the parties. 

13.02 MODIFIED WORK WEEK 

It is agreed that the College may, for a specified period of time, introduce 
modified work week scheduling which shall alter the maximum number of hours 
worked in any standard work week provided there is acceptance by the majority of 
affected employee(s) in the department and provided the total hours worked bi- 
weekly does not exceed seventy (70) hours. Where such modified work week 
arrangements are mutually acceptable to the parties, restrictive overtime 
provisions shall be waived. 

13.03 RELIEF PERIODS 

An employee shall be entitled to meal and paid relief periods as follows: 

- in excess of seven (7) working hours, (Article 13.02) - one meal period of 

in excess of six (6) and up to seven (7) working hours - one meal period of 

no more than one (1) hour, and two (2) twenty (20) minute breaks, 

- 
no less than thirty (30) minutes and no more than one (1) hour, and two (2) 
fifteen (1 5) minute breaks, 

- in excess of five (5) and up to six (6) working hours - one meal period of 
thirty (30) minutes, and two (2) fifteen (15) minute breaks, 
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- in excess of four (4) and up to five (5) working hours - one meal period of 
thirty (30) minutes, and one (1) fifteen (15) minute break, up to four (4) 
working hours - one (1) fifteen (15) minute break. 

Providing the departmental requirements are met, the time of the meal break shall 
be at the employee's convenience. In departments where complex scheduling is 
required, the department head or designate will make the schedule for meal and 
paid relief periods after the employees have submitted their preferences. If an 
employee is required by the College to remain at the place of work during a 
normal meal period and the employee is unable to reschedule this time, the 
employee will be compensated for the time lost at applicable overtime rates. 

13.04 WORK WEEK DEFINITION 

a. The work week shall be understood to begin at 12:Ol a.m. Sunday and shall end 
12:OO midnight Saturday following. 

b. The normal workday shall be between the hours of 7:OO a.m. and 7:OO p.m. 

13.05 REGULAR WORK WEEK AND WORK DAY 

a. Regular work week shall mean an employee's regular scheduled work week. 

b. Regular work days shall mean an employee's regular scheduled work day 
and/or hours of work. 

13.06 SPLIT SHIFTS 

Where there is an incumbent employee, there shall be no split shifts unless 
mutually agreed upon by the employee, the College and the Union Standing 
Committee. 

13.07 POSTING OF SHIFT SCHEDULES 

Shift schedules for regular employees will be posted ten (10) calendar days before 
the effective date. 

The College may introduce an emergency shift change providing they give the 
employee twenty-four (24) hours' notice and providing the employee approves the 
change. Such approval will not be unreasonably withheld. 



38 

13.08 SHO RT CHANG EOVER 

If shifts are scheduled so that there are not ten (10) hours between the end of an 
employee's shift and the start of the employee's next shift, overtime rates shall 
apply to hours worked on the succeeding shift which fall short of the ten hour 
minimum, with a guaranteed minimum three and one-half (3 1/2) hours of the 
second shift to be paid at overtime rates. 
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ARTICLE 14 - OVERTIME 

14.01 DEFINITION 

a. Overtime means any working hours on duty in excess of the seven (7) hour 
working day and/or thirty-five (35) hour working week. 

b. Straight time means the regular rate of remuneration. 

c. Time-and-one-half means one-and-one-half times the straight time rate 

d. Double time means twice the straight time rate. 

e. Compensating time off means the product of overtime hours worked times the 
applicable overtime factor. 

14.02 RIGHT TO REFUSE OVERTIME 

All overtime shall be voluntary, except as required by the College under serious 
emergency circumstances. Employees may refuse overtime individually except as 
noted above without being subject to disciplinary action, but there shall be no 
concerted refusals of overtime. 

14.03 OVERTIME COMPENSATION 

The College will attempt to distribute overtime as fairly and equitably as is 
practical. All overtime must have the prior written authorization of a College 
administrator and/or designated supervisor. Where this is impractical, written 
authorization may be granted on the following working day. 

a. The first four (4) hours per day or eight (8) hours per week worked in excess of 
seven (7) hours per day or thirty-five (35) hours per week shall be compensated at 
a rate of time-and-one-half. 

b. All overtime hours worked in excess of (a) above in any work week shall be 
compensated at the rate of double time. 

c. An employee who works on a regular scheduled day of rest after a five (5) day 
work week, shall be compensated at the rate of double time for all hours worked 
on that day. 
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d. An employee who is on a modified work week schedule and who works on a 
day of rest shall be compensated according to the overtime formula established in 
paragraphs (a) and (b) above for the first day of rest worked. If any M h e r  work is 
required of the employee which prevents two consecutive days off for the 
employee, hours worked on the second and third days of rest shall be 
compensated as in Article 14.03(c). 

e. An employee who works a designated holiday, as defined in Article 18, shall 
receive double time for all hours worked on that day and the holiday shall be 
rescheduled to a time mutually agreeable to the employee and the College. 

f. An employee shall receive pay for overtime compensation or may request 
equivalent compensating time off in lieu of being paid at the time the overtime is 
authorized. 

g. An employee may accumulate no more than seventy (70) hours of overtime. 
The employee who has accumulated seventy (70) hours of overtime must then 
elect to reduce the accumulated hours by taking payment at the applicable hourly 
rate, or by taking compensating time off at a time mutually agreed upon by the 
employee and the College. 

h. Compensating time off must be taken at the earned rate of pay. The College 
firther agrees to show all banked overtime in hours and gross dollar amounts. 

14.04 C-s 

Where an employee has left the College after the regular scheduled working day 
and arrangements for the employee to work overtime have not been made and the 
employee has been called back to work, the employee shall receive a minimum of 
four (4) hours overtime, provided the employee commences work. Where the 
employee does not commence work, the employee shall receive a minimum two 
(2) hours overtime. Where an employee has not left after the regular working 
hours or arrangements have been made for reporting back to work at a specific 
time, this call out provision shall not apply. 

An employee who is called out will be compensated for cab fare, to and from the 
College, or the mileage per C.N.C. expense rates. 
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14.05 OVERTIME MINIMUM 

An employee may be required to work for up to fifteen (1 5 )  minutes beyond the 
normal seven (7) hour work day without additional compensation. However, it is 
understood that the employee's following work day will be reduced by an equal 
amount of time. Any authorized time in excess of fifteen minutes will be paid at 
overtime rates, with a minimum of one (1) hour being earned. 

14.06 OVERTIME BREAKS 

All employees who are requested to remain at work for a period of two (2) hours 
or more beyond their regular working hours shall receive a one-half hour paid 
break. The break may be taken before, during or after the overtime period. 
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ARTICLE 15 - DISMISSAL, SUSPENSION AND DISCIPLINE 

15.01 No employee shall be disciplined, suspended or dismissed except for just cause. 
Demonstration of iust cause is the resuonsibilitv of the College. * 

1 5.02 NGHT TO SHOP S TEWARD REPRESENTATION 

An employee has the right to Shop Steward or Union Executive representation in 
any disciplinary matter. A disciplinary matter, for the purposes of this Article, is 
defined as any written censure to be put on the employee's personnel record, 
exclusive of performance evaluations. In the event of formal discipline by verbal 
censure, an employee has the right to shop steward or union executive 
representation. 

15.03 RIGHT TO GRIE VE 

An employee considered by the Union to be wrongfully or unjustly disciplined, 
suspended, dismissed or reprimanded, shall be entitled to recourse under the 
grievance procedure in accordance with Article 16 of this Agreement. 

15.04 UNJUS T CAUSE 

In all cases of suspension or dismissa 1 or other disciplinary actions, the burden of 
proof ofjust cause shall rest with the College. If, as a result of the grievance 
procedure, it is found that an employee has been dismissed, suspended or 
disciplined, for unjust cause, the decision or award which results from the 
grievance procedure shall be carried out. In the case of a probationary employee, 
just cause shall include failure to perform the job to the satisfaction of the 
College. 

15.05 PROGRESS IVE DISCIPLINE 

The value of uroeressive discidine with the aim of beine c orrective in auolication 
is recognized bv b 0th uart ies. Therefore. exceu t in extreme cases such as moss 
misconduct. discidine or dismissal for iust cause should be ureceded bv a 
documented record of some or all of the followine: counse ling. warnings (written 
or oral) andor susue nsions. 
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15.06 ADVERSE REPORTS 

The College shall notifv an emolovee in writing of any exuression of 
dissatisfaction concerning hisher work within ten (10) working davs of the event 
of the complaint. with a couv to the Chair of the Union Standiner Committee. 
This notice shall include uarticulars of the work uerformance which led to such 
dissatisfaction. If this urocedure is not followed. such exuression of 
dissatisfaction shall not become a uart of hisher oersonnel file for use against 
hindher at anv time. The emulovee’s reulv to such comulaint. accusation or 
exuression of dissatisfaction shall become uart of hisker uersonnel file. 

15.07 PERSONNEL FILES 

During normal working hours, and in the presence of a Human Resources 
Department staff member, every employee has the right of access to hisher 
personnel file. Every employee shall receive a copy of any document which may 
be the basis of disciplinary action at the time that the document is inserted in the 
personnel file. An employee shall receive, upon request, a copy of any document 
in hisher personnel file. 

The personnel file shall contain only valid and relevant material. An employee 
may request, in writing, that material be removed from hisher personnel file, and 
such request will become part of the personnel file. At an emulovee’s reauest. the 
College shall add an emulovee’s resoonse to anv document in hisher oersonnel - file. 

The Colleee amees that there shall be onlv one uersonnel file for each emulovee 
and that no reuort relating to the emulovee’s conduct or uerformance mav be used 
against himher in the grievance urocedure nor at arbitration unless such reuort 
and anv written memos/letters used as the basis for the reuort are uart of the 
personnel file. 

Emolovees are advised that the Human Resources Deuartment maintains a Job 
Evaluation file for each iob descriution in the Colleee. which contains all 
information related to a suecific oosition includine anv submissions or 
corresoondence from an incumbent emulovee concerning that Dosition. An 
emolovee is entitled to review the Job Evaluation file in the uresence of a Human 
Resources Deuartment staff member. 

Documents of a discidinan, nature shall be removed from an emulovee’s 
personnel file after a ueriod of: 
a. 

b. 
provided there has been no further infractions within the above time limits. 

36 months for discidine which involves a susuension or an issue which 
involves the health and safetv of students. 
24 months for all other disciuline 
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15.08 SUS PENSION 

Susoension shall be ureceded or accomoanied bv written notice. including the 

$e orovided to the Union Chair of the Standine Committe e and the Union 
President. 

In case s of susuens ion. the President shall reuort th e action to the Board with a 
statement of hisher reas ons, 

slurat ion of the susoens ion and a statement of reasons. A couv of the notice shall 

1. 

2. An emolovee. in accor dance with Section 26i4). Col1 eve and Institute Act 1979, 
mav a m  ea1 the susuens ion to the Board. 

&mens1 'on of a non-urobationarv emolovee mav be with or without oav and 
benefits. However. con sistent with a oromessive disciolinarv mo del. an euisode 
of susuension with pav and b enefits Will normah orecede an eui sode of 
susoension without uav and b enefits, 

15.09 DISMISSAL 

1. . .  When the President determines tha t there is iu st cause for dismissal. he/she shall 
n otifv the emolov e e & the Umon Cha 'r of the Standi nc Commi 'ttee. in writing, 
with a CODV t o the UN 'on President. ou- the reasons fo r this determination 
and sta tine anv charee s which have been made and bv whom thev were made. 

Within seve n (7) calendar davs of such n otification. the P resident shall meet with 
the e m 1  ovee for a ful 1-d' iscussion of the reasons for the moo osed 
dismissal. Each 
cho ice. W m o u r  ( 4 1 war dav softhem eetine: ' 

a) 

b) 

c) 

The emolovee shall have the riuht to auuear before the Boar d at the time a 
recommendation for dismissal is made. and to U resent or have uresented hisher 
weum ents to the Board. He/she mav be accomuam 'ed bv observers or 
sookesoersons of h isiher choice. 

. .  

2. 

mav be a c c o m d  bv ers or advisors of hisher 

the President mav dec' ide to withdra w dismiss a1 oroceedines. or 

the emolovee mav d ecide ' to offer hlsker resimation. 

[he President mav decide t o recommend d ismissal to the Board. 

3. 
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4. The Board shall notifv the emulovee and the Union Chair of the Standing 
Committee. with a CODY to the Union President. with resuect to anv dismissal 

has been reach. 

5. 1 
proceedines. Uuon Written receiut bv the emulovee of the Board’s dismissal 

d en fits sh 11 cease. 
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ARTICLE 16 - ADJUSTMENT OF COMPLAINTS 

16.01 GRIEVANCE PROCEDURE 

The College and the Union recognize that grievances may occur. A grievance is 
any complaint or difference between the parties relating to the application, 
administration, operation, interpretation or alleged violation of this Agreement or 
to whether any matter in the Agreement is arbitrable. 

An employee is encouraged to discuss, prior to the formal initiation of a 
grievance, any grievance or other complaints relating to hisher employment with 
hisher supervisor or manager. 

Where a dispute involving a question of general application or interpretation of 
the Agreement occurs or where a group of employees has a grievance regarding 
the Agreement, the Union shall submit the grievance, in writing, directly to 
Step 2. 

Grievances arising out of unjust dismissal disputes shall commence the grievance 
procedure at Step 2. Grievances arising out of the failure to resolve classification 
disputes to the satisfaction of the employee shall commence the grievance 
procedure at Step 3. 

It is understood that in all discussions concerning grievances, any National Union 
Representative may accompany the Union in theirmeetings with College 
Officials. 

16.02 TIME OFF 

Except in the circumstances of the immediate suspension or dismissal, by mutual 
arrangement with the employee's manager or director, an employee shall be 
permitted the necessary time off without loss of pay and benefits to attend to the 
adjustment of the grievance and may be present at any step in the grievance 
procedure if so requested by either party. 

16.03 WAIVER OF TIME LIMITS 

The parties may, by mutual written consent, waive any stage or time limit of the 
grievance procedure described in 16.06 andor the arbitration procedure described 
in 16.09(d). 
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16.04 FAILURE TO COMPLY WITH TIME LIMITS 

Failure by the Union to comply with the time limits specified herein shall render 
the grievance untimely and the grievance shall be considered abandoned. Failure 
of the College to comply with the time limits shall advance the grievance to the 
next step. 

16.05 COMMITTEES 

When required, the College shall appoint a three member committee from 
members of administration to be called the Labour Committee, one member of 
which shall be designated as Chair. 

When required, the Union shall appoint a three member Standing Grievance 
Committee, comprised of members of Local #29, one member of which shall be 
designated as Chair. 

The Standing Grievance Committee, or its representative, shall, as provided in 
Step 2 of the Grievance Procedure, meet with the Labour Committee or its 
representatives for the purpose of discussing and negotiating a settlement of any 
grievance arising between the College and an employee, or any dispute arising 
between the College and the Union. Where a decision has been made by the 
Union and the College on a grievance, a memorandum shall be made of any 
agreement reached and shall be initialled by all members present, and copies shall 
be circulated to the Stewards, the Union and to the College administration. 

16.06 GRIEVANCE STEPS 

An individual grievance may be formally initiated by the Union and the employee 
and shall proceed by the following steps: 

The date of receipt of the complaint shall be within ten (10) working days of the 
occurrence of the alleged grievable act. An employee who has a formal grievance 
shall first go to the Director or Manager directly in charge of the department. The 
employee shall be accompanied or represented by a Steward or,a designated 
representative of the Union. The Directorhianager shall be presented with the 
grievance form. The DirectorManager shall explore the complaint verbally. 
Unless otherwise mutually agreed, the parties shall be given the maximum of five 
(5) working days to solve the grievance. The Directorhianager shall submit a 
written response to the employee and the Union within the specified time limits. 



If the grievance is not resolved within five ( 5 )  working days of Step 1, it should 
be referred to the Standing Grievance Committee and the College Labour 
Committee. These committees shall be given five ( 5 )  working days in which to 
resolve the grievance. 

If the grievance is not satisfactorily resolved at Step 2, the Union shall submit the 
grievance, in writing, to the President within ten (10) working days of receipt of 
the reply as set out in Step 2. The Union and the President shall meet within five 
(5) working days of the receipt of the grievance. The President shall submit a 
written reply within five (5) working days of the meeting. 

If the grievance is not resolved at Step 3, the Union may refer the grievance to 
Arbitration or to the Early Intervention Procedure. The Union shall submit a 
written notice of intent to proceed to arbitration to the College within five (5) 
working days. 

16.07 COLLEGE GRIEVANCE 

Grievances formally initiated by the College shall be submitted in writing within 
ten (10) working days of the occurrence of the alleged grievable acts at Step 2 of 
the Grievance Procedure. 

16.08 EARLY INTERVE” 
a. Where a difference arises between the parties relating to the dismissal, 
discipline or suspension of an employee, or to the interpretation, application, 
operation, or alleged violation of this Agreement, including any question as to 
whether a matter is arbitrable, during the term of the collective agreement, a 
person selected by mutual agreement of the parties, shall at the request of either 
Party - 
(i) investigate the difference; (ii) define the issue in thepifference; and (iii) make 
written recommendations to resolve the difference within five (5) working days of 
the date of receipt of request; and, for those five ( 5 )  working days from that date, 
time does not run in respect of the grievance procedure. 

b. A person selected under this section, upon mutual request of the parties, 
may make a binding decision in regard to the difference in a manner 
consistent with the principles and procedures set out in 16.09 
(Arbitration). 
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c. Each party to the Early Intervention Procedure shall pay its own expenses and 
costs and one-half (1/2) of the compensation and expenses of the Early 
Intervention person and of stenographic and other expenses of the Early 
Intervention Procedure except if, according to Section 112 of the Labour 
Relations Code of British Columbia, the Minister of Finance authorizes payment 
towards this procedure in which case the share shall be one-third each. 

16.09 ARB ITRATION 

The Arbitration Board shall consist of one member who shall be selected through 
the mutual agreement of the parties. 

a. The Arbitration Board may determine appropriate procedures in accordance 
with the Labour Relations Code of British Columbia and shall give full 
opportunity to all parties to present evidence and make representations. The 
Arbitration Board shall hear and determine the dispute or allegation and shall 
make every effort to render a decision within reasonable time. 

b. Decision of the Arbitration Board - The decision of the Arbitration Board shall 
be final and binding on both parties. The Arbitration Board shall not make any 
award contrary to the conditions or articles of this Agreement, or in amendment to 
this Agreement. 

c. Expenses of Arbitration - Each party to the arbitration shall pay its own 
expenses and costs of arbitration and one-half of the compensation and expenses 
of the Arbitration Board and of stenographic and other expenses of the Arbitration 
Board. 

d. When a grievance proceeds to arbitration, the hearing shall be held within sixty 
(60) days of the written notice l?om the College or the Union. 
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ARTICLE 17 - CAREER DEVELOPMENT 

17.01 PURPOSE OF CARE ER DEVELOPMENT AND ON-THE-JOB-TRAINING 

The College recognizes its responsibilities for the on-the-job training of its 
employees and will make every effort to train employees as necessary under the 
direction of qualified personnel, in order that the employee may perform the 
duties outlined in the position description, to maintain the efficient operation of 
the College at all times. 

The parties recognize the need to provide employees with the opportunity for 
career development by enabling them to prepare for promotional advancement 
and to improve their present skills. The provisions of the article are intended to 
assist employees in maintaining and improving skills and/or to assist in preparing 
them for foreseeable jobs within the College, at the same time recognizing the 
employees' responsibilities in these matters, 

17.02 TRAINING LEAVE 

When the College requires an employee to hrther hisher job related training, the 
College will grant leave with pay to such employees to allow them to take 
courses, training, or seminars provided such training is during the employee's 
regularly scheduled hours of work. The College shall also reimburse the employee 
for such travelling, subsistence, and other related expenses as previously approved 
by the College. The employee shall not be required to make up any time missed 
&om work to participate in such training and development. 

Leave may be granted under the conditions outlined above upon application by an 
employee to the Human Resources Department. 

