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• medical equipment rental - rental costs unless purchase is more economical of durable medical 
equipment including hospital beds; wheelchairs or scooters are eligible expenses if certified by a 
physician that appliances are the sole means of mobility; electric wheelchairs covered only when 
certified by a physician that the patient cannot operate a manual chair; TENS and TEMS when 
prescribed by a physician; carrier pre-approval required for expenses in excess of 80% of $5,000 

• naturopathic physician - fees of a registered naturopathic physician up to 80% of $1000/person/ 
calendar year excluding the cost of testing and/or x-rays taken by the physician 

• orthopaedic shoes - shoes intended to modify or correct a disability or custom-made orthotics up to 
80% of $500/adult/year and 80% of $300/child/year; must be prescribed by a physician or podiatrist 

• out-of-province/out-of-country emergencies - when ordered by an attending physician: ambulance 
services; hospital room charges; charges for services and supplies when confined as a patient or 
treated in a hospital, to a maximum of 90 days; services of a physician, laboratory and x-ray services; 
prescription drugs to alleviate an acute medical condition; other emergency services and/or supplies 
that the carrier would cover in British Columbia 

• paramedical items and prosthetic devices - oxygen, blood, blood plasma, artificial limbs or eyes, 
crutches, splints, casts, trusses, braces and ostomy or ileostomy supplies 

• physiotherapist - fees of a registered physiotherapist up to 80% of $1000/person/calendar year 

• podiatrist - fees of a registered podiatrist up to 80% of $1000/person/calendar year excluding the 
costs of x-rays taken by the podiatrist 

• prescription drugs - cost of prescription drugs purchased from a licensed pharmacy excluding oral 
contraceptives, contraceptive devices, erectile dysfunction drugs, preventative vaccines, vitamin 
injections, food supplements, non-prescription drugs, drugs which have not been authorized for 
payment by the Director of the Pharmacare program 

• psychologist - fees of a registered psychologist, registered clinical counsellor or registered social 
worker up to a combined annual maximum of 80% of $1000/person/calendar year 

• registered nurse - fees of a registered nurse (not related to the employee} for special duty nursing in 
acute cases outside of the hospital and when recommended by a physician 

• speech therapist - fees of a registered speech therapist, when referred by a physician, up to 80% of 
$1000/person/calendar year 

• surgical stockings and brassieres - two pairs of stockings/person/calendar year; one 
brassiere/person/calendar year when required as a result of medical treatment for injury or illness 

• vision care - cost of prescribed eyeglasses and/or frames and/or prescribed contact lenses to a 
maximum of 80% of $500/person every 24 months 

• wigs and hairpieces -when required as a result of medical treatment or injury to a lifetime maximum 
of 80% of $500/person 

• worldwide emergency medical assistance - emergency medical referral services for travellers 

Exclusions 

• charges for benefits, care or services payable by or under the BC Medical Services Plan, Pharmacare, 
Hospital Programs, or any public or tax supported agency 

• charges for benefits, care or services payable by or under any other authority such as ICBC, travel 
insurance plans, etc. 
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• charges for a physician except as described under Eligible Expenses for out-of-province/ out-of-country 
emergencies 

• charges for dental services except as described under Eligible Expenses for a dentist 

• expenses contributed to, or caused by, occupational disabilities which are covered by WorkSafeBC 

• charges for services and supplies of an elective (cosmetic) nature 

• expenses resulting from war or an act of war, participation in a riot or civil insurrection, or commission 
of an unlawful act 

• expenses resulting from an injury or illness which was intentionally self-inflicted, while sane or insane 

• any portion of a specialist's fee not allowable under the BC Medical Services Plan due to non-referral, 
or any amount of fees charged by any practitioner in excess of the recognized fees for such service 

• charges for batteries and re-charging devices 

• expenses relating to the repatriation of a deceased employee and/or dependant 

• expenses incurred by a pregnant person while travelling outside of Canada within 21 days of the 
expected delivery date 

• expenses related to eye examinations 

Continuation of Coverage 

• the Employer will continue to pay the Extended Health contributions while the employee is receiving 
sick pay, is on maternity or parental leave, or during the first 20 work shifts in any calendar year of 
unpaid leave 

• coverage can continue white an employee is on an unpaid leave, if the employee pays 100% of the 
contributions 

• while an employee receives LTD benefits from the Plan, the employee can elect to continue Medical, 
Dental and Extended Health benefits as long as the employee remains an employee and pays 50% of 
the contributions to the Employer monthly in advance; such an election must be made at the time the 
employee's LTD claim is accepted or at any time while in receipt of LTD benefits as long as proof of 
continuous alternate coverage can be provided by the employee 

