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3.9

sl

The committee shall meet on an annual basis at a mutually agreed upon time and place. Each member
shall receive notice along with the agenda for the meeting at least forty-eight (48) hours before the
meeting. Either party may call a meeting by giving written notice and this meeting shall take place
within seven (7) days of the delivery of the notice to other parties Co-chairperson.

Each party to the agreement may engage advisors to assist its representatives on the J.J.E.M.C.

ARTICLE 4 - MANDATE OF THE J.J.EM.C.

The J.J.E.M.C. shall develop, implement and maintain the program by:

a) Evaluating jobs using the job evaluation plan;

b) Maintaining the integrity of the program;

¢) Recommending to the parties changes to the joint job maintenance evaluation plan, its procedures or
methods, as may be deemed necessary from time to time;

d) They will record the results and rationale on the rating sheet and complete the Advice of Rating
Form. Copies of the Advice of Rating Form and job description will be provided to the JJEM.C,,
Co-chairs, incumbent(s), supervisor, and the union.

ARTICLE 5 - JOB ANALYSIS PROCEDURES AND RATING FOR NEW AND/OR

3.1

b)

CHANGED JOBS

The following general procedure shall be used to rate jobs:

Step 1

A Job Analysis Questionnaire shall be completed by the incumbent(s) and the supervisor. The
completed questionnaire shall be submitted to the J.J.EM.C. along with a copy of the current job
description. The questionnaire should detail any changes to the job resulting from new or changed

circumstances which are well established and have been present in the job for a period of no less than
six months.

Step 2

The committee shall draft an up-to-date job description based on the information gathered. If further
information is required, interviews shall be held with the incumbent(s) and/or the supervisor. The
committee shall submit the job description to the incumbent(s) and the supervisor for their mutual
agreement. Amendments may be made to the proposed job description, as deemed necessary by the
committee, from the response of the incumbent(s) and the supervisor. When agreed upon, the job



5.2

c)

d)

o I

description shall be signed by the incumbent(s) and the supervisor to signify their mutual agreement and
forwarded to Human Resources for final approval.

Step 3

The job shall now be rated, based on the agreed-upon job description, in accordance with the job
evaluation plan. The committee shall also use information obtained from the completed questionnaire,
interviews with the incumbent(s) and/or supervisor. The plan evaluates the skill, effort, responsibility
and working conditions involved in the job. Each of these factors is subdivided into subfactors which
provide a standard against which each job is rated to determine its relative worth.

Step 4
When the committee has completed the rating of al jobs, it will provide the supervisor and the
incumbent(s) with a copy of the job description and Advice of Rating Form (Appendix A).

In the application of the job evaluation tool, the following general rules shall apply:

a) Itis the content of the job, and not the performance of the incumbent(s), that is being rated;

b) Jobs are evaluated without regard to existing wage rates;

c) Jobs are placed at the appropriate degree level in each subfactor by comparing the specific
requirements of the job to the subfactor definition, and the description of each degree level;

d) The job analysis and rating of each job shall be relative to and consistent with job descriptions
and ratings of all other jobs rated under the plan;

e) No interpolation of subfactor degrees (i.e. mid-points) is permitted;

f) The factor and subfactor must have an impact on all jobs being rated;

g) Rating decision shall include a sore-thumbing process to ensure consistency in committee
decisions;

h) A Committee member shall be excused from rating their own job, the position of a direct

subordinate, or any position where the rating of that job may place them in a conflict of interest
situation.
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ARTICLE 6 - MAINTAINING THE JOINT JOB EVALUATION MAINTENANCE PROGRAMME

6.1

6.2

6.3

It is important that each party maintain accurate job description and job rating on an ongoing basis.
Failure to do so will serve to damage the integrity of the program. It is the intention of the parties to
periodically review jobs upon request and to conduct a review of the process every five (5) years.

Job Evaluation Maintenance Procedures for Changed Jobs

Whenever the employer significantly changes the duties and responsibilities of a job or the
incumbent(s)/union feel that the duties and responsibilities of a job have been significantly changed, and
the change(s) have been consistently required for a period of six (6) months or that the job description
does not reflect the duties and responsibilities of the job, the following procedures shall be followed:

a) The incumbent(s)/union or the supervisor/employer may after 6 months of performing the duties
and responsibilities request a job evaluation review by completing and submitting a Job
Evaluation Maintenance Reconsideration Form (Appendix B);

b) Upon receipt of a completed Job Evaluation Maintenance Reconsideration Form, the J.J.E.M.C.
shall proceed to gather accurate, up-to-date information on the job in accordance with Articles 5
and 6. The gathering of information shall involve requesting the incumbent(s) and supervisor to
complete an up-to-date job analysis questionnaire. =~ Where further information is required.
interviews shall be held with incumbents and/or supervisors and/or visit o the job site. Based on
this information, the committee shall update the job description as necessary;

c) Where the job description has been changed, the Committee shall meet to rate each subfactor of
the job, and to establish a new rating for the job and advise the incumbent(s) and/or supervisor of
its decision (Appendix A). The rating of the job shall determine the pay grade for the job;

d) Once a request is received, the committee shall render a decision within 3 months and any
changes in the rates which result in the reclassification of a job shall be retroactive to the date of
completion of the request for reconsideration from (Appendix B).