17.03 SUPPORT FOR JOB RJZLAmD T W G  A T CNC 

When the College authorizes an employee to enrol in a course, training program, 
or seminar, for the purpose of advancing the employee's job related skills; and 
upon completion of the course, training program, or seminar, the College shall 
reimburse the cost, including tuition, entrance or registration fee, laboratory fee, 
examination fee, and course related books. The length qf the course approval 
period shall be stated in the written authorization at the time of granting of 
approval. 

When the College requires an employee to enrol in a course, training program or 
seminar, the College shall bear the full costs, 17.03 as described above, in 
advance. 
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Furthermore, when the College requires enrollment in a course, training program 
or seminar, the employee's work week shall be reduced by the number of 
instructional hours spent in such courses, training programs or seminars during 
that week. For the purposes of this clause, employees will not be eligible for 
overtime payment (Article 14.03 shall not apply). If an employee attends a course, 
training program, or seminar on a statutory holiday, he/she will be entitled to a 
day off with pay in lieu of the statutory holiday. 

In the event that an employee is required to enroll in a course in order to meet the 
qualifications required for a position that the employee is being promoted to or 
hired for, the preceding paragraph may be waived by the College and the cost of 
the course, training program or seminar will be at the expense of the employee. 

17.04 COLLEGE COURS ES 

Regular, Seasonal and Special Employees their SDouses and dewndent children, 
shall be exempted from tuition fees for all CNC courses providing that: 

a. they are not one of the minimum number required to ensure "go" status of the 
course, 

b. there is a vacant seat for the employee, snouse or deuendent children on the 
first day of class. If there is a vacant seat on the first dav of class and an 
emplovee. suouse or daendent child has euaranteed a seat bv oavine the tuition, 
he/she shall be entitled to a tuition refund for the course. If a seat becomes vacant 
after the first dav of class and there is no Drosoective fee-Pavine student on a wait 
list. and an emdovee. sDouse or dewndent child has not euaranteed a seat bv 
paving the tuition, he/she shall be exemoted from uavine tuition fees. 

Admission reauirements shall amlv to all orosnective students and shall not be 
waived for the uumoses of this article. 

The urospective student is not exemuted &om anv other non-tuition fees or 
material costs which students mav be reauired to uav. or from any other 
reauirements students are exDected to fulfill. 

For the Dumoses of this article. deuendent children shall be dekned as children 
under the aee of twentv-five (25) vears residing with the emalovee. 
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17.05 SKILLS DEVELOPMENT 

The College and the Union recognize the principle of human resource 
development through skill-upgrading in line with career development as it relates 
to opportunity for advancement in the service of the College. 

Where it is possible to foresee the future utilization of such skill upgrading, 
Regular, Seasonal and Special Employees, having been employed by the College 
for 3 months, may apply to the Divisional Director or Manager to take a course or 
seminar related to skill-upgrading. Upon approval, such leave shall be with pay. 

Upon execution of this Agreement. the College will establish a Skills Upgrading 
Leave Allowance of three hundred and sixty (360) days of paid leave. The Skills 
Upgrading Leave Allowance will be "topped up" each April 1st to the level of 
three hundred and sixty (360) days of paid leave available. Regular, Seasonal or 
Special Employees may submit Skills Upgrading Leave proposals to the Human 
Resources Manager who will administer the Leave Allowance and the College 
shall provide the Union Stand ine Comm ittee with a report on the use of the 
Allowance semi-annually, JUNE 30th and DECEMBER 31st. 
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ARTICLE 18 - STATUTORY HOLIDAYS 

18.01 PAID STATUTORY HOLIDAYS 

The College shall grant as paid statutory holidays: New Year's Day, Good Friday, 
Easter Monday, Victoria Day, Canada Day, B.C. Day, Labour Day, Thanksgiving 
Day, Remembrance Day, Christmas Day, Boxing Day, and all other such holidays 
as declared by the local municipal government, province of British Columbia, or 
Government of Canada. 

18.02 HOLIDAYS FALLING ON A SATURDAY OR SUNDAY 

When any paid holiday (as per Article 18.01) falls on a Saturday, the following 
Monday shall be observed. When any paid holiday falls on a Sunday, the 
following Monday, or Tuesday where the preceding section already applies to the 
Monday, shall be observed. Where the College and the Union agree, a paid 
holiday (as per Article 18.01) may be rescheduled at a mutually agreeable time. 

a. When a paid holiday falls on an employee's day of rest other than a Saturday or 
Sunday and the employee is working a modified work week, the employee shall 
be given seven (7) hours off with pay in lieu at a mutually agreeable time. 

b. Subject to subsection (a), when a paid holiday falls on an employee's day of rest 
other than on a Saturday or Sunday, the employee shall be given a day off with 
pay in lieu at a mutually agreeable time. 

18.03 EMPLOYEES REOWRED TO WORK ON A PAID HOLIDAY 

An employee who works on a paid holiday shall receive double time for all hours 
worked on that day and the holiday shall be rescheduled to a time mutually 
agreeable to the employee and the College @er Article 14.03(e)). 

18.04 PAID HOLIDAY DURING VACATIONS 

When a day of paid holiday falls during an employee's vacation time, the paid 
holiday shall not count as a day of vacation nor as a day worked. The employee 
may reschedule that day of vacation time to coincide with their vacation or at 
some other mutually agreeable time. 
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18.05 PAYMENT FOR STATUTORY HOLIDAYS 

Subject to Article 7.04 Wght to Refuse to Cross Picket Lines), regular employees 
shall not have their pay reduced by virtue of holidays specified in Article 18.01 
and 18.06. Other employees, if they have worked the last scheduled day before 
and the day after the paid holiday, shall receive holiday pay based on the number 
of scheduled hours in the previous month as specified in the employee's hiring 
form, divided by the number of days of scheduled work, times the hourly 
equivalent rate for the employee. 

18.06 COLLEGE HOLIDAY 

A College holiday is any day other than a Saturday, Sunday, or statutory holiday 
on which the College is closed by official declaration. 

An employee required to work a College holiday shall receive double time for all 
hours worked on that day and the holiday shall be rescheduled to a time mutually 
agreeable to the employee and the College (per Article 14.03(e)). 
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ARTICLE 19 - VACATIONS 

19.0 1 ANNUAL VACATION ENTITLEMENT 

a. Regular full-time employees shall be granted vacation with pay on the 
following basis: 

1. 1.25 days per month from anniversary date 
inclusive, 

2. 1.67 days per month from month 49 to 96 inclusive, 

3. 2.08 days per month from month 97 to 156 inclusive. 

4. 2.50 days per month from month 156 onwards. 

to month 48 

Only that vacation which has been earned may be taken at any given date subject 
to (c) below. 

b. All other employees working less than a thirty-five (35) hour week or for less 
than twelve (12) months, will not be entitled to the vacation outlined above, but to 
pay on each pay cheque for the vacation period on a pro rata basis as per (a) 
above, according to the actual hours worked in the calendar year. 

c. Probationary employees will not normally be allowed to take vacation until 
after their probationary period has been served. 

d. Vacation in excess of one year's entitlement shall not normally be carried 
forward from one fiscal year to the next. Approval to carry the excess vacation 
entitlement forward may be requested by application to the appropriate 
Department Head before February 1st. 

e. The College agrees to supply each employee with a report of unused vacation 
entitlement on a regular basis. 
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19.02 VACATION SCHE DULING 

By April 30th of each year, an employee in a department will recommend a 
vacation schedule to be submitted to the department head or designate for 
approval. Acceptance or rejection of such vacation requests will be given by May 
3 1.  The schedule may be changed thereafter at the request of the employee if 
acceptable to the department concerned. 

Conflicts in vacation scheduling will be settled by the department supervisor, with 
seniority in the department as the prime consideration. 

When requested by an employee, an employee shall be entitled to schedule a 
minimum vacation period of ten (10) consecutive working days. 

Where an employee wishes to split a vacation period any other choice of vacation 
time shall be made only after all olher employees have made their initial selection. 

19.03 PAY C H E O W  

Employees may, upon giving a minimum of fifteen (15) working days advanced 
written notice to the Human Resources Department, receive on the last working 
day preceding commencement of their vacation, any cheques which would 
normally fall due during the period of their vacation. These cheques will be dated 
for the last working day prior to their vacation period. 

19.04 NO TERMINATION. LA Y-OFF OR LOSS OF SENIORIT Y 

No employee shall be terminated or laid-off while on vacation. 
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ARTICLE 20 - SICK LEAVE 

20.01 NOTIFICATION. PROOF OF ILLNESS. AND FAMILY SICK LEAVE 

a. In positions where replacement personnel would normally be required, 
notification of anticipated absence must be given to the appropriate 
College department no later than two (2) hours prior to the commencement 
of the shift, except where this proves impossible. In positions where 
replacement personnel would not normally be required, notification of 
anticipated absence to the appropriate College department should be made 
as soon as possible after the commencement of the shift. For the purpose 
of this Article, replacement personnel shall be security guards and day care 
personnel. Any new positions that may fall into this categoty shall be 
settled according to Article 27.03. 

In case of absence of five (5 )  days or longer, a proof of illness may be 
requested by the College. The proof of illness may take the form of a 
medical certificate. If there is any charge for this proof, the College will 
absorb the cost. 

If an employee has repeated absences of a short term duration, he/she may 
be advised that proof of illness will be required for future absences. 

An employee is entitled, upon approval by the Divisional Director or 
Manager, to use annual sick leave entitlement up to a maximum of ten 
(10) days per entitlement year (20.02) for family sick leave purposes in the 
following circumstances: 

in the case of illness of a member of the immediate family of an employee, 
when no one at home other than the employee can provide for the needs of 
the ill person; or 

b. 

1. 

2. 

3. 

Such approval will not be unreasonably withheld. For the urn oses of this article, 
“immediate familv” is defined as an emplovee’s suouse and any of the following 
relatives of an emulovee: uarent. parent-in-law. steD-uarent. child. steu-child, 
foster child. brother. sister. manduarent. manduarent-in-law. mandchild: or any 
other uerson uermanentlv residing in the emulovee’s household. and any other 
person with the auuroval of the auprouriate Vice-president. The word ‘‘suouse’’ 
shall be deemed to include a common-law suouse. 

when a spouse or dependent child is hospitalized, or 

in the event of the birth or adoption of a child. 
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20.02 ,SICK LEAVE ALLOTMENT 

A full-time employee shall accumulate sick leave credits on the basis of one-and- 
one-half (1.5) days per month. Part-time employees shall accumulate sick leave 
credits on the proportionate basis to full-time based upon the actual hours worked 
in a calendar month. 

Employees may accumulate up on one hundred and twenty (120) working days 
sick time. 

In addition, if an employee has used the ten (10) days of family sick leave in an 
entitlement year (Article 20.01) and the employee requires up to twelve (12) days 
of paid sick leave for use in a personal disability in the same year, then the 
College agrees to grant up to four (4) days of additional paid sick leave. It is 
understood that there will be no banking of the additional sick leave time into 
subsequent years except in the case of an employee who has used family sick 
leave to the extent that he/she does not have a possible twelve (12) days of 
personal sick leave in an entitlement year, 

For the purposes of this Article, the entitlement year should be based on the 
employee's initial commencement date with the College. 

20.03 SICK LEAVE PAYMENT 

Sick leave credits may only be used for illness (subject to 20.01) or in accordance 
with the Wellness Incentive Plan Letter of Agreement. In the event that an 
employee's absence exceeds their accumulated sick credits, the employee may 
borrow against future earned sick leave provided that a qualified medical 
practitioner certifies that the employee is seriously ill, that the nature of the illness 
is specified, and that the employee's request for leave is submitted in writing. The 
borrowed leave entitlement shall be limited to the amount of benefits that the 
employee would otherwise be entitled to under the Employment Insurance Act. 
In the event that an employee's absence exceeds this amount, the employee will be 
placed on leave of absence without pay for the duration of the illness or twelve 
(12) months whichever occurs first. 

After twelve (12) months and within ninety (90) days thereof the employee may 
request hisher name to be placed on the Recall List. 

Where the leave is expected to exceed six (6) months, the Union will agree to a 
special appointment as per Article 3.06. 
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20.04 CONVERSION 

The College agrees that an employee may utilize accumulated vacation and/or 
compensating overtime accumulated if sick leave credits have expired. 

20.05 LONG TERM KLNESS 

Should a full-time employee have a single illness exceeding ninety (90) days 
duration, and all sick leave credits have been used, the benefits of the Long Term 
Disability Plan outlined in Article 26.01(d) of this Agreement shall apply. 

An employee accepted on the Long Term Disability shall continue to receive all 
fiinge benefits (except pension) he/she is entitled to as set forth in this Agreement 
for a maximum period of twelve (12) months. After twelve (12) months of 
becoming eligible for Long Term Disability and within ninety (90) days thereof, 
the employee may request hisher name to be placed on the Recall List.. 

If an employee receives benefits under the Disability Insurance Plan (LTD), the 
College shall pay to the employee the difference between the benefit and the 
employee's full salary for as long as the accumulated and borrowed sick leave 
credits permit. In such cases, the charge against the employee's sick leave credits 
shall be in the same proportion that the College's payment bears to the full salary 
of the employee computed at the end of each month to the nearest half-day. 

20.06 STATUS REPORT 

The College agrees to supply each employee with an annual report of accumulated 
sick leave as at March 31st. 

20.07 OCCUPATIONAL DISABILITY 

An employee prevented &om performing hisher regular work with the College on 
account of an occupational disability that is recognized by the Workers' 
Compensation Board as compensable within the meaning of $e Act shall 
continue to receive hisker regular salary provided that the Workers' 
Compensation Board payments are paid directly to the College for the absence. If 
an employee suffers a disability for which the payment is in dispute with the 
Workers' Compensation Board the employee shall continue to receive hisker 
regular salary subject to the provisions of Article 20 (Sick Leave). If the Workers' 
Compensation Board claim is subsequently established the employee will then 
repay the College for the sick leave payment received. 
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20.08 WTIREMENT PAYOUT 
Upon resignation for the purposes of retirement and when a regular employee has 
fulfilled the retirement requirements under the Municipal Pension Plan said 
employee shall be paid the cash equivalent to hisher accumulated sick leave up to 
a maximum of sixty (60) days. The cash equivalent shall be at the rate of pay in 
effect immediately prior to retirement. 
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ARTICLE 21- BEREAVEMENT AND OTHER LEAVE 

2 1 .O 1 BEREAVEMENT LEAVE 

In the case of bereavement in the immediate family, a Regular, Seasonal or 
Special employee, not on leave of absence without pay, shall be entitled to special 
leave at the employee's regular rate of pay, from the date of death to and including 
the date of funeral with, if necessary, an allowance for immediate travelling time. 
Such leave shall normally not exceed five (5) working days. Any additional leave 
shall be without pay, or as a charge to earned time off or vacation time. 

Immediate family is defined as an employee's spouse and any of the following 
relatives of an employee: parent, parent-in-law, step-parent, child, step-child, 
foster child, brother, sister, grandparent, grandparent-inlaw, grandchild; or any 
other person permanently residing in the employee's household, and any other 
person with the approval of the appropriate Vice-president. The word "spouse" 
shall be deemed to include a common-law spouse. 

21.02 LEAVE COURT APPEARANC ES 

When summoned to serve on a jury or when subpoenaed as a witness in criminal 
or civil proceedings, an employee shall continue to receive regular pay. The 
employee shall turn over to the College any monies received for a court 
appearance. Leave of absence to appear in one's own defence will be without pay. 

21.03 ELECTIONS 

An employee eligible to vote in a Federal, Provincial, or Municipal election or 
referendum shall have four (4) consecutive hours during the hours in which the 
polls are open in which to cast a ballot. The College will designate the time of day 
in which the four (4) hours may be taken. 

21.04 GENERAL LEAVE 

a. Employees may request leave of absence without pay. Such request for leave 
shall be in writing to the department head. Upon return from general leave, the 
employee is assured, subject to the provisions of Articles 10 q d  11 ,  (Seniority 
and Lay-off) of resuming a position of equivalent salary level. 

b. In the event of a personal emergency which prevents the application for leave to 
be made in writing, the employee will make every effort to personally advise the 
College, or shall have the College advised, of the reasons for the emergency 
absence which the employee wishes to have treated as general leave. 
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21.05 EXCHANGE LEAVE 

An employee may negotiate with the College to exchange positions with an 
employee of comparable qualifications and experience from outside the College 
for a period of up to one year. Applications shall be made to the Human 
Resources Department. 

21.06 POLITICAL. Lz4YESEAssENCE 

To enable a College employee to contest a federal, provincial, municipal, or other 
local election, a political leave of absence, without pay, may be granted by the 
Board, on the recommendation of the President, for a period of up to six (6) weeks 
for a federal or provincial election and up to two (2) weeks for a municipal or 
other local election, except when the campaign period coincides with a normal 
vacation period. The leaves will be subject to the following conditions: 

a. The request for political leave of absence must be submitted at least four (4) 
weeks prior to the first day of the leave period. 

b. The College determines that the work of the division of the College will not 
suffer unduly. 

c. The College employee will pay the College's share of fringe benefits. 

d. Positions vacated because of leaves granted under this section may be filled by 
a special appointment for the duration of the leave. 

In the event that the College employee is elected to a municipal or other local 
part-time government office, short-term leaves of absence may be granted by the 
President to allow the employee to perform the duties of that office. 

In the event that a College employee is elected to a full-time political office, the 
employee may be granted an extended leave of absence without pay for two (2) 
years. The Board may extend this leave of absence. 

The College may fill vacancies caused by a political leave of absence by a special 
appointment which may, if necessary, be renewed for 4 second year. 
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ARTICLE 22 - MATERNITYLEGAL ADOPTION LEAVE 

22.01 MATERNITY/LEGAL ADOPTION LEAVE 

In the case of a maternity leave, the provisions of the Employment Standards Act 
will apply. An employee shall qualify for matemity/legal adoption leave under the 
following provisions: 

a. The period of leave may be from eleven weeks before the expected date of 
confinement to no later than six months after the birth of her child. In the 
case of adoption, the six-month period will apply from the date of 
adoption. Barring exceptional andor unforeseen circumstances, the 
employee shall not return to work prior to the date specified on the 
application for leave. 

The College shall maintain existing coverage for medical, supplementary 
health, dental and group life insurance, subject to Carrier conditions. 
Upon granting an extension of a leave, subject to 22.02, a procedure will 
be provided for the employee to continue fringe benefits at hisher own 
expense. 

The parties agree that any job position vacancies created by the granting of 
maternityhegal adoption leave shall be filled on a temporary basis in 
accordance with Article 9.01 (Job Postings). When the employee indicates 
within the time permitted, in writing, that sheihe is not returning to that 
position such a vacancy shall be reposted. 

Where the employee on leave returns to the position within the prescribed 
time limit, sheihe shall resume her/his prior job position or its equivalent 
with all wages, benefits and seniority as determined by this Agreement. 
Where a maternity or legal adoption benefit provided by the Employment 
Standards Act is superior to the provisions outlined herein, the provisions 
of the Employment Standards Act shall apply (not withstanding the 
provisions of Section 2 of the Employment Standards Act). 

All employees who have assumed a temporary position in consequence of 
such leave shall be returned to their prior job positions,with all wages, 
benefits and seniority as determined by this Agreement. 

b. 

c. 

22.02 EXTENSION MATERNITYLEGAL ADOPTION LEAVE 

Maternity/legal adoption leave shall be extended for up to an additional six 
months where a doctor's certificate is presented certifying that for medical 
reasons, the health of either the mother or infant dictates such an extension. 



64 

ARTICLE 23 - SAFETY AND HEALTH 

23.01 COND ITIONS 

The Union and the College agree that regulations made pursuant to the Workers' 
Compensation Act, the Factories Act or any other statute of the Province of 
British Columbia pertaining to the working environment shall be fully complied 
with. 

23.02 PROTECTIVE C LOTHING 

The College shall provide protective clothing for any job which requires it at no 
cost to the employee. 