Termination of Coverage 

Coverage ceases at the end of the calendar month in which the employee: 

• terminates employment 

• retires 

• commences an unpaid leave beyond 20 work shifts in any calendar year and employee elects not to 
pay contributions or elects to pay contributions and then stops paying them until their return to work 

• transfers to an ineligible status 

• is laid off 
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INFORMATION APPENDIX 8 
Unsafe Work 

The Following Has Been Appended to the Collective Agreement for Information Purposes Only 

Sections 3.12 and 3.13 of the Occupational Health and Safety Regulation, Workers Compensation Act 

3.12 Procedure for Refusal 

(1) A person must not carry out or cause to be carried out any work process or operate or cause to be 
operated any tool, appliance or equipment if that person has reasonable cause to believe 
that to do so would create an undue hazard to the health and safety of any person. 

(2) A worker who refuses to carry out a work process or operate a tool, appliance or equipment 
pursuant to Subsection (1) must immediately report the circumstances of the unsafe condition to 
his or her supervisor or Employer. 

(3) A supervisor or Employer receiving a report made under Subsection (2) must immediately investigate 
the matter and 

(i) ensure that any unsafe condition is remedied without delay, or 
(ii) if in his or her opinion the report is not valid, must so inform the person who made the 

report. 
(4) If the procedure under Subsection (3) does not resolve the matter and the worker continues to refuse 

to carry out the work process or operate the tool, appliance or equipment, the supervisor or 
Employer must investigate the matter in the presence of the worker who made the report and in the 
presence of 

(i) a worker member of the joint committee, 
(ii) a worker who is selected by a trade union representing the worker, or 
(iii) if there is no joint committee or the worker is not represented by a trade union, any 

other reasonably available worker selected by the worker. 
(S) If the investigation under Subsection (4) does not resolve the matter and the worker continues to 

refuse to carry out the work process or operate the tool, appliance or equipment, both the 
supervisor, or the Employer, and the worker must immediately notify an officer, who must 
investigate the matter without undue delay and issue whatever orders are deemed necessary. 

3.13 No Discriminatory Action 

(1) A worker must not be subject to discriminatory action as defined in Section 150 of Part 3 of the 
Workers Compensation Act because the worker has acted in compliance with Section 3.12 or with 
an order made by an officer. 

(2) Temporary assignment to alternative work at no loss in pay to the worker until the matter in Section 
3.12 is resolved is deemed not to constitute discriminatory action. 

Note: The prohibition against discriminatory action is established in the Workers Compensation Act 
Part 3, Division 6, Sections 150 through 153. These sections of the Act are reproduced in the 
Introduction to the print version of Book 1 of the Occupational Health and Safety Regulation, on pages 
xviii-xix. 
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INFORMATION APPENDIX C 
Maintenance Agreement and Classification Manual 

MAINTENANCE AGREEMENT 

Preamble 

Whereas the parties agree to Section 5 of the Munroe Recommendations ("Munroe") and the Memorandum 
of Agreement on Job Evaluation Plan, the parties agree to the following Maintenance Agreement, including 
the Classification Manual ("this Agreement"). 

1. Introduction 

1.1 The purpose of this Maintenance Agreement is to provide a standard procedure for the description 
and classification of jobs and the evaluation of work in the Community Social Services Sector. 

2. Coverage 

2.1 The provisions of this Agreement will apply to all work that is now or will come within the scope of 
the Community Social Services Sector Joint Job Evaluation Plan (JJEP). 

2.2 This Agreement will be subject to the dispute resolution process under Article 7 of this Agreement. 

3. Existing Rights 

3.1 Without intending to create any new rights and obligations but only for greater certainty it is agreed 
that: 

(a) Subject to the Collective Agreement and subject to the procedures of this Agreement, the 
Employer has the right to organize its work in a manner that best suits its operational 
requirements and to establish new jobs and to change existing jobs. 

(b) The Union has the right to enforce this Agreement and in particular may ensure that: 

(i) a job has been established in a proper manner under the terms of the Collective 
Agreement and this Agreement; 

(ii) a job description accurately describes the work required to be done; 

(iii) the qualifications established by the Employer for a job are reasonable and relevant 
to the work required to be done; 

(iv) a job is properly classified in relation to the benchmarks; 

(v) unique jobs are properly identified and rated; and 

(vi) a position is assigned to an appropriate job description. 

(c) Where a conflict arises between the Collective Agreement and this Agreement, the 
Collective Agreement will take precedence. 