Job Evaluation Maintenance Procedures for New Jobs
Whenever the employer wishes to establish a new job, the following procedure shall apply:

a) The Employer shall prepare a draft job description for the job;

b) The J.J.EM.C. shall meet and establish a temporary pay grade for the job based on the draft job
description;

c) The job shall be posted and any person appointed to the job shall be paid the temporary pay
grade;
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d) After six (6) months from the appointment of an incumbent to the job, the incumbent(s) and the
supervisor shall complete a Job Analysis Questionnaire which shall be submitted, along with an
updated job description, to the J.JLE.M.C. The Committee shall develop a job description and
rate the job according to the procedure set out in Article 5. The pay grade shall be paid to each
incumbent effective the date of his/her appointment to the job. In the event that the pay rate of
the job decreases as a result of this six month re-examination of the job, the incumbent shall
receive full red-circling protection for the duration of his or her tenure to the job.

In accordance with Article 5.1(d), 6.2 and 6.3 , either the incumbent(s) or the supervisor may request
reconsideration of the job description and/or the job rating by completing and submitting a Job
Evaluation Maintenance Reconsideration Form (Appendix B), stating the reason (s) for disagreeing with
the job description and/or the rating of the job. Any such request shall be submitted within sixty (60)
days of receipt of the Advice of Rating Form (Appendix A). Both the incumbent(s) and the supervisor
shall be permitted to make a presentation to the Committee. The J.J.LE.M.C. shall consider the request
and make a decision which shall be considered final and binding upon the parties and all employees
affected. The Committee shall inform both the incumbent(s) and the supervisor of its decision using the
Review Decision Form (Appendix C).

ARTICLE 7 - SETTLEMENT OF DISAGREEMENTS

7.1

T2

.3

7.4

In the event the J.J.LE.M.C. is unable to reach agreement on any matter relating to the interpretation,
application or administration of the job evaluation programme, the Co-chairpersons of the committee
shall request, within ten (10) working days, that each party designate an advisor to meet with the
Committee. The two (2) advisors shall meet with the Committee and attempt to assist in reaching a
decision.

If, after meeting with two (2) advisors appointed pursuant to Article 7.1, the Committee remains unable
to agree upon the matter in dispute, the Co-chairpersons shall advise, in writing, the union and the
employer of this fact, within fifteen (15) days.

Either party may, by written notice to the other party, refer the dispute to a single arbitrator who shall be
selected by agreement of the parties. If the parties are unable to agree, either party may request the
Minister of Labour to appoint an arbitrator.

The arbitrator shall decide that matter upon which the J.J.LE.M.C. has been unable to agree and his/her
decision shall be final and binding on the J.J.EM.C., the employer, the union and all affected
employees. The arbitrator shall be bound by these Terms of Reference and the Job Evaluation Plan and
shall not have the power to modify or amend any of their provisions. The jurisdiction of the arbitrator
shall be limited to the matter in dispute, as submitted by the parties.

The employer and the union shall be the parties to the arbitrator hearing and shall have the right to
present evidence and argument concerning the matter in dispute. The arbitrator shall have the powers of
an arbitrator appointed pursuant to the collective agreement and, in addition, shall have the authority to
require the parties to present additional information and to require other person(s) to present evidence, as
deemed necessary by the arbitrator.
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7.6
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The arbitrator’s fees and expenses shall be borne equally between the parties.

The time limits contained in this article may be extended by mutual agreement of the parties.

ARTICLE 8 - APPLYING THE RATING TO THE BAND RATES

8.1

82

8.3

8.4

8.5

8.6

8.7

Job ratings serve to:

a) group jobs having relatively equivalent point values (this is commonly referred to as
banding);

b) provide the basis upon which wage rate relationships between jobs are established;
¢) measure change in job content;

d) assign jobs into their proper pay grade in the salary schedule.

The total point allocation shall be used to determine the band rate for the jobs based upon the following
table:

Pay Grade Point Range Band Rate
1 S
2 | — - —
3 "

If a job is rated at a pay grade with a band rate higher than the current wage rate for the job, the
incumbent’s rate of pay shall be adjusted to the higher pay grade on the new salary schedule, retroactive
to the date the Job Evaluation Maintenance Reconsideration Form was submitted. The incumbent(s)
shall retain the same place on any increment grid.

If a job is rated at a pay grade with a band rate lower than the current wage rate for the job, all
incumbents of such job shall be identified as “Red-Circled” and shall continue to receive all negotiated
increases of the previous pay grade.

If a job is at the top of the existing salary range, then the incumbent(s) rate of pay shall be adjusted to
the top of the newly assigned salary range provided the new range is higher than the existing range.

No incumbent will have their wages reduced following the re-evaluation of their job and the
establishment of a new wage structure.

All economic adjustments negotiated from time to time shall be calculated upon the higher of the revised
or previously existing job rate.
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ARTICLE 9 - CONCLUSION AND IMPLEMENTATION
9.1 The J.J.E.M.C. shall report its recommendations to the parties for ratification.

9.2 These Terms of Reference, including all appendices, the Gender — Neutral Job Evaluation Plan, job
descriptions and any other documents, as agreed to by the J.J.E.M.C. shall be deemed to be included in
the collective agreement, effective the date of signing of these Terms of Reference.

FOR THE EMPLOYER: FOR THE UNION:
74 ‘QCLLJ& Shoddick
Mayor : President, CUPE Local 3863

Brordlo QG et
City Clerk CU@E Local 3863

November 9, 2021
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