23.03 MAINT ENANC E QE .wqEIs. CLOT HING 

It shall be the College's responsibility that clothing issued under Article 23.02 of 
this document is maintained, cleaned and replaced as necessary at no cost to the 
employee. 

23.04 SAFETY 

It is not the policy of the College to require an employee to work under unsafe 
conditions. It is admitted by both parties to this Agreement that it is impossible to 
draw a hard and fast line as to what is safe and unsafe. Being a factual question, 
each case must be decided on its own merits, but in general any employee who 
justifiably refuses to work under unsafe conditions would not be subject to 
discipline. Suspected unsafe conditions should be reported to the Safetv & 

accordance to Article 23.01. 
who will ensure that the work area has been made safe in 
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ARTICLE 24 - TECHNOLOGICAL CHANGE 

24.01 DEFINITION TECHNOLOGICAL CHANGE 

Where the College introduces or intends to introduce a technological change that: 

a. affects the terms and conditions of employment of a significant number of 
employees within the bargaining unit, or the security of employment of a 
significant number of employees within the department andor 

alters significantly the basis on which this Agreement was negotiated, b. 

a technological change shall have occurred. 

For the purpose of this Agreement, the term "technological change" shall mean: 

1. the introduction by an employer of a change in his work, undertaking, or 
business, or change in his equipment or material from that equipment or 
material previously used by the employer in his work, undertaking, or 
business, or; 

a change in the manner in which an employer carries out his work, 
undertaking, or business relating to the introduction of that material or 
equipment. 

2. 

24.02 NOTICE 

The College will provide the Union with three (3) months notice of intention to 
introduce a technological change as defined in Article 24.01 of this Agreement. 

24.03 RETRAINING/JOB SECURI TY 

a. Employees becoming redundant due to technological change as defined in 
Article 24.01 shall be retrained to qualify for a new position or an existing 
vacant position, if retraining for such position shall be accomplished 
within three (3) months. By mutual agreement, the time may be extended. 

Prior to the expiry of the notice period, the employee may take the option 
of receiving severance pay, in accordance with Article 24.03(c) in lieu of 
retraining. 

Cost of the retraining shall be the responsibility of the College and the 
employee shall not be paid at a lower salary while retraining. 

b. 
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c. In the event that the College cannot retrain an employee under Article 
24.03(a), or if the employee elects, the affected employee shall receive 
weeks’ notice or vav in lieu of notice. where the emulovee has cornoleted 
p Deriod of emulovment of at least six (6’1 consecutive months: and after 
the cornu letion of a Den ‘od of emulovment of one (1’1 consecutive vear. two 
additional weeks notice for each subseauent comdeted vear of 
emulovment uu to a max imum of twentv (2 0’1 weeks notice or uav in lieu 
of notice. 

The election made under this Article must be forwarded in writing to the 
Human Resources Department and to the Union. Any employee not 
exercising this election within the given time limit shall be deemed to have 
elected severance pay. 
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ARTICLE 25 - SALARIES 
25.01 SALARIES 

The salarv schedule for emulovees within the bargaining unit shall be increased by 
one uercent (1.0%) across-the-board effective December 1. 1997. The salary 
schedule shall be increased bv a further two uercent (2.0%) across-the-board effective 
November 1. 2000. In accordance with the guidelines of the Public Sector 
Emulovers Council @SEC). this increase will auulv for the twelve month ueriod 
from November 1.2000 (since the total comuensation increase for that twelve month 
period is limited to 2.0%). 

* 
25.02 RATE OF PAY ON PROMOTION/TRANSFER 

a. In the event an emulovee is uromoted. the emulovee’s rate of uav will be adiusted by 
an amount eaual to the difference between the Pav Eauitv Target Rate of their current 
salarv band and the Pav Eauitv Target Rate of the new salarv band. uu to the 
maximum of the Pav Eauitv Target Rate for the new uosition. Examule: An 
emulovee is uromoted from a uosition in Salarv Band C to a uosition in Salarv Band 
D. difference in bands (Dec. 1/97 rates) = $1.25/hour increase in uav . 
A promotion will not affect an employee’s * entitlement to fringe benefits, but the 
employee’s anniversary date will change to the first day of the month closest to the 
date of promotion. 

In the event an emulovee is transferred to a uosition within the same salarv band 
he/she shall retain hisher current rate of uav. An emulovee who is transferred to a 
position in a lower salarv band shall be uaid the current Pav Eauitv Tareet Rate for 
that band. 

A transfer will not affect an employee’s anniversary date,* or entitlement to fringe 
benefits. 

b. 

C. 

d. 
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A 2503 ANNIVERSARY= 

The anniversary date for a regular employee shall be the date that regular 
employment commenced adjusted to the nearest first day of the month. The 
anniversary date for a regular employee would normally be twelve (12) calendar 
months after the nearest first day of the month to the employee's seniority date, 
unless otherwise affected by the provisions of this Agreement. 

In the case of a Special or a Seasonal appointment which is extended or which 
becomes a regular position, the anniversary date shall be the date that the special 
or seasonal appointment commenced adjusted to the nearest first day of the 
month. 

25.04 LEAVE OF ABSENCE WIT HOW 

When leave of absence without pay extends over five (5) weeks, for any reason 
other than illness or maternity, the anniversary date 
shall first be delayed for one (1) month. 

The anniversary date shall then be delayed one (1) further month for each 
additional full month that the leave of absence without pay is extended. 

for that employee 

25.05 ACTING POSITIONS 

The College will attempt to give existing employees the opportunity to assume 
acting positions of increased responsibility and duties. When a person is 
appointed in writing by the Vice-president or President to an acting position for a 
period of one (1) or more consecutive working days be/she will be oaid at the 
incumbent's rate of oav or the Am1 1.2000 Pav Eau itv Tareet R ate. if the 
incumbent is exceu tion-rated. 

If an employee occupies the same position on an acting appointment, excluding 
replacement for an employee on an authorized leave, for twelve (12) consecutive 
months, the College shall post the position or discontinue it. 

- 25.06 SALARY OVERPAYME NTS 

It is understood and agreed that it is the responsibility of the employee to inform 
the College immediately upon becoming aware of any suspected salary 
overpayment. In the interests of minimizing any financial hardship, the College 
agrees that it will recover salary overpayments at the same rate as they were paid. 
The parties agree that this clause will constitute the written assignment required of 
the employee for repayment. 
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25.07 SHIFT DIFFERENTIAL 

Shift differential. calculated as four percent (4.0%) of the Dav eauitv target 
rate for Pav Grade A. shall be oaid for all hours worked which fall outside the 
normal work day (as per Article 13.04(b)). 

25.08 RATE OF PAY FOR NEW HIRES INTO EXISTING POSITIONS 

A new emolovee who is hired into an existine oosition shall be paid the same 
rate of oav as the arevious incumbent in the oosition. or the uav eauitv target 
rate whichever is less. 
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ARTICLE 26 - FRINGE BENEFITS 

26.01 FRINGE BENEFITS FULL-TIME EMPLOYEES 

Unless a hll-time employee has demonstrated acceptable coverage for the 
following fringe benefits firom another source, these fringe benefits shall be 
mandatory: 

a. Medical Services Plm ef  
monthly premium for this coverage. Coverage and eligibility shall be 
governed by the terms of the plan. 

Dental Plan and Suuulementary Health Care - The College shall pay 100% 
of the premium for coverage of these plans. Vision care and Travel Rider 
shall be included in the Supplementary Health Care Plan. Coverage and 
eligibility shall be governed by the terms of these plans. 

- The College shall pay 100% of the 

b. 

c. Grow Life Insurance and Accidental Dg& Dismemberment - The 
College shall pay 100% of the premiums for the coverage afforded by the 
plan. Coverage and eligibility shall be governed by the terms of the plans. 

d. &xm DisabiIiQ - The employee shall pay 100% of the premiums for 
coverage afforded by the plan. Coverage and eligibility shall be governed 
by the terms of the plan. 

Those employees who work in shop/lab areas who can demonstrate 
damage to spectacle lenses as a result of metal sparks, abrasion, chemical 
etching or flying objects, experienced at work shall receive 100% 
reimbursement of their lens replacement cost from the College. This 
reimbursement provision is limited to one claim per working year, 

e. 
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26.02 FRINGE BENEFITS PART-TIME EMPLOYEES 

Part-time employees, who work twenty-five (25) or more hours per week, may 
participate in the following fringe benefits at the same rate as regular full-time 
employees (see 26.01): 

Medical Services Plan of B.C. 
Supplementary Health Care 
Dental Plan 

Part-time employees, who work between 15-24 hours per week, may 
participate in the following fringe benefits (subject to Carrier Conditions) on a 
50/50 cost shared basis. 

Medical Services Plan of B . c  
Sumlementarv Health Care 
Dental Plan 

Part time employees with fluctuating hours may participate in the afore- 
mentioned fringe benefits (Subject to Carrier Conditions) the first of the month 
following achievement of the required hours. 

Part time employees with fluctuating hours will become ineligible for benefits the 
first of the month following a decrease which takes himher below the 
required number of hours. 

26.03 EMPLOYEE AND FAMILY ASSISTANCE PROGRAM 

An Employee and Family Assistance Program is established for PPWC 
employees and their families. The cost of the benefit to the employee shall be 
shared equally between the College and the employee. Terms and conditions of 
the program shall be as agreed in the EFAP contract. 

26.04 COVERAGE REOUIRE D BY LAW 

The College shall deduct such sums that are required by law and make such 
contributions on behalf of the employees as legislation binding upon the 
College may require. Examples are: Employment Insurance, Canada Pension 
Plan and Municipal Superannuation Plan where applicable. 
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26.05 EMPLOYEE'S RESPONSIBILITY FOR BENEFIT COVERAGE 

It is understood and agreed that it is the responsibility of the employee to 
become familiar with details of coverage and requirements for eligibility of the 
benefit plans referred to in this Article and that neither the Union nor the 
College has responsibility for ensuring that all the requirements for eligibility or 
conditions of coverage or entitlement to benefits are met by the employee 

beyond the obligations specifically stipulated in this Agreement. 

The College and the Union will make every effort to provide promptly any 
information regarding the plans available to any employee requesting it. 

26.06 MOVING EXPENSES 

a. The College of New Caledonia may make an allowance toward moving 
expenses for an appointee to the non-teaching s t d .  

The term "moving expenses" shall include charges normally made by a 
moving company for packing and transportation of household effects. 
Travel, meals and lodging, and other personal expenses are normally not 
included. 

The maximum allowance is one-twelfth (1/12) of the appointee's initial 
annual salary rate. Employees who are authorized to submit a claim for 
moving expenses must provide receipts fiom the transport company. 

b. 

c. 
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ARTICLE 27 - GENERAL CONDITIONS 

27.01 PYRAh4 IDING 

a) The Union agrees that if an employee voluntarily holds more than one position 
within the College, whether the additional position is held as a member of the 
bargaining unit or otherwise, the employee cannot compound the positions held or 
the related working hours for purposes of claiming entitlement to overtime 
compensation; changes in employment status; call out compensation; lay off or 
recall positions; or any other benefit entitlement not listed in the following 
paragraph. 

b) Employees holding more than one bargaining unit position may compound the 
positions for the purpose of entitlement to fringe benefits covered under Articles 
26.01,26.02,26.03, & 26.04; sick leave allotment 20.02; and accumulation of 
seniority 10.03 (e) to a maximum of full time entitlement. 

27.02 EMPLOYEE APPOINTMENTS 

a. At the time of employment and appointment, the employee and the College will 
acknowledge on a hiring form amongst other things: 

1. the position for which the employee is hired; 

2. the starting date of the employment of the employee; 

3. term of appointment or whether the term is definite or indefinite; 

4. the regular scheduled hours and days to be worked per week; 

5. subject to the provisions of Article 13, (Hours of Work), whether or not week- 
end work and/or rotating shift work will be a requirement of the hiring, in which 
event the College will attempt to stipulate when the week-end and/or rotating shift 
work required will commence. 

6 .  the minimum guaranteed hours for part-time employees whose hours may 
fluctuate and when layoff would occur. 

b. the hiring form above described will be used for determining the category of 
employment for the purpose of this Agreement. 
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27.03 MODIFICATION OF AGREE MENT 

Any change deemed necessary in this Agreement may be made by mutual written 
agreement of the parties at any time during the life of this Agreement. 

27.04 CONTRACTING Om 

(a) The employer shall not contract out work regularly performed by 
classifications set out in this agreement without prior consultation of the Joint 
Standing Committee on Contracting Out. In addition, it is not the intent of the 
Union to limit the College's ability to contract out work that has been contracted 
out on or prior to January 29,1983. 

(b) The purpose of the Joint Standing Committee on Contracting Out shall be to 
determine if the work is that which would regularly be performed by 
classifications within the bargaining unit and whether or not there are any 
reasonable alternatives to contracting out. The employer will not contract out 
merely to avoid hiring casuals. Should the committee be unable to reach an 
agreement on a contracting out matter, the issue in dispute shall be referred 
immediately to expedited arbitration for a binding decision prior to the contract 
being awarded. 

There shall be mutual agreement on an arbitrator who can hear the issues within 
five (5) working days of referral. A decision shall be rendered within two (2) 
working days. 

Costs shall be shared as per Article 16.09 (c). 

It is agreed that in order to avoid delays, meetings will be at the call of either party 
ten (10) working days prior to any contract being finalized. There may be the 
occasional emergency situation where prior contact is not possible, in which case 
the College shall not ifv the Urn 'on Standine C ommittee immediately. 

27.05 INDEMNITY 

The College shall provide legal assistance to an employee with respect to any 
action, suit, or prosecution commenced against the employee arising ffom any 
acts or omissions committed by the employee during hisiher required duties and 
assigned hours of work except that this provision shall not apply: 

a. if the acts or omissions committed by the employee constituted a breach of the 
terms of hisiher employment or of College policy, or 
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b. if the acts or omissions committed by the employee constituted a breach of any 
condition, statutory or otherwise, of any insurance policy which would otherwise 
be applicable, or 

c. if the acts or omissions committed by the employee constituted gross 
negligence. 

If an employee received legal assistance in accordance with the above paragraph, 
the College shall be deemed to have waived any right of indemnity it might 
otherwise have against the employee. 

27.06 EARLY RETIREMENT INCENTIVE PLAN 

1. Where it is deemed oossible bv the Colleee to offset the imuact of lavoffs through 
the offering of earlv retirement incentives to an emulovee, an incentive 
may be offered. 

The Colleee mav offer to anv emulovee the choice of an earlv retirement 
incentive orovided the emulovee meets the retirement criteria established under 
the Municioal Pension Act: 

The following Drocess shall be utilized 

a. The Colleee shall send a letter to all bargaining unit emulovees who meet the 
criteria in sub-clause 2 advising them of that fact in October of each year. 
Emulovees who are interested in a potential earlv retirement shall resuond within 
thirtv (30) davs. 

b. If earlv retirement incentives are offered. the order shall be: 

2. 

3. 

- i. to offset lavoff 
- ii. to eligible emolovees bv senioritv. 

4. An emulovee who has been offered an earlv retirement incentive bv the Colleee 
has the right to accent or decline within thirtv (30) calendar davs of the offer 
being made. 

In the event of acceutance of an offer ofearlv retirement. the emulovee's date of 
retirement shall be effective on a date mutuallv ameed uoon between the Colleee 
and the emulovee. 
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5. The retirement incentive will be Daid in one lumo sum on the date of retirement 
or. for ootimum tax advantae e. on an am eed-uaon deferred date or in 
predetermined installments accentable to the emalovee and to be based in the 
followine amounts: 

Full Years to Ret' irement: 
1 20% of annual salary 

2 40% of annua 1 salary 

3 60% of annu a1 salary 

4 80% of annua 1 salary 

,5 or more 100% of annual salary 

Subiect t o anv reqg irements of the Mun iciDal Pension Act. 

Earlv retiri ne emdovees in receipt of a Dension are advised that thev may 
IinDlV for bas ic medical an d extended health benefit and de ntal coveraee 
*ouch the Suo erannuation Commis sion when thev file a claim for 
pension. Th e S u o m a t  ion Comm ission make s aomooriate deductions 
from th e monthly Dension f or oremiums. Re tired emu lovees in receiDt of a 
l2!2Juon ar e advised that thev ar e not allowed to choose to ioin these D I ~ S  
at a later dat e. 

cine receiot of a 
tended h ealth and 

Earlv r e m  emolovees rimed iatelv c ommen 
-v elect to continue the1 r basic ex 
dental benefit CO verage through the Col1 eee dun ne the D.XI 'od Dreceding 
recemt of Dension. but in anv event. n ot lower than f ive ( 5 )  vears 
f o l l o w i ~ e t i r ~ .  Drovided thak 

- i. 

Pavout: 

6 .  

a 

. .  
Jz, 

wntten notificatiollpfthe intent to continue these benefits is 
provided to the Human R esources Deoartm ent six (6 )  weeks orior 
to the date of earlv retirement (election must be made at this time); 

the individual mamtsuns B .C. residencv. and, . .  k 

& Darti cioant oavs a 11 oremium costs, 

7. Each emDlov ee who is offered an ear lv retirement i ncentive is entitled to receive 
personal financial counsel1 inv conducted bv a firm of aualified financial 
consultants selected bv the Colleee. Three (3) hours of consultation is available 
and UD to thr ee hundred dollars ($300.00) for each consultation shall be uaid by 
the Colleee. 
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ARTICLE 28 - DURATION OF AGREEMENT 

28.01 TERM OF AGREEMENT 

This Agreement shall be in force effective from November 1. 1996 until 
pidnieht Novgmber . (Subsection (2) of Subsection 50 the Labour 
‘Relations Code of British Columbia shall not be applicable to this 
Agreement.) 

Either party to this Agreement may, not more than three (3) months and not 
less than one (1) month, prior to December 1.2000 present to the other party, 
in writing, proposed terms of a new or further Agreement andor amendments 
to this Agreement. 

28.02 CONTINUATION OF PRESENT AGREEMENT 

In the event that a new or further Agreement is not entered into by the parties 
on or before the first day of December. 2000, th is  Agreement will continue 
in force and effect until: 

a. the Union commences a strike; or 

b. the College commences a lockout; or 

c. the parties enter into a new or further agreement. 

28.03 NO STRIKES OR LOCKOUTS 

The College and the Union agree that there shall be no strikes or lock-outs during 
the term of this Agreement 
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IN WITNESS WHEREOF the College Board has caused these presents to be sealed with 
the seal of the Board of the College of New Caledonia, Prince George, B.C. and signed 
by the Chair of the College Board and the Vice-president, Administration and Bursar, and 
the Pulp, Paper and Woodworkers of Canada, Local #29 has caused these presents to be 
executed ”pR”’ the hands of it roper officers duly authorized in that behalf, this 

day of L k r  A D m  

SIGNED, SEALED AND DELIVERED 
BY THE PULP, PAPER AND 
WOODWORKERS OF CANADA, NEW CALEDONIA, 
LOCAL 29 
IN THE PRESENCE OF 

SEALED WITH THE SEAL OF THE 
BOARD OF THE COLLEGE OF 

/- SIGNED BY 

P.P.W.C. LOCAL 29 
BOARD 

P.P.W.C. LOCAL 29 
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LETTER OF AGREEMENT 

BETWEEN: COLLEGE OF NEW CALEDONIA 

AND: P.P.W.C. LOCAL 29 

RE: COLLEGE SECURITY 

The Union agrees to the principle of the protection of life and property. It is recognized 
that this principle is particularly important during the time of a labour dispute. To this end 
the Union agrees that, in the event of a labour dispute when security services are 
withdrawn, the use of individuals who are not members of the Union for such services 
will not be considered professional strikebreaking. 

COLLEGE OF NEW CALEDONIA P.P.W.C. LOCAL #29 

n 

DATE 1938 
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LETTER OF UNDERSTANDING 

BETWEEN: COLLEGE OF NEW CALEDONIA 

AND: P.P.W.C. LOCAL 29 

RE: INTRODUCTION OF DEGREE-COMPLETION PROGRAMS AND 
COLLEGE EXPANSION 

The College and the Union recognize the importance of expanding access to degree- 
completion programs in the College region and also recognize the importance of ensuring 
that the initiation of new degree-completion programs or proposed expansions of College 
facilities proceed smoothly. 