4. Benchmark Class Specifications and Joint Job Evaluation Plan 

4.1 The benchmark class specifications (the "benchmarks") and the JJEP, in existence at the date of this 
Agreement and agreed to by the parties and listed in Schedule A, will constitute the sole criteria for 
classifying work covered by the Collective Agreement. Except as provided for in Article 7 .7(d) of the 
Maintenance Agreement, no new benchmark will be introduced, and no existing benchmark will be 
changed except by mutual agreement between CSSEA and the CSSBA. Neither party will withhold 
mutual agreement unreasonably. 
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4.2 Each benchmark will be rated using the JJEP and assigned to an appropriate classification grid, which 
will be deemed to comprise part of the benchmark. 

5. Job Descriptions 

5.1 The Employer will prepare job descriptions for all jobs for which the Union is the certified bargaining 
agent. 

5.2 The Employer will have the right to determine the content of job descriptions subject to the 
requirements of this Agreement and the Collective Agreement. 

5.3 All job descriptions will include: 

(a) job title 
(b) benchmark to which the job has been classified 
(c) point value rating and the rating rationale in the case of unique jobs 
(d) classification grid 
(e) job summary 
(f) listing of the typical job duties 
(g) qualifications required by the Employer 

5.4 Each regular employee is entitled to a copy of the recognized job description for her position. 

6. Classification of New Jobs and Changes to Existing Jobs 

6.1 Where the Employer makes a material change to an existing job it will revise the job description. The 
completed job description will be forwarded to the designated union representative and CSSEA 
within 20 calendar days. 

6.2 Where the Employer establishes a new job it will write a new job description. The completed job 
description will be forwarded to the designated union representative and CSSEA within 20 calendar 
days. 

6.3 Where the Employer makes a material change to an existing job and the Employer has not revised 
the job description, the designated union representative or an employee may identify the change to 
the Employer, CSSEA, and the Union by submitting a classification review form. The Employer will 
provide a written response to the designated union representative and the employee within 20 
calendar days. The designated union representative may refer the issue, including the classification 
of the job, to the Classification Arbitrator pursuant to the process outlined in Articles 6.4 to 6.9. 

6.4 Within 45 calendar days of receipt of a notice in accordance with Article 6.1, 6.2, or 6.3 of the 
Maintenance Agreement, the designated union representative will notify the Employer and CSSEA 
in writing if she objects to the job description and/or classification grid on the basis of Article 3.l(b) 
of the Agreement and the relevant provisions of the Collective Agreement. Notification wil l include 
specific details of the objection, and the resolution sought. 

6.5 Where the designated union representative does not object, in writing, in accordance with Article 
6.4 of the Maintenance Agreement, the job description and classification will be deemed agreed. 

6.6 Within 45 calendar days of the receipt of an objection under Article 6.4 of the Maintenance 
Agreement, the Employer will review the objection and notify the designated union representative 
and CSSEA of its determination in writing. 
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6. 7 If the Employer's written determination is not acceptable or not provided within the time limit, the 
designated union representative may, within a further period of 30 calendar days, notify CSSEA and 
the Employer of the intent to refer the dispute to a classification arbitrator for a final and binding 
decision in accordance with Article 7 of the Maintenance Agreement. Notification will include a 
written submission outlining the basis of the objection and the resolution sought. 

6.8 Within 45 calendar days of receipt of notification of the intent to refer a dispute to a classification 
arbitrator for a final and binding decision, CSSEA, the Employer, and the designated union 
representative will attempt to resolve the dispute. 

6.9 If the parties are unable to resolve the dispute, the designated union representative or CSSEA may 
refer the matter to a classification arbitrator for a final and binding decision. CSSEA and the 
designated union representative will, within 30 calendar days of the referral, submit an Agreed 
Statement of Facts to the Classification Arbitrator outlining the dispute and the issue(s) that are the 
subject of the dispute. If the parties are unable to agree on an Agreed Statement of Facts each party 
will submit, to the Classification Arbitrator and to all parties to the dispute, a separate Statement of 
Facts outlining the dispute, and the issue(s) that are the subject of the dispute. 

7. Dispute Resolution Process 

7.1 The Classification Arbitrators Rick Coleman and Julie Nichols have been mutually agreed to by the 
Employer and the Union. By mutual agreement between the parties another classification arbitrator 
may be named. 

7.2 The parties will meet every month, or as often as required, to review outstanding matters. 

7.3 CSSEA and the CSSBA will make every effort to agree to the expedited arbitration process to resolve 
disputes. The parties recognize that where the matter is precedential, results in the development of 
a new benchmark or where the parties are unable to agree, the matter will be resolved using a full 
arbitration process. 

7.4 The expedited arbitration process will be governed by the following principles: 

(a) The location of the hearing will be agreed to by the parties. 

(bl Unless otherwise mutually agreed, each party will be limited to a four hour presentation. 