Therefore, should the College choose and be approved to offer degree-completion 
programs using College facilities or personnel, or should the pending proposed 
expansions of College facilities be approved, the College and the Union agree as follows: 

1. That the P.P.W.C. Local 29 shall be the sole bargaining agent for all employees 
whose duties are not primarily engaged in teaching functions. 

It is not the intent of the College to thwart the normal growth of the work 
performed by the bargaining unit as the College’s operations increase. 

2. 

Current Collective Agreement provisions contained in Article 27.04 remain. 
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LETTER OF AGREEMENT 

BETWEEN: COLLEGE OF NEW CALEDONIA 

AND: P.P.W.C. LOCAL 29 

RE: COLLEGE ORIENTATION PROGRAM 

The College agrees to develop and implement a College orientation program which 
includes an on-the-job training component by June 30,1997 or one month after signing of 
this Collective Agreement, which ever date comes latest. 

The objective of the program will be to provide new and existing employees with the 
necessary information to maximize learning and skills development. 

COLLEGE OF NEW CALEDONIA 

- 
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LETTER OF AGREEMENT 

BETWEEN: COLLEGE OF NEW CALEDONIA 

AND: P.P.W.C. LOCAL 29 

RE: WELLNESS INCENTIVE PLAN 

It is recognized that committed employees are the foundation of any successful 
organization. In the belief that physical and mental well-being contribute directly to 
increased quality and productivity of operations, the parties have agreed to establish a 
Wellness Incentive Plan (“The Plan”). 

The Plan is established under the following conditions: 

A. DEFINITIONS 

“DAY” Unless indicated as a Full-time Equivalent Day (F.T.E. Day), a day shall 
be defined as an employee’s normal workday and may include a full-time 
day or a part-time day. Example: if a part-time employee’s normal 
workday is 0.5 that shall be the “day” referred to for usage, i.e. one 
wellness day. 

“QUARTER” There shall be four (4) quarterly year periods used in the Plan: 

First Quarter - September through November inclusive; 
Second Quarter - December through February inclusive; 
Third Quarter - March through May, inclusive; 
Fourth Quarter - June through August, inclusive. 

B. ENTITLEMENT 

1. All employees, except casuals, are eligible for participation in the Plan upon 
entitlement of a minimum of eighteen (18) F.T.E. days of sick leave credits. 

Participation in the plan shall be done on a quarter-yearly basis. 2. 
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If an employee has earned the full sick leave credits they are entitled to for a 
quarter (i.e. no absences charged to sick leave or family sick leave), the employee 
shall be entitled to one (1) wellness day off with pay. It is agreed that an 
absence(s) of less than two (2) hours to attend medicaydental appointments or 
family emergencies shall not jeopardize an employee’s entitlement to a wellness 
day. 

Wellness days shall not be earned or taken during any unpaid leaves of absence, 
sick leave, WCB absences, or lay-off periods 

USAGE 

3. 

4. 

C. 

1. 

2. 

3. 

4. 

5. 

A wellness day off with pay must be used in the quarter year immediately 
following the quarter year in which it was earned or be forfeited; i.e. earn one (1) 
day off during first quarter, must be used by the end of the second quarter subject 
to item #2 below. It is understood that an emolovee shall have a minimum of two 
and a half (2%) months from the date of notification of entitlement available to 
use the earned dav. 

A Seasonal/Special Funded employee who earns a wellness day but is unable to 
use the day in the next quarter because of the seasonal break is entitled to carry 
that wellness day forward into the next quarter. 

A wellness day off shall be charged, on an F.T.E. basis, against an employee’s 
sick leave credits, but this shall not be considered an absence for the purpose of 
entitlement to further wellness days. 

Scheduling of a wellness day off shall be approved by the department head or 
designate. Scheduling of annual vacation entitlement shall have priority over 
requests for wellness days. 

The replacement needs of a department shall not be considered a basis for denial 
of a wellness day. 

COLLEGE OF NEW CALEDONIA P.P.W.C. LOCAL # 29 7 
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NEW 

BETWEEN: 

AND: 

RE: 

LETTER OF AGREEMENT 

COLLEGE OF NEW CALEDONIA 

P.P.W.C. LOCAL 29 

JOB SHARING 

The parties agree that where a regular full-time or seasonal full-time employee requests 
the opportunity to “job share”, the following provisions shall apply to the two employees 
who voluntarily job share a single position. 

Definition 

Job Sharing is a voluntary, alternative work arrangement whereby the duties and 
responsibilities of a full-time position may be restructured in a manner that would 
accommodate an employee’s objective of temporarily reducing hisher hours of work in 
the bargaining unit, and therefore permit two employees to fill a single position. 

1, 

2. 

3. 

4. 

5 .  

The request to job share must be submitted at least three (3) months prior to the 
anticipated start date of the job share to the Manager that the job reports to with a 
copy to the Union and Human Resources. 

The employee(s) proposing the job share shall indicate in writing the hours and 
days of the week allocated to the job share portion and information regarding the 
division of duties and responsibilities. 

Both employees must have successfully completed a probationary period at the 
College, and possess the skills, knowledge and ability to perform the duties and 
responsibilities of the position. 

Where the request is approved, the College shall provide each employee and the 
Union with a letter covering the terms and conditions of the job sharing 
arrangement which shall become a specified written agreement setting out the 
names of the participants, the position to be shared, and the division of duties and 
responsibilities. 

Under normal circumstances, the regular daily and weekly hours of the position 
shall remain unchanged as a result of the job sharing arrangement unless 
otherwise varied by the terms and conditions outlined in the Job Sharing 
Arrangement. 
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6. 

7. 

8. 

9. 

10. 

11. 

12. 

13. 

14. 

15. 

16. 

17. 

If, for any reason, one partner chooses to discontinue, or is unable to continue in 
the arrangement, the Job Sharing Arrangement shall be discontinued upon twenty 
(20) working days written notice. 

The College reserves the right to discontinue the Job Sharing Arrangement upon 
twenty (20) working days written notice provided it can be demonstrated that the 
Arrangement is not fulfilling the needs of the full-time position being shared. 

A shared position shall in all respects be treated as though it were a single position 
with regard to scheduling and job description. 

A work schedule shall be set out in advance showing the days, and hours of shifts 
to be worked by the job sharing partners. 

During the period of the Job Sharing Arrangement, vacation and sick leave 
entitlement shall be prorated. Previously accumulated vacation and sick leave 
entitlement shall not be affected. 

During the period of the Job Sharing Arrangement, fringe benefits shall be offered 
(subject to Carrier conditions) to both employees and the premiums shall be 
prorated based upon their workload percentage. 

Pensionable service shall be calculated based upon the workload percentage in 
accordance with the Municipal Pension Plan requirements. 

The Job Sharing Arrangement shall have a specified term, normally not to exceed 
a maximum of one twelve (12) month period. 

Articles 10 (Seniority) and 11 (Layoff) shall apply to both partners in the Job 
Sharing Arrangement in accordance with the employment category of each 
partner (i.e. full-time regular accrues seniority on a pro-rata of calendar months, 
part-time accrues by actual hours worked). 

Overtime eligibility for each partner in the Job Sharing Arrangement shall be 
determined on the basis of Article 14 as applied to the positions total working 
hours on duty rather than the personal total working hours on duty of each partner. 

It is agreed that an employee shall only be a partner in one Job Sharing 
Arrangement at any given time. 

It is agreed that a full-time regular employee or a full-time seasonal employee 
who is a partner in a Job Sharing Arrangement shall not be permitted to occupy 
another position within the bargaining unit at the same time as he/she is involved 
in the Job Sharing Arrangement. 
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18. At the conclusion of the Job Sharing Arrangement, each employee is assured of 
resuming at least hisher previous position and duties. 

It is agreed that if the employee who initiated the Job Sharing Arrangement 
terminates hisher employment with the College, the Job Sharing Arrangement 
ceases to exist. 

Other conditions not specifically mentioned herein shall be as described in the 
Collective Agreement. Matters not covered by the Collective Agreement shall be 
agreed to by the College, the employees involved, and the Union. 

19. 

20. 

COLLEGE OF NEW CALEDONIA 
NEGOTIATING COMMITTEE 

P.P.W.C. LOCAL 29 
NEGOTIATING COMMITTEE 

. 
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NEW 
LETTER OF AGREEMENT 

BETWEEN: COLLEGE OF NEW CALEDONA 

AND: P.P.W.C. LOCAL 29 

RE: FJ.,EXTIME 

The College agrees with the principle of flextime as defined in 1. Below. The request for 
flextime must be initiated by the employee. 

1. 

2. 

3. 

4. 

5 .  

6 .  

7. 

Flextime is a written work schedule which permits adjustment of the schedule of 
daily or weekly hours worked, taking into consideration the commitment of the 
College, the needs of the department and the desires of the employees. A copy of 
the flextime schedule will be forwarded to the Chairs of the Standing Committee. 

Flextime will be scheduled in advance and approved by the College. 

Flextime schedules will not produce any additional cost for the College (eg. 
Overtime, additional staffing requirements, fringe benefit increases or non- 
scheduled shift differential). 

Flextime schedules will not result in any noticeable reductions in service. 

Flextime schedules will be within the established hours of operation for the work 
performed. 

If difficulties arise, including matters of access to or exclusion fiom a flextime 
schedule, the matter will be referred to the Standing Committee. 

Flextime schedules may be temporarily suspended by mutual agreement of the 
employee and the College. 

%&LYA-/ e J  d 

COLLEGE OF NEW CALEDONIA P.P.W.C.LOCAL #29 

+-- 
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NEW 
LETTER OF AGREEMENT 

BETWEEN: COLLEGE OF NEW CALEDONA 

AND: P.P.W.C. LOCAL 29 

RE: SELF-DIREC TED HO URS 

The parties recognize that there are positions in the College where the duties and 
responsibilities require the flexibility of self-directed working-hours. In these positions, 
the working hours are determined by the employee, using hisiher own discretion as to the 
most effective application of those hours to meet the operational requirements of the 
College. Priorities for the position shall be set by the employee’s manager, in consultation 
with the employee. In these circumstances, it is agreed that: 

1. The position must be identified by the College as having self-directed hours and 
written notification given to the Union Chair of the Standing Committee and the 
employee. Self-directed hours permit the employee to adjust the schedule of daily 
or weekly hours worked. 
Total hours worked bi-weekly shall not exceed seventy (70) hours. Any hours in 
excess of the seventy (70) hours shall be overtime and shall require the prior 
approval of the employee’s manager. 
Self-directed hours will not produce any additional cost for the College (eg. non- 
scheduled overtime or non-scheduled shift differential), and will not result in any 
noticeable reductions in service. 

2. 

3. 

TRANS I 1  T ON_ : 

The parties agree that the Standing Committee shall, within thirty (30) days of the signing 
of the Collective Agreement, meet and establish the list of positions that currently have 
self-directed hours. 

EW CALEDONIA 
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LETTER OF UNDERSTANDING 

BETWEEN: COLLEGE OF NEW CALEDONIA 

AND: P.P.W.C. LOCAL 29 

RE: COMMITMENT TO REACH THE PAY EOUITY TARGETS 

The College and the Union are committed to attaining the pay equity targets as soon as 
possible, subject to funding being available for this purpose. The objective and intention 
of the College and the Union is to make every reasonable effort to close all pay equity 
gaps during the term of the next collective agreement. Both the College and the Union 
clearly understand that this noteworthy objective will depend on the College’s future 
financial circumstances. 

COLLEGE OF NEW CALEDONIA P.P.W.C. LOCAL # 29 
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LETTER OF UNDERSTANDING 

BETWEEN: COLLEGE OF NEW CALEDONIA 

AND: P.P.W.C. LOCAL 29 

E& SENIORITY LISTS AN D ACCUM ULATION OF 
SENIORI TY 

. .  -ne meetings to discuss renewal of the 19941 9 6 C 011 ec tive Am eement , 
ill 
During the nee 

ittee Drese nted the followine obiectives: 

ist Article 10.02 Semontv L 

ive i s  to have one senioritv list for all emolovees to be 
published everv three mont hs. i.e. Februarv. M av. Aueust. an d November showing the 
The Union's bareainine obiect 

followine information: 

. .  
. .  

- molove e's name 
- urrent Dosition title@ . .  

. .  - date on whch each emol ovee's service sewontv cornme need 
- 

- 
status. i.e. full-time or oart-time 

total hours accrued sorted in descending o rder, 
- urrent hours ac crued this reooa 

t' o e i  

The Urn 'on's bareainine obi ective is to have all emdove es accumu late service seniority 
on the basis of straieht time hours worked to a max' imum 70 hours Der two-week Deriod 
to a total of 1820 hours oer ve ar (one hour worked eaua 1s one hour of senioritvl 

OUTCOME 

The oarties ameed that the freau encv and detail of the senioritv lists could be increased, 
as well as to chaneine the basis of accumulation of seni oritv from ca lendar months 
eauivalent to straieht tim e hours worked. and orovided it was feasible to do so without 

es deoartm ent or the creatine any add itional on-eoine workload for the H uman Resourc 
Financial Services deoartment . Theoarti es also aereed to saecific arovisions dealing 
with the onlv circumstance s when a casual emulovee mav a ccrue senioritv. 



AGREEMENT 

THEREFORE. the uarties recognize that their desire to achieve the preceding obiectives 
are subiect to the current and/or uroiected svstems being cauable of handline. producing 
and maintaining these records accuratelv. without reauirine significant modifications. 

THEREFORE. the uarties amee. throueh a ioint effort. to identifv the functional 
reauirements for the svstem to meet the afore-listed outcomes. and to determine whether 
the new svstem is cauable of handline these reauirements without significant 
modification bv November 1. 1999. The uarties amee that if on-going increased 
workload and/or staffine is reauired or there are significant other new costs then the 
matter will be reassessed bv the uarties within thirtv (30) davs of such determination and 
that this letter of ameement mav be ouened at that time bv written notice bv either uartv 
for renegotiation. 

COLLEGE OF NEW CALEDONIA P.P.W.C. LOCAL # 29 A 
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MEMORANDUM OF UNDERSTANDING 

BETWEEN: COLLEGE OF NEW CALEDONIA 

AND: P.P.W.C. LOCAL 29 

RE: BARGAINING UNIT EXCLUSIONS 

The parties agree that in accordance with the recognized interpretations of the Labour 
Relations Board of British Columbia relating to managerial andor confidential positions, 
the following positions are not included in the bargaining unit: 

President 
Vice-president, Academic 
Vice-president, Administration and Bursar 
Director, Student Services 
Director, Communications 
Director, Institutional Development 
Director, Community & Continuing Education 
Director, Human Resources 
Associate Director, Employment Training 
Associate Director, Health Sciences 
Associate Director, Resource Centres 
Associate Director, Social Services Programs & ASE 
Associate Director, Trades 
Dean, UT Arts and Social Services 
Dean, Science & Technology 
Dean, Business 
Dean, Health Sciences 
Dean, College Foundations 
Dean, Trades 
Division Chair, Dental Studies 
Division Chair, Human Services Programs 
Controller 
Registrar 
Assistant Registrar 
Regional Manager: Bums Lake, Nechako, Mackenzie, Quesnel 
Regional Manager: Community and Continuing Education 
Manager, Fund Raising 
Manager, Evening Campus 
Manager, Physical Plant Services 
Manager, Safety and Security 
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MEMORANDUM OF UNDERSTANDING (CONTD) 

Budget Officer 
Manager, Computing Services 
Manager, Instructional Media Services 
Manager, Finance & Administration 
Manager, Food Services 
Manager, College Store 
Manager, Student Residence 
Head of Reference Services 
Public Relations Manager 
Manager, E.D.C. 
Manager, Purchasing 
Recruitment and Compensation Coordinator 
Employee Relations Officer 
Safety Coordinator 
Executive Assistant to the President 
Executive Assistant to the Vice-president (2) 
Executive Secretary to Human Resources 

The College will not attempt to exclude from the bargaining unit any existing bargaining 
unit positions as of the date of signing of this Memorandum of Understanding during the - -  
tern-of this Agreement. 

COLLEGE OF NEW CALEDONIA 
A 

P.P.W.C. LOCAL #29 
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NEW 
LETTER OF UNDERSTANDING 

WITHOUT PREJUDICE OR PRECEDENT 

BETWEEN: COLLEGE OF NEW CALEDONIA 

AND: P.P.W.C. LOCAL 29 

B E  PAY FOR STAFF ON UNION BUSINESS 

In order to ensure that staff, who are required to be off the job for the purposes of 
conducting union business, are not disadvantaged relative to pensionable service, the 
parties agree: 

1. THAT there will be salary continuance for the time off for the purpose of 
conducting Union business; 

THAT the College will bill the Union for such time; and 

THAT the Union will reimburse the College immediately for the full costs 
associated with the individual(s) time off. 

2. 

3. 

Procedures for requesting time off remain in accordance with the Collective Agreement 
between the parties. In addition, individuals requesting time off will complete an 
application for leave solely identifying the leave is for union business and monthly all 
forms will be forwarded, the appropriate DivisionlDepartmentegion, to Accounts 
Receivable for processing. 

COLLEGE OF NEW CALEDONIA P.P.W.C. LOCAL # 29 
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SALARY BAND 

A 

B 

C 

D 

E 

F 

G 

H 

I 

J 

K 

PAY EQUITY TARGETS SCHEDULE 

REVISED PAY 
EQUITY 
TARGETS 

EFFECTIVE 
NOVEMBER 1, 
1997 

14.56 

15.80 

17.03 

18.26 

19.50 

20.73 

21.96 

23.20 

24.43 

25.66 

26.90 

PAY EQUITY 
TARGETS 

EFFECTIVE 
DECEMBER 1, 
1997 

14.71 

15.95 

17.20 

18.45 

19.69 

20.94 

22.18 

23.43 

24.68 

25.92 

27.17 

PAY EQUITY 
TARGETS 

EFFECTIVE 
NOVEMBER 1, 
2000 

15.00 

16.27 

17.54 

18.82 

20.09 

21.36 

22.63 

23.90 

25.17 

26.44 

27.71 
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PPWC - College of New Caledonia Wage Results Schedule 

Explanation of Wage Results Schedule 

The first three columns show information on the position: pay band, position title and 
incumbents name. 

The next columns show information about each position=s salary over the life of the 
proposed contract as follows: 

1. 
2. 

3. 

4. 

5. 

6. 

7. 

8. 

Pre Contract Rate - current hourly rate as of October 1998. 
1997 Pay Equity Target - The pay equity wage target after the $0.90 /hour 
target lift and 1% general salary increase. 
Current Rates - November 1998 - The pre contract wage (see #1) plus 1% 
effective December 1, 1997, plus 48 cents per hour effective April 1, 1998 
plus any increments which were earned on November 1,1998. The pay 
equity adjustment of $0.48 per hour was received by all positions that 
were below the pay equity target wage (see #2). Positions that had a wage 
gap of less than 48 cents received an increase that brought them to the 
target rate. 
April 1999 Rate - The current wage (see #3) plus 48 cents per hour 
effective April 1, 1999. This is a pay equity adjustment and was received 
by all positions that were below the pay equity target wage (see #2). 
Positions that had a wage gap of less than 48 cents received an increase 
that brought them to the target amount. 
April 2000 Rate - The current wage (see #4) plus 56 cents per hour 
effective April 1,2000. This is a pay equity adjustment and was received 
by all positions that were below the pay equity target wage (see #2). 
Positions that had a wage gap of less than 56 cents received an increase 
that brought them to the target amount. 
November 2000 Rate - The current wage (see #5) is increased by 2%. This 
is the amount each position will start receiving Nov 1,2000. This is an 
across the board increase to be received by all positions. 
2000 Pay Equity Target - The pay equity wage target (see #3) is increased 
by 2%. 
Wage Gap End - The difference between the new wage target (see #7) and 
the November 2000 rate (see #6) for positions below the wage target. This 
shows the pay equity wage gap at the end of the contract. 
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Daycare Asst. II - Asst. Head Daycare 
Officekst; ~ ~. V - Cafeteria ~ Supervisor . 

Power Plant Operator 
Day . ~ 

Care Asst. . II . -Asst. Head Teacher 
Technician -Computer Hardware - .. .~ 

Office Asst. IV - Sr. Accts. Payable~Clerk . ~. 

Bldg. Sew. Asst. II - Maintenance 
Prog. Analyst I - Micro Computer Support - 
Technician -Computer Hardware 
Bldg. Sew. Asst. II - Maintenance 
Bldg. Sew. Asst. II - Maintenance ~ 

Bldg. Serv. Engineer - Power Eng. 
Bldg. Serv. Engineer - Power Eng. 
Bldg. Sew. Asst. II - Maint./Driver 
Bldg. Sew. Engineer - Power Eng. 
Admin. Assist. I I  - Access Facil. Ques 
Admin. ~~ Coord. ~ - Diversity -. . - . .- Initiative ~.~ Coord 
Technician - Cab: Forestry . ~- 
Technician - IMS 
Offiie Asst. V - Clerk - Admissions 
Admin. Assist. I I  -Access Facil. CBCE 
Technician - Lab Biology 
0 A. V - Prog. Asst. CES - Ft. St. James 
Program Asst. Mackenzie 
- Office Asst. V - C.E. Program Coordinatoi 
Ofice Asst. V - Prog. Asst. CES - Nech 
Office Asst. V - Prog. Asst. - B.L. Prog 
Technician ~~~ - Lab: ~ ~ ~ ~ . .  Biology ~~ ~.~~ (PIT) 
Office Asst. V - Prog. Asst. CES - BlL. 

~ 

Office Asst. V - C.E. ~~ Program ~ Cwrd ~~~. ~~-~ . 
Office Asst. V - Prog. .~ ~~ Asst. - B.L. Prog 
Technician - Lab: Forestry - 
Technician - Lab: Physics 

1~ Technician - ~. Lab: .~ ~ . .  Forest6 . ~ . ,  

. .~  ~- ~. ~~ 

__-_-______ - 
__.____ 

- 

~ ~ _ _  
-...__..__ ~ __  

.~ ~ . . ~~ . . . ~~~  

-. ~ ~ ~ . ~~. 

~ ~__ 
_. __ ~~ ~ 

- ~ ~ . .~ ~~ 

... 

- .- ~ .... . 

~ . 



G 
~ G . 

G 
G 
G 
G 
G 
G 
G 

_ G -. . ~ 

G 
-~ G . .. . 

G ~~~ 

~ ~. G . . - ~~ 

G 
G 
F 

~ F ' .. 
F 
F 
F 
F ~~ 

F 
F ~ .... 
F 
F 
F 
F 
F ~ __ 

-- F 
F . ~ 

F . 

~~ ~ F .. 
F 

. 

~- 
~. .~ ~ 

~ ~ . ~ 

_- 

- 

WAGE 
1 

Pre 
contraci .~ . .~ ~~ 

Rate 
19.01 
20.35 
21.06 

19.65 
19.52 

.~ ~~ 19.16 
18.87 
20.35 

~ 18.72 
.. 21.06 

21.22 
i O . 9 G  

19.16 ..~ ~- 

~ ... 

~ .. .. . ~ ~~ 

20.35 
.. 20.66 

24.91 
18.70 

16.62 

~ 20.97 
15.69 

~ 20.97 

20.97 
16.62 

- 18.72 
16.62 

18.41 
15.69 
18.72 
16.47 
15.93 

.. . ~~ 

~.~~ .. 

~ ~~ i8.41 . 

~~ 15193 

- ~~ ~~. . . 

.~~ ~_ 
~~ 21.10 

. 17.29 
~~~ __  

_~ . .~~ - 

Bldg. Serv. Asst. II - MainVGrounds Sedgwick, Ed 
Admin. Assist. II -Advisor: ~~~ . . I.B.T. Patey, Albert 
Admin. Assist. ~ II .. -Advisor: . -~ .~ I.B.T. ~ ~ ... Initiative ~ . O'Meara, Tami 
Classroom Aide - ASE 

~~ Roche, ~Linda ~~~ ~~ ~ ~ 

- Technician - Lab: Chemistry Crossina, Kara ~~~~~ ~ 

Admin. Coord. - Program Coord(Ques) ~~~ ~ ~ Turbitt, . ~ ~~~ ~. Deborah .~. ~ ~ ~ 

Technician - Lab: Forestry C & CE ~~~~~~ ~- ~~~. Mohler, .~ ~ D. .. ~~ ~~~ 

Admin. Coord. - Program CO-ord. . ~~ ~ .. Lakes . ~~ ~~ Benedict. ... ~ ~~~~ ~. . Teresa 
Admin. Assist. II -Advisor: I.B.T. - BL Radley, Gail 
Admin. .... Coord. - Community . Act. .. ~ ~. Prog BL ~ ~- .. Beach, Christopher .. ~~ ~~. 

Admin. -- Assist. II -Access Facil, Nechako ~~~ ~~ Smilinski, .~ Charlene .~~ 

Technician - Lab: Electronics .. . ~~ ~~ Neitzel. . Severine .~ 
Technician .. - Lab: Physics ~ ~ ~ .. . ~ , ~ Odiorne. Lance 
Admin. ~ -~~ Assist. ~- II -Access . . Facil, . - ~ CBCE ~ ~ . Coldwell, T. ~ ~ . 

Bldg.. Sew. Asst. 111 - Cust. Crew Chief 
Admin. Assist. II -Advisor 
Building . .  ~. Serv. .. Asst. . .  . ~ ~ . ~  It - ~~~ Facil . ~~~ Asst., . BL Schienbein. Garth 
~ 
Secretary .~ . ... II ~ -Science . .~ & - Technology ~ .. ~~~ . 
Day Care Asst. I - Infant & Toddler Centre Jenvenne. Joy-Ann 
Office ... Asst. II - Clerk CES, Admin ~ .... & Reg. ~ Crist, ~ Elaine ..... 

' ~ ~ 

Technician - - Lab: Dental Price, Nettie ~ 

Office Asst. II - Public Services Clerk Kohorst. . Sandra ~~ 

Classroom Aide - ASE 
Admin. Asst. I -Asst. Planning ~~~ Officer ~ Mclntyre. .... ~~ Bill . (LTD) 
Technician - Lab: P/T Dental Mackey, Diana . 
Office Asst. 111 -Capital AssetslFin Serv Dolman, Rosemary 
Admin. Coordinator ---__ __ Stanchfield. Craig ~ 

~ Daycare Asst. ~ I - Childcare Asst.. BL ~~ VanTine, . ~~ ~ Tanya 
Office .. ~~ Asst. IV .. - HR . ~ DataEncry ~ .. Clerk . Isberg, ~ Maureen 
Secretary II - College ~~~~~ Foundations ~ ~ ~~~ Scott,'Michelle - . ...~ 

Office Asst. II - Public Services ~ . Clerk ~- .. . Doll, . Trina 
- Employment - -_ 8 Education Advisor, Mk L'herault,Card 
Office ~ Asst. ~~ ~ ~ . . .  111 . ~ -Clerk ~. 111. MK James, Marion 

-~ ~ . .  . . ~~ ~~ ~~ .~ ~ . . ~ ~ ~~~ ~~~ ~ 

Yensen, Joan . .  ~ ~ . ~ . . . ~  ~- ~.~ ~ 

. lnitiaiive Lalonde, M icki 
~ ~ ._ _.__ ~- ~. 

.. . . Pastro, ~ ~ ~ ~~ .. Nives 
- ~ . .... ~~ .. ~- ~ . ~~ ..~. ~ . ~ . ~ ~ . . ~  - 

Scott, Steven .~ -_ ~~ 

___ __- .~ ~. .  

_Office - Asst. II - Financial Aid Clerk ~ ~ _ _  Byron, Arlene 
~~~ 

~. 

RESUI 
2 

1997 .~ . .~~~~ ... ~~ 

Pay ~~~~ Equitj 
Target 

22.18 
22.10 
22.ia 

~ ~ . 22.1s 
22.ia 
22.18 

~. 22.10 

.~ 22.10 

~ 22.10 ~~ 

22.18 
~~ . 22.iS 

22.10 
22.18 

~ 20.94 - 
20.94 
20.94 
20.94 
20.94 
20.94 
20.94 
20.94 

20.94 
20.94 
20.94 

20.94 
20.94 
20.94 
20.94 
20.94 

~~ 

22.1 0 
22.10 

22.1 0 

.. ~~~ 

. _ _  .~ ~~ 

~... 

~~ 

~ ~~ _. 

- 
20.94 

~~ 

. ~ . .  
20.94 

~ ~ ~~- 
._ 

~~~ .. . 
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Demman. Betty 

Office Asst. V - Clerk - Sr. Build Services hderson, Dark 
Lentz. Karin 
Giese. Lynn 

. ~ .  ~ Sorer, Sharon . . 

V - Clerk - Sr. Coliege Store 
111 - Cashier/R&m Bookings 

Pre I 1997 
Contract Pay Equit] 
-Rate 1 T i g e t  
18.41 20.94 

20.94 
18.41 20.94 
18.41 20.94 
16.38 20.94 
17.83 . 

~~ ~. 16.62 . 20.94 
16.62 ~ 20.94 
i 5.69 20.94 
16.62 20.94 

20.94 . .. . .. ~~~ ~ 17.42 ~'.  i9.iS 20.94 
20.94 
20.94 19.15 

16.62 20.94 
16.62 .~ 20.94 ~ 

16.38 20.94 
16.62 
16.62 20.94 

~ 19.29 ~. ~~~ 20.94 

~ 16.62 ~ 20.94 
16.62 20.94 
16.62 20.94 
16.62 ~~ 20.94 

16.62 20.94 
~ ~ ~ . .  16.62 ~ ~ . .  20.94 

- ~- 16.62 ~ 20.94 
16.62 20.94 

20.94 15.93 
16.62 20.94 

16.62 20.94 

.- ~ - .- . ~ 
~. .~ 

~ _ ~ _ _  
... 

~~~ . - ~  ~ . . ~ ~  
20.94 

16.62 ~ 20.94 

_ _ _  -. 

~~. ~ ~ 

-- -_ - 
- - -- . . 

16.62 .- 20.94 ~. ~ ~ ... 

.~~ ~ . ~ .. 

.- .. - -. 

- -. - _. 

16.62 ..~ 20.94 -. 

~ ~ .___ 

~ ~ ~ . . ~  
-  current^ .. April April Nov 2006  wage^. 

~. .~ Rates-. 1999 2000 2000 PayEquity Gap 
~ . ~ _ _ _ _ _ _ _  Nov 98 Rates Rates Rates - ~ Target 'End 

20.11 20.52 21.36 0.84' 19.07 19.55 
~. 20.11 20.52 21.36 0.84 19.55 

lG.07 19.55 i 0 . i i  ~ 20.52 21.36 0.64 
20.11 20.52 21.36 0.84 
18.06 18.43 21.36 2.93 17.02 17.50 

- ~~.~ . 19.07 

19.07 19.55 

12/07/98 
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1 -  Band Posltlon -. - 

I 

Pre 
Contract 

Rate 
18.0g 
15.48 
17.01 
16.77 
16.97 

20.97 

. 16.43 .~ 

~ 15.9i 

16.43 
18.54 
16.69 

- 20.97 
18.09 
16.43 

i9.45 

~. 17.75 
.. K o i  

17.75 
15.01 

~ . . .  15.78 
16.77 ~ 

14.87 
15.93 
15.05 
17.75 

17.75 
15.25 
14.74 

17.75 15,05~ 
17.75 

-. . 
15.58 __ 

~ 16.57 

.. __ 15.25 

Office Asst. V - Prog. Asst. - Literacy - M 
Lib. Asst. I - Circulation Night Clerk 
Prog. Asslsl. - Eldor Coordlnalor. BL 
VALT Coordinalor. Burns Lake 
Toolrwm Attendant - Ogilvie 

WAGETESU~ 
2 

1997 
Pay Equltl 

Target ~.~ .. .. 
18.45 
18.45 
18.45 
18.44 

~. i6.45 
16.45 

iS.45 

i8.45 

~~ ~~ 18.45 

18.45 
18.45 

18.45 
. 18.45 ~ . .  

~ ~~~~ 18.45 
18.45 

~ . . ~ ~ ~ . . .  

. ~ .. 

i7.26 
17.211 
17.211 
17.211 

. ~~ 17.211 

_. 

~~~ 17.20 
~ 17.20 
- 17.20 ~ ~- 

_ 17.20 
17.20 

’ 17.20 
17.20 ___ 

.. ~~ 17.20 

. ~ ~~~ 17.20 

17.20 

__ 
17.211 

17.26 __  

17.20 ~- 

~ 17.20 

.... D .~ ’ - ~ 

D 
D . .  
D 

- .~ 
DebWorker ~ 

Lib. &st. . . I I  - Office-. . . 

Technician - Library Technical Services 
Clerk /Typist - Sp.Funded Prog.. Van 

~ 

“Incumbent 

.. D . 
D . 

~ . ~ .  D ... 
D 

D 
- C - - 

C 
C 
C 
C 
C 

-. C 
- C 

C 
C 

__ C 
C 

~~~~ 

~ 

-. - C 

Fries, Kathleen 
Langevin. Carmen 
Aloc. Marilyn 
McLean. Waneta 
Buksa. Doris 
Wu, Leanne 
Maquire. Joan 
Dahl. Helen ~- 
Carpenter, Dawn 
Hermanson. Waync 
Sarrazin. Frank 
Davidson, Jill 
Bruvold. . . ~  ~~. Wanda 
Blackbum,~Elizabel ~~~ . ~. . 

Gray, Glenda 
ruttosi. Cheryl 
Lawrence. Annwen ~ ~ . .~~~~ 

NoGm,~Madene - .- - 
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1. 

Introduction 

This guide has been prepared to help clarify the process of job evaluation. It provides samples of the tools used in the 
process as well as procedures to be followed for the rating of a job; for a request for reconsideration of a job; or for appealing 
a rating. All forms contained in the appendices are current as of the date shown on the document. These may change from 
time to time and an updated copy may be requested from Human Resources at any time. 

2. 

Backeround 
During bargaining in 1992/93 it was agreed that a joint committee would be formed to review job descriptions and develop a 
pay equity plan. The government of the time was also encouraging the development of pay equity plans in order to begin a 
process which would assist in elimination of some of the gap between income levels obtained by men and women. 

Although the BC government did not legislate pay equity as many other provinces did, it led the way as an employer. , 

Responsibility for approving plans and allocating funds was given to the Public Sector Employers' Council (PSEC) and the 
appropriate association. For Colleges and Institutes it was the Post Secondary Employers' Association. Following PSEC 
guidelines, the CNC joint pay equity committee developed and recommended a pay equity plan in April of 1996. The 
recommendation was ratified by both the union membership (September 21,1996) and the College Board ( September 27, 
1996). 

Following acceptance, monies provided by the government specifically for pay equity were paid to female dominated 
positions. There were two payments towards closing the gaps. One for the 1992/93 fiscal year (approximately $SO,OOO), and 
one for the 1994/95 fiscal year (approximately $50,000). In both instances discussion took piace between the College and 
the union on how to distribute the funds. 

Discussion also took place relative to internal equity. That is, how to also compensate male dominated positions for which a 
salary gap had been identified as a result of the new approved job evaluation process. It was decided that funds would be 
allocated from the general operating fund and male dominated positions also received an adjustment where a gap existed. 

Since ratification, the process has continued with new and existing positions being rated using the Gender Neutral 
Comparison System (GNCS). The Joint Job Evaluation Committee (JJEC) continues to meet and as new job descriptions are 
created and existing jobs change, they will continue their work. 

The dedication and hard work of the original committee must be acknowledged and appreciated along with the ongoing 
commitment of current and future committee members. 
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3. 

Historical Review 

Oct. 19, 1992 

Dec. 1992 
Jan. 20, 1993 
October 1993 
Nov. 27, 1993 
March 1994 
Nov. 18, 1994 
July 1995 
August 1995 
Dec 14, 1995 
April 1996 
May 1996 
September 1996 
November 1996 

4. 

Terminologv 

Gunroved Job 
-: 

Gender Neutrd 

&stem iG NCSk 

Job Analvsik 
Questionnaire: 

Job Evaluation 
R e c o n s i d e d  
Form: 

Joint Standine 
Committee: 

pav Grades: 

Position Title; 

Letter received from the Ministry of Advanced Education, Training and technology identifying 
monies available for pay equity. 
Joint Committee established 
Terms of Reference developed 
Job descriptions sent out for review 
LOA re: Job Descriptions & Classifications 
Questionnaire distributed 
LOA renewed 
Request for proposal for Consultant 
Consultant hired (Crossman Shepherd) 
Gender Neutral Comparison System completed 
Memorandum of Agreement on Pay Equity signed 
Plan approved by PSEC 
Ratification 
Monies distributed 

Refers to a job description described in Article 8.06 which has been approved by the College as 
indicated by the signatures of the Vice-president Administration, the Director of Human 
Resources and the incumbent’s Department Manager. 

Refers to the approved document designed and developed to ensure it is a fair and equitable job 
evaluation tool for measuring and valuing the range of job classes found within the bargaining 
unit positions. The GNCS contains four (4) main criteria: Skill, Effort, Responsibility, and 
Working Conditions. The GNCS rates these four (4) criteria by breaking them down into a set of 
sub-factors, and further dividing the sub-factors into a series of measurable levels. 

Refers to the Joint Job Evaluation Committee. 

Refers to the questionnaire approved by the Joint Standing Committee and which is used by the 
JJEC and the Appeals Committee to identify such aspects as a Task Description, Education and 
Experience Requirements, and Working Conditions, etc. for a position and which shall be 
completed by an incumbent andor manager. 

Refers to the form approved by the Joint Standing Committee and which must be completed by all 
employees who request a job evaluation review of an existing position. 

Refers to the Joint Committee formed under Article 7.09 of the Collective Agreement, comprised 
of Union and College Executive representatives. 
Pay grades are the monetary amounts applicable to salary bands. 

Position titles will be determined by the College and shall identify specific positions within the 
College. 



Pav -maw 
GL&k 

. .  

Refers to the initial pay grade attached to a new position prior to the twelve (12) month review 
referred to in Article 8.04 (d). 

Refers to the form approved by the Joint Standing Committee where the position rating performed 
by the JJEC using the Gender Neutral Comparison System (GNCS) is recorded and which is 
signed by all JJEC members participating in the rating. 

This document includes the detailed factor ratings and total points for all positions. The Rating 
Summary Sheet is used by the JJEC as a reference point when deterrmning the relative value of 
positions. 

Refers to a change in a pay grade or salary band as a result of a job evaluation review. 

Refers to a job evaluation review of an existing position which could result m a reclassification. 

The job title of any specific position is contained within more broadly defmed salary bands which 
shall be identified in Appendix A of the Collective Agreement. Salary bands represent a range of 
pre-determined points. 

Reclassification: 

Reconsideration: 

-: 

5. 