(c) The parties will utilize staff representatives of the Union and CSSEA to present cases, and 
will not utilize outside legal counsel. 

(d) The parties agree to make limited use of authorities during their presentations. 

(e) The decision of the Classification Arbitrator will be final and binding on both parties. 

(f) All decisions of the Classification Arbitrator are to be limited in application to the particular 
dispute and are without prejudice. Arbitration awards will be of no precedential value and 
will not thereafter be referred to by the parties in respect of any other matter. All 
settlements made prior to hearing will be without prejudice. 

7 .5 Within 45 calendar days of the receipt of an Agreed Statement of Facts or the separate Statements 
of Facts, the Classification Arbitrator will make every effort to hear the full or expedited arbitration 
and render a final and binding decision in writing. 
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7 .6 The Classification Arbitrator will have sole jurisdiction and her jurisdiction will be limited to the 
application and interpretation of this Agreement. Where there is an alleged violation of the 
Collective Agreement, the Collective Agreement grievance procedure will apply. 

7.7 With respect to Classification of New Jobs and Changes to Existing Jobs, the decision of the 
Classification Arbitrator will be based upon the same criteria applicable to the parties themselves. 
The decision of the Classification Arbitrator will be limited to a direction that: 

(a) the position be assigned to another existing job description; 

(b) a new job description be prepared by the Employer that more accurately describes the type 
of duties, the overall scope and level of responsibility, and the required qualifications of the 
job; 

(c) except as outlined in Article 7.7(d) of the Maintenance Agreement, the job be appropriately 
classified, provided that the Classification Arbitrator will not have jurisdiction to classify a 
job except within the existing benchmarks including the existing classification grids and wage 
rates; 

(d) where the Classification Arbitrator concludes that a job does not conform to an existing 
benchmark, the Classification Arbitrator will notify CSSEA and the Union of her decision. 
CSSEA, the CSSBA and the Union will endeavour to establish an appropriate benchmark and 
benchmark point value rating for the job. If the parties agree that the job is a unique job, the 
parties will endeavour to rate the job using the JJEP. Failing mutual agreement by the parties, 
each party will make a submission within 30 calendar days to the Classification Arbitrator as 
to the appropriate benchmark, benchmark point value rating and/or unique job point value 
rating to be established. The Classification Arbitrator will establish a new benchmark or 
amend an existing benchmark or establish an appropriate point value rating in the case of 
unique jobs and the decision of the Classification Arbitrator will be binding on the parties. 
The Classification Arbitrator will also establish, through rating, an appropriate Classification 
grid and existing wage rate for the new or revised benchmark, with jurisdiction limited to 
existing classification grids and wage rates. The Classification Arbitrator will not have the 
jurisdiction to establish new wage rates or classification grids. 

7.8 Arbitration hearings called by the Classification Arbitrator wil l have the same status as an arbitration 
pursuant to the Collective Agreement. 

7.9 The fees and expenses of the Classification Arbitrator for expedited arbitration and arbitration 
hearings will be borne equally by the Employer and the Union. 

8. Pay Adjustments 

8.1 Where the rate of pay of a job is adjusted upward, the employee will be placed in the appropriate 
pay grid. 

8.2 The effective date of pay rate adjustments is determined as follows: 

(a) Where a pay rate adjustment occurs as a result of the application of Article 6.3 initiated by 
the Union or the employee, the increase will take effect on the date the Employer receives 
the Classification Review Form identifying the issue from the Union or the employee. 
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(b) Where a pay rate adjustment occurs as a result of the Employer revising an existing job 
(Article 6.1), or creating a new job (Article 6.2), or negotiation or arbitration related to same, 
the adjustment will take effect on the first day an employee occupies the position after it 
was established or revised. 

8.3 Where the rate of pay of a job is adjusted downward, the employee will continue to be paid at the 
employee's current rate of pay until the wage rate in the new job equals or exceeds it. 

9. Definitions 

(a) Position: a group of duties and responsibilities regularly assigned to one person. It may be 
occupied or vacant and may be created, changed, or deleted in order to meet operational 
requirements. 

(b) Job: one or more positions performing essentially the same duties, similar scope and level of 
responsibility, and required qualifications covered by the same job description. 

(c) Other Related Duties: the phrase "Other Related Duties" will include those additional duties 
related to the job and/or the operation of the organization that may be assigned to the 
employee. 

(d) Unique Job: a unique job is a single job which does not match any existing benchmark 
because the job is uncommon in the Sector, or it involves a type of work not already included 
in the benchmarks, or because it involves duties and responsibilities that are not essentially 
similar to an existing benchmark in terms of scope and level of responsibility. 

(e) CSSEA: the Community Social Services Employers' Association of British Columbia. 