Procedures 
A. Rating of Existing Positions 

When a position changes or when it is determined that a job description does not reflect the duties and 
responsibilities of the job a request for reconsideration may be made, by the incumbent(s), the Union, or the 
College, in accordance with the following procedures: 

Requests must detail the changes which have occurred in the job andor the duties and responsibilities of the job, 
and he made in writing to the Director of Human Resources on a Job Evaluation Reconsideration form. 

ii) Copies of all requests for a job evaluation reviews submitted will be provided to the Union within five ( 5 )  working 
days of receipt. 

i) 

iii) A request for a job evaluation review may be rejected by the JJEC if the position has been reviewed and dealt with 
during the thuty (30) month period before the date of the request, unless the Union Standing Committee and the 
College agree, or the job description does not reflect the duties and responsibilities of the job. 

iv) The Director of Human Resources (or designate) shall forward all Job Evaluation Reconsideration forms, to the 
JJEC, within five ( 5 )  working days. 

vi) Before the JJEC proceeds with reconsideration, the committee must receive a copy of the Job Evaluation 
Reconsideration form, the current approved job description for the position, the current Rating Sheet or any 
supporting documentation to the process. The gathering of information shall involve requesting the incumbent(s) 
and the manager to complete an up-to-date Job Analysis Questionnaire. 

vii) The incumbent(s) to the position and the manager shall attend a meeting (together or separately) of the JJEC before 
the fmal ratings are completed. 

viii) If the JJEC agrees that the job description is not reflective of the 
duties, the Committee will forward the matter, to the Joint Standing Committee for resolution, within five ( 5 )  
working days of that decision. The job evaluation reconsideration for the position will be suspended pending 
resolution by the Joint Standing Committee. If a resolution is not reached by the Joint Standing Committee in the 
matter. it will then be referred to arbitration. 
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ix) Where the approved job description has been changed by the College, the JJEC shall meet to rate each sub-factor of 
the job, and to establish a new rating for the job. The rating of the job shall he recorded on a Rating Sheet which 
shall determine the pay grade for the job. The Rating Sheet will be signed off by all the JJEC members in 
attendance. A copy of the of the results shall be forwarded to the incumbent to the position, the manager, and the 
union within fourteen (14) calendar days. 

x) If the job rated at a pay grade higher than the existing pay grade, the position shall be placed in the new pay grade 
and the incumbent’s rate of pay shall be adjusted retroactive to the date of request for reconsideration. If the job 
rating results in a lower pay grade, the incumbent employee shall be exception-rated. The incumbent employee will 
receive one hundred percent (100%) of the general salary increases that are provided for in the collective agreement 
or are negotiated in future collective bargaining. However, if the incumbent employee leaves hisiher position, and 
the vacancy is to be filled, the position will be posted at the applicable April 1,2000 pay equity target rate. r 

xi) Either the incumbent(s)Nnion or the Manager/College may appeal the JJEC decision by submitting a written 
request stating the reason(s) for the appeal (refer to Article 8.07 or see section 3C of this guide) within fourteen (14) 
calendar days of the receipt of the Rating Sheet from the JJEC. 

- B. m a N e w P 0 . s  itioq 

When the College develops a new position which is included within the PPWC bargaining unit, the following 
procedures shall apply: 

The CollegeiManager shall complete a Job Analysis questionnaire for the job and submit it to the Director of 
Human Resources. 

ii) A sub-committee of two (2) union and two (2) College members of the JJEC shall meet and rate the job based on 
the Job Analysis Questionnaire, the approved job description, Rating Summary Sheets and other tools such as the 
GNCS.(For actual language refer to Article 8.04 (b)) 

i) 

iii) If the College proceeds in filling the job, it shall he posted and any person appointed shall he paid the preliminary 
pay grade. 

iv) After twelve (12) months from the date of appointment of an incumbent to a new position and provided the position 
still exists, the incumbent(s) and the manager(s) shall complete a Job Analysis Questionnaire which shall be 
submitted, along with an updated approved job description to the JJEC. 

v) The JJEC shall review the Job Description, Rating Sheet, Job Analysis Questionnaire and rate the job according to 
the normal procedure which shall be recorded on the Rating Sheet. The pay grade shall be paid to each incumbent 
effective the date of hisiher appointment to the job. If the job is rated at a pay gade higher than the existing pay 
grade, the incumbent’s rate of pay shall be adjusted retroactive to the date of appointment. If the job rating results 
in a lower pay grade, the incumbent employee shall he exception-rated. The incumbent employee will receive one 
hundred percent (100%) of the general salary increases that are provided for in the collective agreement or are 
negotiated in future collective bargaining. However, if the incumbent employee leaves hisiher position, and the 
vacancy is to be filled, the position will be posted at the applicable April 1,2000 pay equity target rate. 

vi) Either the incumbent(s)Rlnion or the manager(s)/Coilege may appeal the JJEC decision by submitting a written 
request stating the reason(s) for the appeal (refer to Article 8.07 or see section 3C of this guide) within fourteen (14) 
calendar days of the receipt of the Rating Sheet from the JJEC. 



(Exact language in Article 8.07 of Collective Agreement) 

The Appeal Process may be initiated by the incumbent(s) to the positionRlnion or the manager(s)/College submitting a 
written request to the Director of Human Resources who shall forward it to the Appeals Committee. The request must 
include the reason(s) for the appeal, which shall meet the criteria identified within the collective agreement and shall be 
submitted within fourteen (14) calendar days of the receipt of the Rating Sheet from the JJEC. 

I) The Appeals Committee will review the written appeal, using the criteria for appeals, and determine if an appeal 
will be accepted or denied. 

ii) The incumbent to the position and the manager will be notified in writing of the decision no later than five ( 5 )  
working days following the Committee decision. 

iii) If accepting an appeal, the Committee will make every effort to resolve the matter. This process may include 
requesting a Job Evaluation Reconsideration form from the individual appealing, interviewing the incumbent(s) and 
manager(s), requesting the completion of a Job Analysis Questionnaire, meeting with the JJEC or other methods 
determined by the Committee. 

iv) The Appeals Committee shall have twenty (20) working days to resolve the matter. 

v) Both the incumbent(s) to the position and the manager will be notified, in writing, of the Appeals Committee 
decision. 

vi) If the Appeals Committee cannot reach a resolution to an appeal then the appeal will be forwarded to arbitration. 

IL FiveYearRe view 

In accordance with sound compensation practices, a comprehensive review of all positions will be done once every five 
( 5 )  years. The fmt review is scheduled for November 2001. 



I EXTSTING POSITIONS I I RECONSIDERATIONS I 
I I 

4 
Where the duties and responsibilities have changed and/or they are 
inconsistent with the Job Description. 

I The incumbent employee, Union or the College may file with the 
Human Resources a Job Evaluation Reconsideration Form. I .- 

Job Evaluation Reconsideration Form is forwarded to the Joint Job 
Evaluation Committee with copy to the Union. 

Joint Job Evaluation Committee 
(JJEC) 

The JJEC will: 

t 
The request may be 
rejected if made within 
30 months of a previous 
reconsideration. 

+ 

lThe JJEC will rate the job after 
the Incumbent and the Manager 
have completed a Job Analysis 
Questionaire and they have been 
interviewed by the JJEC . 

IWithin 14 days of the receipt of the I 

reflect the duties, the JJEC 
will forward the matter to the 
Standing Committee. 

+ + 
rating sheet, the IncumbentLJnion or 
ManagerKollege may appeal the JJEC If the matter is resolved by 

the Joint Standing resolved by the Joint 
Committee. Standing Committee 

This diagram is for general information only and is not to be construed as amending or modifying in any 
aspect the specific provisions of Article 8 - Position Description and Job Evaluation Procedures. 



NEW POSITIONS 

4 
College manager submits to Human Resources a completed Job Analysis 
questionnaire, which is forwarded to the JJEC/Sub Committee. 

4 
The JJEC Sub Committee shall rate the job for a 
preliminary pay grade. 

After 12 months from the date of appointment the incumbent employee and the manager shall 
complete a Job Analysis Questionaire . 

r 

4 

Joint Job Evaluation Committee 
(JJEC) 

The JJEC shall review a current Job Description, Rating Sheet, Job 
Analysis Questionaire and rate the job to establish the pay grade. 
The new Pay Grade shall be retroactive to date of appointment. 

t 
Within 14 days of the receipt of the rating sheet, 
the Incumbent, Union or ManagdCollege may 
appeal the JJEC rating. 

t 
Disputes & Appeals 

This diagram is for general information only and is not to be construed as amending or modifying in any 
aspect the specific provisions of Article 8 - Position Description and Job Evaluation Procedures. 



I I Disputes & Appeals Procedure 

The incumbent/Union or ManagerKollege 
may appeal the JJEC rating within 14 days 
of the receipt of the rating sheet. 

Criteria for Appeal 
a) Identification of identical or substantially similar position(s) which have been rated 

b) Explanation of occurrence or extenuating circumstance that affected the evaluation 
c) Violation of Article 8.0 

differently; or 

+ 
The Appeals Committee shall determine if the appeal 
will be accepted or denied and notify the incumbent 
and the manager within 5 working days. 

Appeals Committee has 20 days to resolve the matter 
and notify the incumbent and the manager of their 
decision 

+ 
If Appeals Committee is unable to resolve 
the matter. + 

This diagram is for general information only and is not to be construed as amending or modifying in any 
aspect the specific provisions of Article 8 - Position Description and Job Evaluation Procedures. 
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INTRODUCTION 

This job evaluation system is a gender neutral comparison system which has been designed and 
developed by the Joint Pay Equity Committee and customized to ensure that it is a fair and 
equitable tool for measuring and valuing the range of job classes found within the P.P.W.C. 
bargaining unit positions of the College of New Caledonia. 

This job evaluation system contains four main criteria, SKILL, EFFORT, RESPONSIBILITY 
AND WORKING CONDITIONS, as required by the Puv Equitv Policv of the Public Sector 
Employers Council. This system rates these four criteria by breaking down the criteria into a 
set of subfactors and further dividing the subfactors into a series of measurable levels. Each 
of the individual subfactors is defined, as are each of the levels within a subfactor. All jobs 
rate a minimum degree level 1 in all subfactors. 

When applied by a Joint Job Evaluation Committee, trained in the gender-neutral application 
of the system, an appropriate relative job order or ranking will result. This system allows jobs 
to be measured in a consistent and objective manner, ensuring the success of the results. 

3 



FACTOR SKILL 
JOB KNOWLEDGE 

Job Knowledge is defined by two subfactors: 

0 EDUCATION 

0 EXPERIENCE 

Job Knowledge is designed to evaluate: 

0 the job-related knowledge, 

0 skills, and 

0 abilities 

required to successfully perform the duties of the position. These abilities may be developed 
through formal training and education, but they may also be the product of on-the-job 
experience, either with the organization or with previous employers, in a related position. 
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FACTOR SKILL 
EDUCATION 

Education - refers to the: 

0 formal education, and 

0 training 

ordinarily required to attain the knowledge, skill and ability required to perform the job 
satisfactorily. Training may be from a number of professional or academic sources. 
Appropriate certifications will be recognized. 

5 



FACTOR SKILL 
EDUCATION 

DEGREE DESCRIPTION 

1 Less than High School Graduation. 

2 High School completion or equivalent. 

3 High School completion plus additional advanced courses (generally a course 
of less than 1 year, eg. Air Brakes, WHMIS etc. but does not include first 
aid training). 

4 Recognized one (1) year certificate 

5 Recognized two (2) year diploma. 

6 Bachelors degree or recognized professional certification. 

7 Masters degree or equivalent. 
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FACTOR SKILL 
EXPERIENCE 

This subfactor should be considered after the degree of knowledge is established. It serves as 

a scale of measurement for the amount of practical experience that an average individual, 

having the appropriate theoretical knowledge, specific education and specialized training, 

would require to be able to perform the job duties and responsibilities. It includes the sum of 

(a) and (b): 

a) Previous on-the-job training and knowledge in lower-level or related positions 

(within the College or elsewhere) including all required skills and knowledge 

that are not accounted for in the education level. 

b) The time required to learn the practical application of complex theoretical 

knowledge that is considered to be particular to College of New Caledonia and 

its work problems and to learn the associated techniques, methods, practices, 

procedures etc. 

It is important to note that this subfactor does not measure the actual experience of the 

incumbent(s) in the job or others (eg seniority), but measures the minimum amount of time to 

learn the skills required for job competence. 
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FACTOR SKILL 
EXPERIENCE 

DEGREE DESCRIPTION 

Less than 6 months 

6 months or more 

1 year or more 

2 years or more 

3 years or more 

4 years or more 

8 
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FACTOR SKILL 
JUDGEMENT AND COMPLEXITY 

nent and Complexity is defined by two subfactors: 

e TaskdProblem Solving Complexity and 

Decision Making Complexity. 

This factor is designed to evaluate the degree of difficulty inherent in analysing and developing 
solutions to job related problems which may be of a technical, administrative or operational 
nature. The requirement to exercise independent judgement in so doing is also evaluated. 

9 



FACTOR SKILL 
TASKWPROBLEM SOLVING COMPLEXITY 

Tasks/Problem Solving Complexity - refers to the 
0 frequency, 
0 variety, and 

relative difficulty 

of the tasks performed and the degree of analysis, creativity and innovation required. The 
requirement for originality, creativity, and continuous upgrading in developing approaches, 
techniques or procedures for solving problems is evaluated. 

10 



FACTOR SKILL 
TASKSPROBLEM SOLVING COMPLEXITY 

DEGREE DESCRIPTION 

1 Work primarily involves the Performance of a limited number of specific 
routine tasks which incorporate related steps, processes or methods. Selection 
of a course of action from a limited number of clearlv defined and easily 
identified alternatives may occasionally be required for problem-solving. 

2 Work primarily involves the performance of a variety of routine tasks which 
involve several related. s ta ndardized pro cesses or methods. Some independent 
analysis and selection of a course of action from a limited ra nee of ore- 
established alternat ives is required for problem-solving. At this level you are 
not developing something new. 

Work primarily involves the performance of a variety of routine and non- 
routme tasks that wcasionally require the auplicat ion of different a nd unrelated 
processes and methods . Problem-solving requires aependent identification 
and analvsis of the facts and compo n e n tS of the problem situation and selection 
of a course of action from a m e  of established b a t  iv e$ (eg. policy may be 
primary guide, have standard department response). At this level you do 
your own analysis, but are still working within an established range. 

3 

4 Work involves the performance of a variety of routine and non-routine tasks 
requiring the application of different and unrelated processes and metho ds . 
Problem-solving involves limited im vation ' o r creativitv and apalicat ion of 
analytical techniques to select an appropriate course of action. At this level, 
you may be selecting something that has not been done before. 
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FACTOR SKILL 
TASKSlPROBLEM SOLVING COMPLEXITY 

DEGREE DESCRIPTION 

Work involves primarily the performance of that rJlav rea& 
and the use of considerable the application of 7 or m e w  

. Problem-solving involves interpreting considerable data or refining 
work methods, techniques and/or approaches to be used. 

. .  5 

' 

. .  
' a variety of unusual. . .  6 Work involves 

Problem-solv-d development of 
on the problem situation. 
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FACTOR SKILL 
DECISION MAKING COMPLEXITY 

Decision Making Complexity refers to the extent to which the job is governed, supervised or 

regulated by: 

b historical precedents; 

b specific instructions; 

b established methods; 

0 

documented procedures or policies; and 

availability, extent and nature of guidance from the immediate supervisor, 

In evaluating this factor, consideration should also be given to the independence (Le. how 

much do you “fly by the seat of your pants”) of action which is designed into the position, 

i.e., that which would be exercised by a fully qualified performer with averape tenure (i.e. not 

new trainee level, not 15-year veteran level). 

13 



FACTOR SKILL 
DECISION MAKING COMPLEXITY 

DEGREE DESCFUPTION 

1 Work is performed in accordance with established ' procedures and well-defined 
involving -freedom to select which methods are 

applicable in any given situation. Work is 
completeness. Matters which deviate from specific work instructions are 

for accuracy and 

to the supervisor. 

Work is performed in accordance with established ' procedures and well-defined 

applicable in any given situation. Work is wviewed r e m u  and partic- 

instructions reviewed with the supervisor. 

actices involving freedom to select which methods are 
2 

for accuracy and quality. Matters not covered in work 

3 Work is performed in accordance with standard practices and methods requiring 
initiative to complete recurring assignments independently and iudeement to 
determine which of 
Finished work is reviewed for accuracy and quality. 
referred_to suuervis~~.  

are applicable in any given situation. . .  . 

r 

. .  Work is performed 
policy. in selecting and interpreting 
information, reconciling deviations from standard methods and resolvine 
w. Finished work is reviewed for attainment of objectives and 
adherence to deadlines. Supervisor is available to assist in resolving problems. 

prescribed by supervisor and/or . .  4 

14 



FACTOR SKILL 
DECISION MAKING COMPLEXITY 

DEGREE DESCRIPTION 

5 Work is governed by general . U olicv. goals or outline of reaui . rements requiring 
judgement and initiative in identifying, adapting and applying procedures and 
approaches to address u s u a l  problem s ituations and resolve most conflicts. 
Completed work is reviewed only for attainment of objectives and effectiveness 
of results. Supervisor is involved on problems of major impact. 

Work is governed by broad rm . idelines requiring considerable iudg _ e m w  and 
initiative to develou and intemret U olicy in planning and implementing major 
projects and work assignments. The process of policy implementation is 
reviewed for coordination with the work of others. Control is exercised only in 
terms of assessing attainment of broad directives. 

6 
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FACTOR EFFORT 
MENTAL EFFORT 

Mental Effort - refers to the nature, duration and frequency of sustained, intense periods of mental 

concentration required in the position. This includes volume of interruptions and requirements 

for changing focus and concentration which cause w e  and & ~ J E  . "Minimal" nature of 

work requires normal mental concentration and/or interruption. Consider the degree which would 

normally apply to the position. Frequency identifies the extent to which this unusual mental effort 

is required by the position. 

To determine a rating in this subfactor you must determine both the: 

a) Duration and 

b) Frequency 

of the mental effort. Once both (a) and (b) have been established, use the matrix provided to 

determine the appropriate degree level. 
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FACT iR EFFORT 
MENTAL EFFORT 

DESCRIPTOR DEFINITION 

Duration: 

Minimal 
Concentration 

Work requires normal mental concentration and/or interruption. 

Short Nature of work requires short ueriods h p  to 1 hour1 of sustained 
mental concentration, and/or working with regular interruptions 
and/or meeting moderately demanding work schedules. 

Intermediate Nature of work requires intermediate periods (1 hour and less 
than 2 hour& of sustained mental concentration, and/or working 
with frequent interruptions and/or meeting demanding work 
schedules. 

Extended Nature of work requires extended periods b o r e  than 2 hours1 of 
sustained mental concentration and/or continuous interruptions 
and/or meeting extremely demanding work schedules. 

Note: Duration is more important than frequency. 

Freouencv: 

Rarely less than 20% of .the time (eg. less than 1 day per week), OR 
infrequently, a very small part of most days, weeks or months. 

Sometimes 20% to 50% of the time (eg. 1 to up to 3 days per week), OR 
frequently, a small part of most days or weeks or weekly. 

Often 50 % to 85 % of the time (eg. 3 to 4 days per week), OR 
regularly, a majority of most days or weeks. 

Almost Alwavs more than 85% of the time, OR almost the entire day, every day. 

17 



FACTOR EFFORT 
MENTAL EFFORT 

Once the duration andfrequency have been determined, use the matrix provided below to 
determine the appropriate degree level. 

Almost Always 
(more than 

85% of time) 

1 

3 

5 

6 
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FACTOR EFFORT 
PHYSICAL EFFORT 

Physical Effort refers to the nature and frequency of physical exertion or strain normally required 

to perform the job. "Minimum" work requires minimum physical effort and strain in a variety 

of normal positions, e.g., intermittent standing, sitting, walking, with freedom to move around. 

Consider the degree which would normally apply to the position. Frequency identifies the extent 

to which unusual physical effort is found in the position. 

To determine a rating in this subfactor you must determine both the: 

a) Natureand 

b) Frequency 

of the physical effort. Once both (a) and (b) have been established, use the matrix provided to 

determine the appropriate degree level. 
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FACTOR EFFORT 
PHYSICAL EFFORT 

DESCRIPTOR DEFIMTION 

Minimal Work requires light physical effort and exertion with unlimited 
freedom of movement, eg. person sits or stands for prolonged 
periods but has freedom to break pattern or move around. 

Light Work requires light physical effort and exertion, e.g. prolonged 
standing or sitting, with limited freedom of movement, prolonged 
walking, climbing stairs, using light equipment or tools, handling 
light weight materials ( < 20 pounds). 