(f) Employer: a community social service organization that is a member of CSSEA. 

(g) Union: a single union that is a member of the CSSBA. 

(h) CSSBA: Community Social Services Bargaining Association. 

(i) Collective Agreement: a collective agreement in force between CSSEA and the CSSBA. 

CLASSIFICATION MANUAL 

1. Introduction 

1.1 The Classification Manual, which forms part of the Maintenance Agreement, outlines the definitions, 
format and principles of classification to be followed in rating benchmark class specifications, 
hereafter called benchmarks, in matching jobs to the benchmarks, and in rating unique jobs. 

2. Benchmarks 

2.1 Benchmarks set forth the overall scope and level of responsibility and the typical duties by which 
jobs are distinguished and classified under the Classification System. 

2.2 Benchmarks also set forth the level of qualifications appropriate for the scope and level of 
responsibility specified in the benchmark(s). 

2.3 Benchmarks do not describe jobs. They are used to classify a wide diversity of jobs by identifying the 
scope and level of responsibilities. 

2.4 Benchmarks are rated using the JJEP to establish their point value rating and relative value. 
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3. Format of Benchmarks 

3.1 Job Families 

All benchmarks are grouped together on the basis of closely related functional activities, fields of 
work, or occupations. Each of these groups is called a "job family". There are six job families in the 
Classification System: 

(a} Administrative, Finance and Technical 
(b) Counsellors and Consultants 
(c} Front Line Workers 
(d) Graduate Degrees & Licensed Professionals 
(e) Operation Support 
(f) Supervisors and Coordinators 

3.2 Benchmark Title 

Each benchmark within a job family is identified by a benchmark title. For example (note: this is for 
illustrative purposes only): 

Job Family: 
Benchmark Title: 
Benchmark Title: 

3.3 Benchmark Duties 

Administrative and Finance 
Receptionist/General Office Clerk 
Bookkeeper 

(a) The duties listed in a benchmark are a representative sampling of the functions being 
performed at the scope and level of responsibility that result in a job being classified at the 
benchmark level. 

(b) The listing of typical duties identified on a benchmark is not intended to be exhaustive or all­
encom passing. Job duties or responsibilities that are not specifically mentioned in the 
relevant benchmark are deemed to be encompassed by that benchmark if that job duty or 
responsibility is essentially similar to the benchmark in terms of scope and level of 
responsibility, as described in the job summary. 

3.4 Benchmark Qualifications 

(a) The qualifications set forth in a benchmark reflect the level of education and/or training and 
the experience appropriate to the scope and level of responsibility of the benchmark. 

(b) The parties agree that different qualifications may be required for jobs that are matched to 
the same benchmark, or for different benchmarks matched to the same classification grid in 
order to meet the unique work organization in the Community Social Services Sector. 

(c) Membership in a professional association or group is not a required qualification for any job 
under the Classification System unless required by legislation or regulation . 

4. Unique Jobs 

4.1 Job descriptions for unique jobs set forth the scope and level of responsibility, the duties and the 
appropriate level of qualifications for jobs which do not match any existing benchmark because the 
jobs are uncommon in the Sector, or they involve a type of work not already included in the 
benchmarks, or because they involve duties and responsibilities that are not essentially similar to an 
existing benchmark in terms of scope and level of responsibility. 
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4.2 Jobs which can be integrated are not considered unique jobs. 

4.3 Unique jobs are rated using the JJEP to establish their point value rating and relative value. 

5. Wage Rate 

5.1 Each benchmark and unique job will be assigned to a classification grid. Each classification grid has a 
corresponding wage rate, which is listed in the Collective Agreement. For example (note: this is for 
illustrative purposes only): 

Benchmark Title: Residence Worker Classification grid: 10 

6. Principles of Classification 

6.1 The JJEP is used to rate benchmarks and unique jobs and thereby establish their point value rating 
and relative value. 

6.2 The purpose of benchmarks is to establish the means whereby jobs may be properly classified and 
distinguished. To that end a job should be classified on the basis of best fit according to the overall 
type of duties and scope and level of responsibilities which are performed to an extent material for 
a reasonable standard of job classification. 

6.3 Unique jobs are rated using the JJEP and assigned to a classification grid in accordance with their 
point value rating. 

6.4 Where the parties identify essentially similar duties and responsibilities for a group of unique jobs, a 
benchmark wilt be created. 

6.5 Integrated Jobs: Where a job encompasses work in two or more benchmarks, and where it is 
administratively impractical to keep track or even identify when the incumbent is working within one 
or the other of the classifications, the job wilt be classified at the highest classification of the jobs 
being performed. 

6.6 Special Licences and Certificates: Where the employee is required by the Employer to carry a special 
licence, certificate or qualification, she should be classified consistently with such licence, 
certification or qualification. 