Moderate 

Heavy 

Work requires moderate physical effort and exertion, e.g., 
climbing or working from ladders, using medium weight 
equipment or tools and/or handling medium weight materials 
(2 20 to 5 50 pounds). 

Work requires heavy physical effort and considerable exertion, 
e.g. extensive climbing, using heavy materials or equipment 
requiring straining, pulling and liftiig (over 50 pounds). 

Rarely less than 20% of the time (eg. less than 1 day per week), OR 
infrequently, a very small part of most days, weeks or months. 

20% to 50% of the time (eg. 1 to up to 3 days per week), OR 
frequently, a small part of most days or weeks or weekly. 

50% to 85% of the time (eg. 3 to 4 days per week), OR 
regularly, a majority of most days or weeks. 

Sometimes 

Often 

A l l m u k W  more than 85% of the time, OR almost the entire day, every day. 
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FACTOR EFFORT 
PHYSICAL EFFORT 

Once the nature andfrequency have been determined, use the matrix provided below to 

determine the appropriate degree level. 

n/a 

n/a 

Nature 

n/a n/a 1 

1 2 3 

Minimal 

Light Physical 
Effort (< 20 
pounds) 

Physic:il Effort 
(1 20 to 1 5 0  

Heavy Physical 
Effort ( > 50 

Frequency II 
~ 

Rarely (less Sometimes (20 Often (50 to up 
than 20% of to up to 50% of to 85% of time) 

Almost Always 
(more than 

time) I time) I I 85% oftime) 11 

I I 

5 II 

Ij 

21 



FACTOR EFFORT 
MANUAL DEXTERITY 

Manual Dexterity - refers to nature, duration and frequency of precise hand/eye and/or 

handlfoot coordination andlor finer motor skills which cause pressure and fatigue. Consider 

the degree which would normally apply to the position. Frequency identifies the extent to 

which manual dexterity and coordination demands are required by the position. 

To determine a rating in this subfactor you must determine both the: 

a) Nature and 

b) Frequency 

of the dexterity. Once both (a) and (b) have been established, use the matrix provided to 

determine the appropriate degree level. 
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FACTOR EFFORT 
MANUAL DEXTERITY 

~~ 

DESCRIPTOR DEFINITION 

Nature: 

No special Work does not require special manual dexterity or dexterity 
coordination efforts. 

Moderate Work requires a moderate level of manual dexterity and 
coordination effort where Speed is not th e primary consideration, 
(eg business equipment, computers, cash register, postal 
equipment, copiers, switchboard, basic hand tools, operating a 
vehicle under normal conditions, loading and unloading). Work 
requires accu racv and /or repetition. 

Work requires a considerable level of manual dexterity and 
coordination effort, (eg. work with complex machines, 
computers, tools and instruments which may involve calibration, 
measurement, accurate high speed calculations, detailed lay-out 
etc.) Work may require hand/eye coordination; and/or2 
combination of spe ed and accura cv and/or repetition. 

Considerable 

High 

Freguency; 

Rarely 

Work requires high levels of manual dexterity, precise hand/eye 
coordination and/or a combination of speed and accuracy and/or 
repetition, (eg. continuous high speed calculations, working to 
high tolerance/precision levels). 

less than 20% of the time (eg. less than 1 day per week), OR 
infrequently, a very small part of most days, weeks or months. 

Sometimes 20% to 50% of the time (eg. 1 to up to 3 days per week), OR 
frequently, a small part of most days or weeks or weekly. 

50% to 85% of the time (eg. 3 to 4 days per week), OR 
regularly, a majority of most days or weeks. 

more than 85% of the time, OR almost the entire day, every day. 

Often 
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FACTOR EFFORT 
MANUAL DEXTERITY 

Once the nature andfrequency have been determined, use the matrix provided below to 

determine the appropriate degree level. 
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FACTOR RESPONSIBILITY 
OPERATION, ADMINISTRATION, PROGRAM AND 

SERVICE ACCOUNTABILITY 

This sub-factor measures the level of responsibility for planning and delivery of operations, 

administration, programs or services (O.A.P.S.). It also measures the scope (breadth and 

depth), nature and level of accountability of the job for O.A.P.S..  Taken into consideration is 

the probable e ffect of decisionslactions on O.A.P.S. and the ease with which errors can be 

detected (i.e. checks and balances) and corrected. It also measures the effect of actions on 

others, both internally and externally to O.A.P.S.(i.e. what is the impact of your mistake). 

The factor includes th e re-s ibilitv for the health. saf etv. we 11-be ine of others as well as the 

ssponsibilitv for Rnanc ial resources . This subfactor also measures responsibility for 

information resources or the degree of responsibility for using, manipulating, generating and 

maintenance of information, data or files. 

Notes for implementing this subfactor: 

1. Consider the nature of the more serious errors (i.e. what are consequences) of the job 

(regardless of the type or cause), 

Errors may be mechanical or errors in judgement. 

Consider accountability in terms such as: 

a) 

b) 

c) 
d) 
e) 

f) 

g) 
h) 
i) 

2. 

3 .  

impact of decisions on overaU service delivery, clients (i.e. includes students, 
other college departments, zeneral public) and program directions. 
financial; including handling money (eg. petty cash), budgets, revenue 
operation or cost controls etc. 
responsibility to ensure the health, safety and well-being of others. 
damage or loss involving machinery, equipment, supplies or other assets. 
responsibility for using, manipulating, generating and maintenance of 
information, data or files and whether this information is confidential. 
consider whether or not work is checked by others and the likelihood of errors 
being detected. 
the seriousness of an error. 
length of time needed to correct an error. 
repercussions to the College, department, or branch and the effects, both 
internally or externally. 
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FACTOR RESPONSIBILITY 
OPERATION, ADMINISTRATION, PROGRAM AND 

SERVICE ACCOUNTABILITY 

DEGREE DESCRIPTION 

. .  to an O.A.P.S. plan. Incorrect or inappropriate 
on the College and/or its clients recommendations/decisions have .We or no effect 

or employees. Actions can be corrected in the normal course of duties. No loss 
of resources, or if so, they are minimal. No responsibility for safety or well-being 
of others except minimally, accidentally or indirectly. May work with 
information, data or files that are straightforward and easily retrieved and stored 
in existing formats. 

1 

2 Provides input/feedback to a of a O.A.P.S. plan. update 
client or College records. May collect information on clients, employees, services 
etc. Incorrect or inappropriate recommendations/ decisions have m t e d  effect 
on the College and/or its clients or employees. Actions could result in minor loss 
of time or resources. May be minimally responsible for safety or well-being of 
others. ' information, data or files that are 
somewhat complex. May recommend changes or develop new methods for storage 
or retrieval. 

. .  

3 Provides input/feedback to a specific of an O.A.P.S. plan. 
May C Incorrect or inappropriate 
recommendations/decisions have a ad,mLe level of direct effeg on the College 
and/or its clients or employees. BEtipns could r- 
moderate loss of time, resources, or have repercussions withii the department or 
College. May manipulate or generate (create or write) information, data or files 
that are complex. 
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FACTOR RESPONSIBILITY 
OPERATION, ADMINISTRATION, PROGRAM AND 

SERVICE ACCOUNTABILITY 

DEGREE DESCRIPTION 

Required to asess. de termine and imuleme nt sepments - 0 f O.A.P.S. ulans. 
Responsible for overall delivery of a segment of O.A.P.S.. Particiua tes in plan 
develou . ment. Incorrect or inappropriate recommendations/decisions have a 
moderate level of direct effect on the College and/or its clients or employees. 
Actions could result in moderate loss of time, resources, ms iderable harm to 
others, or have repercussions within the department or College. May manipulate 
or generate (create or write) information, data or files that are complex. 

. .  4 

5 Monitors the implementation of 0. A.P.S. p b  and identifies the needs of future m. Monitors the O.A.P.S. resources. Analysis of program effectiveness is 
expected. Respons ible f or ulan developmeL Incorrect or inappropriate 
recommendationsldecisions have a direct effect on the College and/or its clients or 
employees. Actions could result in considerable harm to a number of people, 
moderate loss of time, resources, or have repercussions withim the department or 
College. May manipulate or generate (create or write) information, data or files 
that are complex. 
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FACTOR RESPONSIBILITY 
SUPERVISION 

Supervision is defined by two subfactors: 

a NATURE OF WORK SUPERVISED; 

0 SCOPE OF SUPERVISORY RESPONSIBILITIES. 

r 

Supervisory responsibility refers to the requirement of the position to instruct, guide, assign, 

review, lead, direct, organize, control, train or appraise the work activities of others for the 

eficient utilization of human and material resources. Consideration is given to both the nature 

and scope of supervisory responsibility. 
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FACTOR RESPONSIBILITY 
NATURE OF WORK SUPERVISED 

Nature of Work Supervised refers to the type and degree of control over --: work of others. 

(Note: Work Study Students are considered employees for the purposes of both 

supervision subfactors if they are paid and not volunteers.) Differentiation between work 

guidance and direct supervision can be explained as follows: 

Work Guidance - providing information and/or instructions on completing tasks 

which are similar to those in the incumbent's position. 

Direct Supervision - having responsibility or making decisions on, training and 

development for employees in addition to assigning and 

reviewing their work.Direct supervision may include the 

following duties: assign work, delegate duties; check the 

quality/accuracy of work of others; formally train and 

orientate new staff; develop work methods, procedures and 

standards; responsible for scheduling of personnel; giving 

advice, guidance, instruction, and direction; planning, 

organizing, scheduling, and co-ordinating of work, etc.. 



FACTOR RESPONSIBILITY 
NATURE OF WORK SUPERVISED 

DEGREE DESCRIPTION 

1 Work involves m responsibility for providing training, guidance or work 

new employees. 
direction to other personnel. May o c c a s j o n a l l v t e  work methpaS to 

r 

2 Work involves on an (i.e. not a continuing responsibility, could 
be seasonal or “once-in-a-while” having a temporary employee, etc.)basis 
instructing personnel ( d o i n e a r  woru on job content or work methods and 
procedures, while continuing to perform the normal day-to-day duties of the 
position.This must be specified in the job description. 

. .  

. . .  3 Work involves (i.e. full or part-time responsibility for 
supervision on an on-going continuing basis) for providing training and work 
guidance to others while continuing to perform the normal day-today activities 
of the position. 

4 Work involves responsibility for assigning, checking and maintaining work flow 
of junior staff in a work unit as a gmuphda while continuing to perform the 
normal day-to-day duties of the position. 

. .  5 Work involves responsibility for of non-supervisory 
personnel performing similar activities within one segment of a discipline. This 
level would be typical of a frst line supervisor. 
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FACTOR WSPONSIBILITY 
SCOPE OF SUPERVISORY RESPONSIBILITIES 

Scope of Supervisory Responsibilities refers to the total number of personnel supervised 

directly and through subordinates. Note: The nature of work supervised must be rated at 

least as a degree level 3 to rate a 2 or greater in scope of supervisory responsibilities. 
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FACTOR RESPONSIBILITY 
SCOPE OF SUPERVISORY RESPONSIBILITY 

DEGREE DESCRIPTION 

1 No persons supervised 

2 1 - 2 persons supervised 

6 

3 - 5 persons supervised 

6 - 10 persons supervised 

11 - 14 persons supervised 

15 - 24 persons supervised 

7 25 plus persons supervised 
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FACTOR RESPONSIBILITY 
COMMUNICATION 

Communication is defined by two subfactors: 

0 Internal Communications 

0 External Communications 

This factor is designed to evaluate the extent of responsibility for establishing and/or 

maintaining contacts through communication, both written and oral, with staff and students 

outside the immediate work unit or with individuals externa I to the organization. This factor 

applies only to positions where contacts are essential to the effective uerformanc e on the iob, 

It is expected to reflect: 

0 

0 

0 

0 

the reason for the contact; 

the requirement to obtain or communicate important information; 

the need to initiate contacts; 

the potential effects of interactions; and 

the need for tact, diplomacy and persuasiveness to achieve results. 

This factor is not a measurement of the communications that are a normal part of supervision. 

Advisory Committees could be internal or external depending on where the committee 

comes from. An advisory committee of college employees andlor students is internal, but 

an advisory committee from the community is external. 

Note: The mode of communication is not important, it could be verbal (in person or on 

the phone) or written (on paper or e-mail), what is important is who the contact is with, 

i.e. internal or external, and the reason for the contact. 
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FACTOR RESPONSIBILITY 
INTERNAL COMMUNICATION 

Internal Communications: refers to contacts within the College. This includes all of the 

departments of the College, staff, students (any student who has applied for or been 

enrolled), instructors, etc. 

Consider the degree which regularly applies to the position. 
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FACTOR RESPONSIBILITY 
INTERNAL COMMUNICATION 

DEGREE DESCRIPTION 

1 Internal communication other than to receive direction is not a normal part of 
the job. 

2 Internal communication occurs in the course of performing the job and requires 
basic communications skills such as data or information 
regarding routine business matters. 

3 Internal communication is for the purpose of explaining. exc hangin= 
discussino comonlv encounte red business matters such as bow information 
was CO Ilected. the basis of a calcu lation or the standard urovisions of colleee 
m l a  tions, 

4 Internal communication is for the purpose of explaining routine and non-routine 
business matters including how information was collected or processed QL@ 
2 ' f  corr ' n or to explain the application of 
college regulations or responding to detailed enquiries. 

Internal communication is for the purpose of providing guidan ce. instructian, 
s and/or &; this could advice and explanation of non -r outine business matter 

include prepa ring - an d presenti-oup inforrnat ion ses siong. Improper 
handling could cause problems in relationships. 

5 
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FACTOR RESPONSIBILITY 
EXTERNAL COMMUNICATION 

External Communication - refers to contacts external to the College. This includes both 

individuals and organizations. It also includes W p e c t i  ve stud-. 
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FACTOR RESPONSIBILITY 
EXTERNAL COMMUNICATION 

DEGREE DESCRIPTION 

1 External communication, does not occur in the normal course of performing the 
job and are incidental and do not require other than basic communication skills. 

2 External communication occurs in the normal course of performing the job and 
requires 
information regarding business matters. 

cati n s ' such as providing - or obtainino . data or 

3 External communication, including contacts with the public and suppliers, is for 
the purpose of aplainino or discussing routine matt ers, how information was 
collected or the basis of a calculation or decision. Communication frequently 
involves responding to others or 
organization regarding routine matte rs. 

. .  . conta ct with others outside the 

External communication, including contacts with the public, suppliers and 
funders, is for the purpose of explaining routine and non-rout ine or occasionally 
contenmus matten , how information was collected or processed or to correct a 
breakdown in the flow of information. Communication frequently involves b& 
initiating contacts with others and responding to others. 

. .  4 

5 External communication, including contacts with the public, suppliers and 
funders, is for the purpose of providing gu idance. instruction; or for the 
purpose of 

information sessions. Improper handling could cause problems in relationships. 
Communication frequently involves initiating contacts with others or 
representing the college in sensitive situations, 

. .  educational or non -routine business matt ers by 
' 

; this could include preparing and presenting basic group 
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FACTOR RESPONSIBILITY 
EXTERNAL COMMUNICATION 

DEGREE DESCRIPTION 

External communication, including contacts with the public, suppliers and 
funders, requiring communication, 
considerableexDlanation, andlor where policy andlor procedures need to be 

-ve - m o m  ' on an occasional basis. Improper handling could 
cause problems in relationships other -ts of thg 

at the same or higher levels and 
frequently involves sensitive situations. 

. .  6 

developed or revised; this could include - 
. .  

Communications 
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FACTOR WORKING CONDITIONS 
WORK ENVIRONMENT 

Work Environment measures both: 

a) conditions usually associated with the position which involve exposure to 

BhYS ical hazarddadverse workine con ditions which could lead to phvsical harm 
and 

disagreeable workine conditions pr esent in the workulace. . .  
b) 

The frequency of exposure is also evaluated. Consider the degree which would normally 

apply to the position. Frequency identifies the extent to which the position is normally 

exposed to the adverse environmental/hazardous conditions or disagreeable working 

condition.. 

To determine a rating in this subfactor you must &tennine both the: 

a) Nature and 

b) Frequency 

of the working condition. Once both (a) and (b) have been established, use the matrix 

provided to determine the appropriate degree level. 

An “Open Office” is a type of office where there is more than one person working, ancl 
traffic or additional people in the work areas cause a distraction to completing a task. 

For example the general office was rated as an open office for those positions where 

concentrated mental effort was a requirement for the job but the other people talking (or 

on the phone, or walking through, etc.) made it difiicult to concentrate on the task. 

However, if a person’s job is to meet and greet people, those same noises do not distract 

unless the employee is also required to enter a pile of purchase orders into a spreadsheet. 

All multi-user work areas are not open offices. People who are required to perform tasks 

that require concentrated mental effort should have a quiet work space or be able to close 

a door and if they do not, this makes for a disagreeable working condition. 

J 1 i ’U i. u‘ i me NOTE: “Possibility o . . 

attention. 

. .  
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FACTOR WORKING CONDITIONS 
WORK ENVIRONMENT 

DES C RI PT 0 R DEFINITION 

Nature; 

None 

Minor 

Moderate 

Considerable 

Work environment does not involve hazardous elements or 
exposure to job hazards. 

Work environment involves some minor hazardous conditions, 
e.g. -, loading dock environment, local travel day 
trips, likely exposure to verbal abuse, etc. 

Nature of work requires extended periods (more than 2 hours) of 
exposure to hazardous conditions and/or exposure to job 
situations where there is some possibility of injury. For 
example, outdoor working environment, extensive overnight 
travel, or f r e a u e n t d u l e d  ov m, or requirement to 
operate a road vehicle. 

Nature of work requires extended periods (more than 2 hours) of 
sustained exposure to hazardous elements and/or exposure to job 
situations where there is a distinct possibility of injury. 

Rarely less than 20% of the time (eg. less than 1 day per week), OR 
infrequently, a very small part of most days, weeks or months. 

20% to 50% of the time (eg. 1 to up to 3 days per week), OR 
frequently, a small part of most days or weeks or weekly. 

Sometimes 

Often 50% to 85% of the time (eg. 3 to 4 days per week), OR 
regularly, a majority of most days or weeks. - more than 85% of the time, OR almost the entire day, every day. 
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FACTOR WORKING CONDITIONS 
WORK ENVIRONMENT 

Nature 

None 

Minor 

Once the nature andfrequency have been determined, use the matrix provided below to 

determine the appropriate degree level. 

Rarely uess 
than 20% of 

time) 

n/a 

n/a 

d a  /I Moderate 

Considerable (1 1 

Frea 

Sometimes (20 
to up to 50% of 

time) 

n/a 

1 

2 

3 

1 85%oftime) 

1 
n/a I 

3 2 l  
5 4 1  

5 I 6 
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JOB ANALYSIS QUESTIONNAIRE 

This questionnaire asks about your job - what you do. Please take time (we estimate about one hour) to 
complete it accurately. Attach extra pages or examples if necessary. 
When you have finished, give it to your immediate supervisor. Your supervisor will review it with you. 
Each of you sign it when you are satisfied that it reflects the duties of the position. The signed copy is then 
forwarded to Human Resources. 

1. POSITION 1DENTIE”LCATION 

Name: Date: 

Position Title: Position # (if known) 

DivisiodDepartment: campus: 
2. TASK DESCRIPTION 

Consider the major activities or responsibilities you undertake (usually 3 to 6 of them): 
- Describe each major activity, by phrase, at the top of each box; 
- Estimate (to the nearest 5%) the percentage of time per month you spend on each; and 
- Describe each activity using details or examples of the task complexity and problem solving involved. 

Activity A: ( %) 

Activity B: ( YO) 

%:hi\pliCy\fmht Nov 96 



Activity C: ( YO) 

Activity D: ( YO) 

Activity E: ( %) 



3. EDUCATION AND SPECIFIC TRAINING 

a) What should the minimum schooling or formal training be for a person being hired into this job? 