6.7 Incumbent employees in positions who do not possess the qualifications set out in the benchmark 
to which their jobs have been matched will continue to be so classified as long as they continue to 
occupy the jobs. 

6.8 Jobs are classified only by comparison to the benchmarks and not by comparison to other jobs. 

6.9 Throughout the whole process of evaluating jobs, it is the job that is evaluated and not the employee. 

6.10 Layering Over: Supervisors and lead hands must be compensated at a rate higher than those they 
supervise or lead. Where this cannot be accomplished by classification to an existing benchmark, 
positions designated as layered over will be compensated at a rate of two additional grids above the 
highest position supervised for positions at pay grade 12 or below OR one additional grid for those 
positions at pay grade 13 or above. A supervisor or lead hand, for the purpose of this article, is 
defined as a worker who reviews, assigns and monitors the work of other assigned workers. 

7. Glossary of Terms 

[The parties agree that the Glossary of Terms is outstanding and is yet to be discussed.] 
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SCHEDULE A 

Benchmark Class Specifications and Job Families 

Administrative, Finance & Technical 
Accountant, Accounting Clerk, Administrative Assistant, Administrative Supervisor, Bookkeeper, Computer 
Technical Support Specialist, Database Clerk, Receptionist /General Office Clerk, Secretary 

Counsellors & Consultants 
Addictions Counsellor, Adult, Youth and/or Child Counsellor, Children Who Witness Abuse Counsellor, 
Children Who Witness Abuse Counsellor-Art Specialist, Employment Counsellor, ESL Instructor, Family 
Counsellor, Infant Development Consultant, Stopping the Violence Counsellor, Supported Child Care 
Consultant, Vocational Counsellor 

Front Line Workers 
Activity Worker, Adult, Youth and/or Child Worker, Asleep Residential Night Worker, Awake Residential Night 
Worker, Child and Youth Transition House Worker, Child Care Resource and Referral Worker, Community 
Support Worker, Early Childhood Educator, Early Childhood Educator Assistant, Early Childhood Educator, 
Senior, Family Support Worker, Group Facilitator, Reconnect Worker, Residence Worker, Residence Worker, 
Senior, Residential Child and/or Youth Worker, School Aged Child Worker, School Based Prevention Worker, 
Settlement and Integration Worker, Special Services Worker, Transition House Worker, Victim Service 
Worker, Vocational Worker 

Graduate Degrees & Licensed Professionals 
Behavioural Therapist, Clinical Counsellor, Nutritionist, Occupational Therapist, Physiotherapist, Residence 
Nurse, Speech Language Pathologist 

Operation Support 
Building Maintenance Worker, Cook, Housekeeper, Janitor, Passenger Vehicle Driver, Retail Supervisor, 
Retail Worker, Truck Driver 

Supervisors & Coordinators 
Crisis line Coordinator, Program Coordinator 1, Program Coordinator 2, Residence Coordinator, Volunteer 
Coordinator 
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INFORMATION APPENDIX D 

GRIEVANCE FACT SHEET 

The shop steward and the representative of the Employer shall fill out a "shared fact sheet" listing 
an agreed statement of facts. The "shared fact sheet" is on a "without prejudice" basis and shall not 

be referred to by either party in any third party proceedings. 

1. GRIEVOR 

Name _______________ Program/Site _________ _ 
Job/Position Wage Rate __________ _ 
Seniority ____________________________ _ 
Present Position from (date) ____________________ _ 

Status: D Full-time D Part-time D Casual 
SUPERVISOR OR OTHER MANAGEMENT INVOLVED IN THE GRIEVANCE 
Name 

Program/Site _____________ Job Title _________ _ 

2. WHAT IS GRIEVANCE ABOUT? 

D Contract Violation 

D Human Rights 

D Safety Regulations D Discipline D Past Practice 

D Other 

(The above are examples and are not meant to be an exhaustive list) 

ISSUE: 
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3. DOES IT AFFECT A GROUP OF EMPLOYEES? YES □ NO □ UNSURE 0 

WHO? (LIST THOSE AFFECTED) 

4. GRIEVANCE DETAILS: 

Grievance steps (When did the meetings take place? Who was there?) 
Step 1 

Step 2 

5. DATE AND TIME GRIEVANCE BEGAN, HOW OFTEN, AND HOW LONG: 
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6. WHERE DID THE GRIEVANCE OCCUR? EXACT LOCATION (SITE, PROGRAM, 
FLOOR, BUILDING, ETC.) & INCLUDE A DIAGRAM, SKETCH OR PHOTO IF 
HELPFUL: 

7. LIST DISCIPLINARY HISTORY: 
(IF APPLICABLE) 

8. UNION'S POSITION - ADJUSTMENTS NEEDED TO REMEDY OR CORRECT 
SITUATION: 

9. EMPLOYER'S POSITION - ADJUSTMENT NEEDED TO REMEDY OR CORRECT 
SITUATION: 
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10. ANY ADDITIONAL AGREED TO FACTS (review checklist): 

11. SUPPORTING DOCUMENTS (REVIEW CHECK LIST) SENIORITY LIST, WAGE 
SCHEDULE, PERSONNEL FILE DOCUMENTATION, SCHEDULES, EMPLOYER 
POLICY, JOB POSTING, ETC.: 

DATE ----------- SIGNATURE ________ _ 
STEWARD OR COMMITTEE MEMBER 

SIGNATURE ________ _ 
EMPLOYER REPRESENTATIVE 
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*REVIEW CHECKLIST TO ENSURE ALL RELEVANT 
INFORMATION AND DOCUMENTS ARE ENCLOSED 

ADDITIONAL COMMENTS: 

NOTE: THIS SPACE SHOULD BE USED FOR COMMENTS THE SHOP STEWARD OR 
EMPLOYER REPRESENTATIVE WANT TO MAKE AFTER THE "SHARED" PORTION 
IS COMPLETED. THIS SECTION WILL NOT NE SHARED WITH THE OTHER PARTY. 

DATED: __________ _ 
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CHECKLIST 
FOR GRIEVANCE INVESTIGATION 

Have these points been covered and entered on the fact sheet? 

DISCHARGE AND PENAL TIES 5. Date of grievor's last posting 
1. Discipline/discharge - type and 6. Safety involved (if any) 

reason(s) 7. Rate of pay applicable to assignment 
2. Complete statement of events leading 8. Exact work performed by grievor and 

to discipline instructions from supervisor 
3. Date and time (important to document) 9. Articles violated 
4. Supervisor's name 
5. Name, address, phone and statement OVERTIME 

of witness (is any) 1. Grievor's classification 
6. Employee's record 2. Shift or work group 
7. Print or diagram of area (if applicable) 3. Date and shift overtime was scheduled 
8. All correspondence concerning 4. Classification scheduled for overtime 

grievance 5. Employee's name/classification who 
9. Articles violated worked 

6. Record of overtime from supervisor's 
JOB POSTING book 

1. Grievor's classification and seniority 7. The actual work that was performed 
2. Grievor's previous classifications 8. Article violated 
3. What grievor was temporarily 9. Copy of schedule 

promoted to 
4. Date of promotions (if any) STATUTORY HOLIDAY 
5. Pay stubs if applicable 1. Same as overtime 
6. Grievor's experience in vacancy 2. Seniority of grievor 

requested 3. Seniority of employees who did work 
7. Name and seniority of employee 

awarded job VACATIONS 
8. Posting and grievor's application 1. Seniority 
9. Article violated 2. Time requested 
10. Job description and benchmark 3. Time allotted 
11. Interview Scores 4. Number of employees in work group 

5. Article violated 
JOB POSTINGS 

(IMPROPER OR NON-POSTING) BARGAINING UNIT WORK 
1. Classification of vacancy 1. Name of personnel doing the work 
2. Area vacancy existed 2. Type of work performed 
3. Name of employee who held vacant 3. Amount of time worked 

position 4. Area where work done 
4. Employee's name promoted to fill 5. Greivor's classification 

vacancy 6. Availability of grievor 
5. Start date/end date of vacancy 
6. Copy of request that promoted LEAVE OF ABSENCE 

vacancy 1. Type of leave requested 
IMPROPER PAY 2. Date of request, date of denial 

(Work Assignment) 3. Reason for requestfdenial 
1. Grievor's regular posted classification 4. Employer's policy regarding this type 
2. Grievor's regular work assignment of leave 
3. Grievor's assignment on day in 5. Past practice in similar cases 

question 6. Name of supervisor 
4. Name of employees who worked in 7. Details of request/denial made verbally 

grievor's place (if any) (if not in writing) 
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8. Article violated SICK LEAVE 
9. All correspondence concerning 1. Date(s) requested 

grievance 2. What reasons did employee give? 
3. What was the Employer's response? 