[ ] Less than High School graduation 

[ ] High School completion or equivalent 

b) Is 

High School completion plus additional advanced courses m 

Recognized one (1) year certificate in 

Recognized two (2) year diploma in 

Bachelors degree (or higher) specializing in 

rades or professional certificate, license, or membership required, and if so please specify? 

~~ 

4. EXPERIENCE 

How much concentrated experience in previous jobs and “on-the-job” learning time should be required for 
a new person with education as in Question 3. to perform the duties and responsibilities of this position? 

Less than 6 months [ ] 6 to 11 months [ ] 12 to 23 months [ ] 

24to35months [ ] 

60 months or more [ ] 

36 to 47 months[ ] 48 to 59 months [ ] 

~~~~~ ~ ~ ~~~~~ ~ ~~ ~ 

5. INITIATIVE (INDEPENDENCE OF ACTION) 

a) List 3 decisions you make or duties you 
perform without reference to a supervisor. 

b) List 3 decisions on which you consult with, 
or seek approval from a supervisor. 

1. 1. 

2. 2. 

3. 3. 

c) What guidelines, procedures, manuals, etc. are available to guide your decision making and 
actions? 



6. IMPACT OF ERRORS 
Describe 2 typical major errors that could reasonably be made in your job, even with due care. Indicate the 
worst consequences e.g. waste, time lost, money lost, injury, damage, effect on people. 

1. 

2. 

7. COMMUNICATIONS 
With whom are you required to communicate in doing your job? For the “People Contacted” column, use 
titles. For “How” column indicate if in person, telephone, writing, etc. Consider students or potential 
students you communicate with as “within the College” communications. 



8. EMPLOYEES SUPERVISED 
Identify the number of employees supervised (i.e. assign work to, methods to be used, and take 
responsibility for the work of the group) either directly and/or through subordinates. 

0 persons [ I  

6 -  lopersons [ ] 

25pluspersom [ ] 

1-2persom [ ] 3 - 5 persons [ J 

11 - 14persons [ ] 15 - 24 persons [ J 

9. SUPERVISION OR DIRECTION EXERCISED 

Name any employee work groups you supervise under one or more of these categories. 

a) 

b) 

C) 

Assign and check work of others doing work similar to yours. 

Provide technical or functional guidance to other staff. 

Supervise a work group; assign work to be done, methods to 
be used and take responsibility for all the work of the group. 

Manage the work, practices and procedures of a unit. Responsible for 
input on appraisals, discipline, and hiring personnel. 

d) 

e) Other (specify) 



10. PHYSICAL DEMANDS 

Please describe the physical demands resulting in fatigue in your position. Include intense visual strain and 
fine hand work or dexterity. Please identify the percentage of time monthly that you would spend in these 
activities. Total percentage of time does not have to equal 100%. 

c h  of time) 

% of time) 

c h  of time) - % of time) 

-% of time) - % of time) 

c h  of time) - % of time) 

11. MENTAL DEMANDS 

Please describe the tasks requiring mental effort resulting in fatigue in your position. Include tasks 
requiring intense mental concentration, frequency of interruptions, and demanding work schedules and 
deadlines. Please identify the percentage of time monthly that you would spend in these activities. Total 
percentage of time does not have to equal 100%. 

c h  of time) 

% of time) 

c h  of time) 

% of time) 

c h  of time) - % of time) 

“/o of time) 

% of time) 



12. WORKING CONDITIONS 

1. 

2. 

3. 

4. 

5 .  

6.  

7. 

8. 

9. 

10. 

11. 

Is there some degree of unpleasantness in the day-to-day activities of your job? Disregard elements that do 
not apply to you, and check only one of 'Sometimes'', "Often", or "Almost Always 'I. Provide examples 
for each condition indicated. 

Sometimes Often 

Dustlgrime [ I C 1  

Odom / fumes [ I [ ]  
Noise [ I [ ]  
Infectious disease [ I [ ]  

Isolation [ I [ ]  
Lack of work space [ I [ ]  
Outdoor work [ I [ ]  

Verbal abuse [ I C 1  

[ I [ ]  

[ I [ ]  
[ I [ ]  
[ I [ ]  

Chemicalsubstance(s) [ ] [ ] 

Physicaldanger/threats [ ] [ ] 

Other (specify): 

Almost Examples 
Always 

[ I  
[ I  
[ I  

[ I  

How much travel is required by your position on a monthly basis? Explain. 



13. SIGNATURES 

EMPLOYEE’S SIGNATURE 

Date: 

MANAGER’S SIGNATURE 

Date: 



COLLEGE OF NEW CALEDONIA 
-. POSITION DESCRIPTION 

CLASSIFICATION: This space is intended for 
identification of the wage/salary band and is not to be 
completed by other than Human Resource staff after the 
position has been rated. 

POSITION TITLE: 
Suggested title, may be changed after consultation 

INCUMBENT: To be left blank for master tile. The 
incumbents name will be inserted when a copy is 
prepared for distribution with the appointment letter. 

SUPERVISOR’S TITLE: Excluded personnel 
responsible for evaluating position. 

DIVISION: This intended to reflect the area of the 
college the employee will work in. For example, College 
Foundations, Community Services, C&CE. 

DEPARTMENT: Specific area such as Nechako 01 

V.A.L.T. 

TYPE OF APPOINTMENT: 
Regular or Seasonal or Special Funded 

STATUS: Full Time or Part Time 

DECISIONS REQUIRED: Refers tn the extent to 
which the job is governed by specific instructions, 
established methods, documented procedures or policies 
and availability, extent and nature of guidance from the 
immediate supervisor. 

FINANCIAL SIGNING AUTHORITY: 
According to established college policy. 

SPECIFIC DUTIES: General list of duties which 
the position is expected to perform. 



SCOPE OF SUPERVISION: Refers to the total 116 
number Of pe~SOMd supervised directly and through 
subordinates. 

NATURE OF WORK SUPERVISED: Refers 
to the type and ,legtee of control over the work of others. 

SKILLS REQUIRED: Include educational 
requirements, number of years related experience 
required and any special training required. 

SUPERVISION RECEIVED: General, direct; 
General indirect; Linuted, indirect; Direct 
In describing this element, consideration should be given 
to the independence of action which is designed into the 
position, i.e., that which would be exercised by a fully 
qualified perfonner with average tenure. 

CONTACTS: Internal contacts refers to contacts 
within the college and includes all departments of the 
College, staff, students, instructors. etc. 
External contacts refers to contacts external to the college 
and includes both individuals and organizations. 
Contacts identified here should be those which are 
essential Io the effective performance of the job. 

ENVIRONMENT: Consider both conditions usually 
associated with the position which involve exposure to 
physical hazardsfadverse working conditions which could 
lead to physical h a m  or disagreeable working conditions 
present in the workplace and location wok is carried out. 

DATE: 

APPROVALS: 

Supervisor Signed by excluded personnel 
responsible for evaluating the position. b, 
Human Resources 

Vice-president 



1 CNC Rating Sheet I 
Position Title: Position # : 

Date Rated: 

Committee Sign OR 

Copy to manager: Total Points: 

Copy to Union: Salary Band 

s:hripayeqry~TGSHEET.WPD Dec 96 Salary Range: 



Appendix €3: CNC Weight Chart 

Factors 
Subfactors 

Skill 
Education 
Experience 
Tasks Problem Solving Complexity 
Decision Judgment Complexity 

Effort 
Mental 
Physical 
Manual Dexterity 

Responsibility 
OAPS Accountability 
Supervision Nature 
Supervision Scope 
Internal Communication 
External Communication 

Working Conditions 
Disagreeable Conditions 

Total 

Veight 
font 

39.02% 
9.76% 
9.76% 
9.76% 
9.76% 

21.95% 
7.32% 
7.32% 
7.32% 

29.27% 
9.15% 
4.27% 
3.66% 
6.10% 
6.10% 

9.76% 
9.76% 

100.00% 

legree Levels 
8 --__ 1 2 3 4 5 6 7 

16 
16 
16 
16 

12 
12 
12 

15 
7 
6 

10 
10 

16 
~ 164 
~ 

32 
32 
32 
32 

24 
24 
24 

30 
14 
12 
20 
20 

32 

48 
48 
48 
48 

36 
36 
36 

45 
21 
18 
30 
30 

48 

64 
64 
64 
64 

48 
48 
48 

60 
28 
24 
40 
40 

64 

80 96 112 
80 96 
80 96 
80 96 

60 72 
60 72 
60 72 

75 
35 
30 36 42 
50 
50 60 

80 96 

System Total: 

ubfactor 
faximum 
~ 

112 
96 
96 
96 

72 
72 
72 

75 
35 
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~ 
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Veight 
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41.07 % 
11.50 % 
9.86 % 
9.86 % 
9.86 % 

22.18 % 
7.39 % 
7.39 % 
7.39 % 

26.90 % 
7.70 % 
3.59 % 
4.31 % 
5.13 Yo 
6.16 % 

9.86 Yo 
9.86 % 

100.00 % 
____ 
_ _ ~  
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JOB EVALUATION RECONSIDERATION FORM 

NAME: DATE: 

POSITION TITLE: POS.# (if known) 

In accordance with Article 8.03 (b) of the Collective Agreement, please identify the reason for 
this submission.(Check one) 

[ ] Substantial changes to the position by the college. 

[ ] Duties and responsibilities have been changed. 

[ 

Attach the College approved job description with this submission. 

Please provide information to support the above reason for submission (please copy additional 
pages as required). 

] Job description did not reflect the duties and responsibilities of the job. 

Would you like to make a presentation to the Pay Equity Committee? Yes [ ] No [ ] 

Signature: 
s : h r \ p l i c y \ m o n f m . ~  N w  96 



Appendix C: Regression Formula 

Regression Formula Data 
I Tot. I Curren 

803 
1 oa 
2308 
2304 
1701 
1702 
1708 
2302 
2309 
2203 

2501 
2206 
2707 
2101 
2102 

2706 

Position Pos. #j Pts. I Job ratc 
Office Asst I Lab Monitor 201 I $80 I 14.25 

200 
260 
339 
366 
371 
397 
403 
425 
433 
442 

509 
51 1 
512 
579 
579 

483 

Office Asst Ii-Rec Asst. 
Labourer 
Bldg. Sew Asst. Il-Driver 
Bldg. Aerv. Asst. Il-Security Guard 
Admin Coord-Career Clr Nach 
Admin Cood-Support Work PIC. 
Admin. Coord-Student Placement 
Bldg. Sew. Asst. Il-Grounds 
Building Sew. Asst. II - Facilities 
Admin Asst. I-Asst. Planning Officer 
Tech-IMS 
Build. Sew. Engineer-Power Eng. 
Admin. Asst. I -Athletic & Rec. Asst. 
Tech. Comp. Hardware 
Prog. Analyst Ill-Application Support 
Prog. Analyst Ill-Systems Support 

Regression Output: 
Constant 
Std Err of Y Est 
R Squared 
No. of Observations 
Degrees of Freedom 

X Coefficient(s) 
Std Err of Coef. 

9.346603 
1.185a66 
0.a65379 

17 
15 

0.024668 
0.002512 

15.70 
14.42 
18.54 
18.54 
18.99 

18.99 
I 8.54 
I 8.54 

18.99 

21.10 
20.97 
20.66 
20.92 
20.97 
25.59 
25.59 
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1 6  

6 
6 
6 
6 
6 
6 
6 
6 
6 
6 
6 
6 
6 

6 
6 
6 
6 
6 
6 
6 
6 
6 
6 
6 
6 
6 
6 
6 
6 

12 

12 
6 
6 
6 
6 

3 30 
2 20 
3 30 
2 20 
2 20 
2 2 0  
2 20 
2 20 
2 20 

3 30 
5 5 0  

3 3 0  

2 2 0  
3 3 0  
3 3 0  
3 3 0  
3 3 0  
3 3 0  
3 3 0  
3 3 0  
3 3 0  
3 3 0  
3 3 0  

2 2 0  

3 3 0  
3 3 0  
3 30 
3 3 0  
3 30 
3 3 0  
3 3 0  
3 3 0  
3 30 
3 30 
3 3 0  
3 3 0  
3 3 0  
3 3 0  
3 3 0  
3 3 0  

3 3 0  

4 40 
3 3 0  
3 30 
4 40 
5 5 0  
3 3 0  

2 2 0  

2 2 0 ,  

5 50 
5 50 
5 5 0  
5 50 

3 3 0  
3 3 0  
3 30 
2 20 
2 20 
2 20 
2 20 
2 20 
2 20 

1 10 
4 40 

3 3 0  

2 2 0  
2 20 
4 40 
1 10 
1 IO 
1 10 
1 10 
4 40 
1 10 
1 10 
1 10 
1 10 
2 2 0  

2 20 
2 2 0  

2 20 
2 20 
3 30 
3 30 
2 20 
3 3 . 3  
2 2 0  
2 20 
2 20 
2 20 
3 3 0  
2 20 
2 20 

3 30 

5 %  
1 10 

2 2 0  

Zi 
5 50 
3 

2 
1 
1 
1 

4 
4 
4 
4 
4 
4 
4 
5 
3 

4 
3 

4 

3 
1 
1 
5 
1 
1 
1 
1 
2 
2 
1 
1 
1 

I 
4 
1 
4 
1 
2 
2 
2 
2 
4 
4 
1 
4 
2 
4 
4 

4 

1 
1 
1 
1 
2 
3 
3 
1 
1 

! 
32 
16 
16 
16 

64 
E4  
64 
64 
64 
64 
64 
80 
48 

64 
48 

64 

46 
16 
16 
80 
16 
I6  
18 
16 
32 
32 
16 
16 
16 

16 
€4 
16 
64 
16 
32 
32 
32 
32 
64 
64 
16 
64 

16 ;:I 
32 ~ 

48 ~ ;: 1 
1, 

495 
619 
511 
619 

524 
167 
524 
366 
366 
366 
366 
339 
133 

452 1 505 

509 

350 
3M 
416 
355 
291  
307 
291 
416 
307 
307 
291 
265 
399 

3u 
467 
345 
479 
365 
483 
512 
379 
401 
467 
479 
365 
479 
401 
467 
467 

560 

516 
291 

484 

279 ~ 

343 ! 

01115199 



CNC RaUng Summry 
Ge" Educatio" lErperJeri+ T a r W b  D+J* Men@! 

bs.#PraDIJobRateD W. D ' W .  D I W .  D j W .  D Ptr 

MO9 4.  Ed 6 96 5 80 4 64 3 ,  36 
3010 3 :  48 4 ;  64 3; 48 21 32 3 ;  36 
3011 2 32 3 48 2 !  32 2 :  32 1:  12 
3012 61 96 4 '  64 5 '  80 41 64 4i 48 
3013 31 48 48 2 ;  32 21 U 1 12 
1014 3: 48 64 21 U 1 ' 1 6  1 ;  12 
3015 2 ,  U 2 :  32 1: 16 2 ' 3 2  1 12 

Phvsiwr W"ly OAPS SuperN+W SuperS%Y Internal Enernaf Condition 
D : W .  D W. D ' p t S .  D W. D : W . I D : W .  D P U . / D  W.8 

1 12 2 24 5 :  75 4 .  28 2 12 4 40 5 50 2 32 
1: 12 2 24 3 0 '  1; 7 1 6 3 30 2 20 1 16 
1 12 1 '  12 :: 30 1 7 1 ,  6 2 20 2 20 1 16 
11 12 2 24 2 ,  14 1 ;  6 5 50 5 SO 1 16 

1 '  12 :i 1,  7 I 6 3 30 2 20 1 16 ;~ :: 21 24 2 30 11 7 1 6 2 20 2 20 1 16 
3 36 3 36 1 '  15 1 ,  7 1 6 3 30 1 10 3 48 

307 
312 
580 
Z P  

0 
0 

433 
369 
464 



Band # 

2202 1 Salary \Admin. Asst. I - General Accountant \Law, Debra I 659 1 22.70 1 27.71 ] 5.o i  
1901 I Band K IProg. Analyst I1 - Network Engineer IBowness, Bradley 655 1 27.63 I 27.71 I 0.08 

I 650-699 I I I I I I 

bold" = interim rate Tot. Current 2000 PE P. 
Pos. # 8 Range Position **Incumbent Pis. blhr Target Gap 

0111 5/99 

2205 
2205 
2207 

3009 
2005 
1707 
171 1 
2402 

220T 

Salary Admin. Asst. I - Bums Lake Davidson. Sharon 619 22.47 26.44 3.97 
Band J Admin. Asst. I - Quesnel Helzel, Pat 619 22.47 26.44 3.97 

Admin. Asst. I - Nechako Wheeler, Brenda 619 22.47 26.44 3.97 
Admin. Assist. -Trades Division Trenaman, Debbie - ___ 61 3 22.65 26.44 3.79 

600-649 Admin. Asst. I - Mackenzie LaVale. Erin 619 22.33 26.44 4.11 

___~ 
Admin. Asst. II - Financial Aid Officer Zackowski, Kay 645 26.01 26.44 0.43 
Admin. Coord. - Head Daycare Teacher Duffey, Natalie 629 26.44 
Admin. Coord. -Head Daycare Teacher/BL __ Dell, Wanda .. 635 20.74 26.44 5.70 
Build. Serv. Assist. 111 - Maint. Crew Chief Barker, Wes 605 22.11 26.44 4.33 

2206 
2301 
2303 
2501 

Salary Admin. Asst. I -Athletic & Rec. Asst. - vacant--- ~ 51 1 23.90 - - -  
Band H Bldg. Sew. Asst. II - Maintenance Jones,Rob Rivet,Laurier G i i f g v a  524 19.91 23.90 3.99 

vacant - - - 524 231%- ~ 

- - -  500-549 Bldg. Sew. Asst. II - Maint.lDriver 
5 0 s  ~ 20.63 23.90 3.27 Bldg. Sew. Engineer - Power Eng. Comeau, Wilf Mackay Cy Baker, B - 



CNC Pay Equity Results Summary - Incumbent Information 

Pos. # 
Tot. Current 2000 PE PE Band # bold" = interim rate 

8 Range Position 

01/15/99 

'Incumbent PtS. Shr Target Gap 



CNC Pay Equity Results Summary - Incumbent Information 
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CNC Pay Equity Results Summary - Incumbent information 

Band # bold" =interim rate Tot. Current 2000 PE PE 
Pos. # & Range Position *incumbent Pts. Slhr Target 

! 

Gap 

L, 1/15/99 

, 1 



CNC Pay Equity Results Summary - Incumbent Information 
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CNC Pay Equity Results Summarv - Incumbent Information 

PE Current 2000 PE Band # bold” = interim rate Tot. 
Pos.# &Range Position “Incumbent 

01/15/99 

PtS. Sihr Target Gap 



CNC Pay Equity Results Summary - incumbent information 

0111 5199 



Band # bold" = interim rate Tot. 
Pos. # B Range Position *Incumbent Pts. 

Current 2000 PE PE 
S/hr Target Gap 

201 Band A Office Asst. I - Lab Monitor - Com. Srv. . .. 
201 150-199 ORlca Asst. I - Lab Monltor - Corn. Srv. I vacant - - - 
203 
202 I ---vacant - - - 

- - -  
Oflice Asst. I - Lab Monitor - Mack. ITurcotte. Dons 

406 
407 
410 
402 
517 
823 

Lib. Asst. I - Circulation AsstJShehrer 
Lib. Asst. I - Circulation Asst./Shelver 
Lib. Asst. I - Know Clerk. BL 
Lib. Asst. I - Mallroom Clerk 
Office Asst. II - Clerkfrypist, BL 
ORice Asst. 111 - Gym Clerk, Days 

I 180 1 I 1ml 
1801 14.71 I 15.00 I 0.29 

I i R n l  I 15~00 1 

Smilinski, Brittany 202 15.53 16.27 0.74 
Wu, Leanne 202 15.68 16.27 0.59 
Waddle, Sue 242 15.88 16.27 0.39 
Barker, Tamrny 212 15.53 16.27 0.74 
Wlcks, Tanya 212 15.53 16.27- 0.74 
Nesdoly, Kathy 243 16.03 16.27 0.24 

x 
G 

0111 5/99 