CASUAL SENIORITY 4. Was a medical note required? 
1. Article of collective agreement that 5. Was it provided? (attach copy) 

apply 6. Why was the note not acceptable? 
2. All correspondence regarding 7. Does the employer have sick leave 

grievance policy? 
3. Details of vacancy dates, job position, 8. Was the grievor aware of the policy? If 

work location not, why? 
4. Name and position of employee whose 9. Does the griever have accumulated 

job became vacant unused sick leave? How much? 
5. Name and seniority date of person who 10. Is the employer relying on the griever's 

was awarded the position record?Wy? 
6. Date employer became aware of 

vacancy GENERAL 
7. Employer's explanation of why griever 1. It is important that the details/facts of 

was not awarded the position the grievance be recorded for future 
8. Copy of the casual registry for the reference 

department involved 2. Don't trust your memory, facts get lost 
9. Copy of the telephone log with time 
10. Date and time call made the grievor, 3. Obtain copies of all the documents, 

name and position pf person who e.g. postings, policies, letters of 
made the call discipline, schedules, logs etc. 

4. Fill out areas as completely as 
possible. 
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INFORMATION APPENDIX E 

Information Required for Article 13.4 - Bumping 

The Employer will provide to the affected employee the following information: 

1. Name, 
2. Seniority, 
3. Nature of position (regular full-time, regular part-time, temporary full-time, temporary part-

time), 
4. Classification (in accordance with Appendix A - Wage Grid), 
5. Grid level (in accordance with Appendix A-Wage Grid), 
6. Program or location, 
7. Current shift schedule, including hours per week, and 
8. Employer contact information. 
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FLOWCHARTS ILLUSTRATING ARTICLE 13 LAYOFF AND RECALL 

Laid off 
Employee 

Reca 1st 
without loss of 
seniority for 1 

year OR 
ongoing casual 

status 

Bump - move into any position occupied 
by less senior employee; a person may 
bump up1, but not into a supervisory 

position 

Reca 1st 
without loss of 
seniority for 1 

year OR 
ongoing casual 

status 

First bumped 
employee 

Bump - move into any position 
occupied by less senior employee; a 
person may bump up1, but not into a 

supervisory position 

Second bumped 
employee 

Reca 1st 
without loss of 
seniority for 1 

year OR 
onoging casual 

status 

Bump - move into any position occupied by 
less senior employee; a person may bump 

up1, but not into a supervisory position 

Subsequent 
bumped 

employees 

• An employee can only bump into positions that are occupied by employees with less seniority 
• An employee can only bump into positions for which she is qualified to satisfactorily perform the work 
• This chart refers to bumping rights only - any employee provided with layoff notice can also choose to go 

on to the recall list without loss of seniority OR to go on to the casual list instead of bumping. 
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Subsequent 
bumped 

Employee 

ump east senior emp oyee ane 
in similar or same classification 

whose hours are 4 hours more or 
less 

Bump least senior employee in a 
dissimilar classification whose 
hours are 4 hours more or less 

AND is less senior than Jane 

ere are no options in t e same or s1m1 ar 
classification whose hours are 4 hours more or 

less & employee chose not to bump into a 
dissimilar classification 

ump east senior emp oyee 
(Rajwinder) in similar or same 

classification whose hours are 8 
hours more or less 

ere are no op ions m e same or 
similar classification whose hours are 8 
hours more or less & employee chose 

not to bump into a dissimilar 

Continue the process in 
subsequent 4 hour time bands 
until the employee bumps or 
there are no more t ime bands 

available to the employee 

I 

~ump least senior employee 1n a 
dissimilar classification whose hours 
are 8 hours more or less AND is less 

senior than Raiwinder 

• An employee can only bump into positions that are occupied by employees with less seniority 
• An employee can only bump into positions for which she is qualified to satisfactorily perform the 

work 
• This chart refers to bumping rights only - any employee provided with layoff notice can also 

choose to go on to the recall list without loss of seniority OR to go on to the casual list instead of 
bumping. 
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- "'I. 
I• 

l 

~ Employee on 

~ 
Recall (EOR) 

I 
"II 

Vacant 
position 
posted 

I I 

• • 
"II "\ 

EOR applies/ EOR doesn't 
expresses apply/ express 
interest• interest 

II I • I 

'I - 'I, .... 
All other applicants Some 

junior to EOR EOR remains 
applicants are 

(includes no other on recall list 
senior to EOR 

... ... 

.. 

applicants) 

I 
' 

EOR is recalled 
to position + 

I 
' 

No applicants 
junior to EOR 

are considered 

Appointment 
made based on 

Article 24.3 

EOR is recalled 
as successful 
applicant+ 

EOR remains on 
recall & a more 

senior applicant is 
appointed 

•An EOR is only considered for positions for which she is qualified and able to perform the work. An employee on 
recall may choose to leave a letter with her employer identifying which positions, should they become vacant, she 
wants to be considered for. 
+ Employees on recall who are recalled to a position and don't fulfill the trial period as per Article 24.5 -Trial Period 
are returned to the recall list for the remainder of their one year recall period. 

MR./mlp 
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