EXEMPT
JOB EVALUATION

Date of Incorporation

On July 1, 1997 the University and the Exempt Eiyppés Group incorporated a job
evaluation system and the Exempt Employees Grorgeag

1) No exempt employee shall suffer a loss in salary @esult of the re-evaluation
process.

2) The Exempt Employees Group shall be entitled toapmne (1) member to the
Job Evaluation Committee.

3) A representative for the Exempt Employees Grouphveilconsulted with and will
have input to any changes to the Job Evaluatioresys effect as of July 1,
1997.

http://www.unbc.ca/assets/hr/employment/exempt mrieiter of understanding octob
er_30.pdf

The above link references the letter of understanth recognize instances where the
Exempt Group Handbook does not include specifiglage, the CUPE Collective
Agreement will be referenced as a baseline forudision around the issue until such a
time that the issue is resolved or the Exempt Genglor the University have
determined the need for addition of language tdthedbook and have mutually agreed
to same.

Coordinating Committee:

The Coordinating Committee will meet once per yeaeview the Job Evaluation (JE)
process. In addition, the Coordinating Committesy miscuss common issues. The
Committee will consist of representatives from EpgnCUPE and Directors to provide a
forum for institutional input. The Committee maget on a “as needs” basis.

A representative for the Exempt Employees Groupheilconsulted with and will have
input to any changes to the job evaluation systesffect as of July 1, 1997.

Ratings Committee:

The Exempt Employees Group shall be entitled toapmne (1) member to the Job
Evaluation Committee. The HR Representative Widicthe committee.

Freguency of Evaluation Sessions

The ratings committee will make every attempt teetren a weekly basis when PDQ’s
have been approved and are awaiting evaluation.
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Conflict of Interest:

It is the responsibility of the participants of flob evaluation committee to ensure that
evaluations are conducted honestly, objectivelywaigdout bias.

A committee member will be declared in a conflittrderest for evaluating PDQ’s as
follows:

1. The committee member owns the PDQ.

2. The. _committee member is in a supervisory or sulbatdi capacity to the
position.

3. The committee member is related to the incumbecwmgng the position.

4, The committee member must declare a conflict aregt due to personal,

business or other relationships that might be megtsly construed as giving
rise to concerns about conflict and bias.

Priority:

The PDQ’s shall be rated in the following priordgder:
1. New PDQ’s pending a posting.
2. Re-evaluations in the order received in Human RessuDepartment
3. Appeals

Eligible PDO Authors

The University
Permanent Incumbents

New PDQ'’s:

The University has the right to create and fill nelw classifications within the Exempt
Group according to the emerging and changing nektihe operations.

A new PDQ is defined as a position with duties esgponsibilities that differ from an
existing PDQ and possesses a new job title.

Every effort will be made to evaluate new PDQ’optb posting. However, recognizing

that this may not always be possible, the Univergtains the right to assign an interim
classification salary grade for newly created poss.
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When a new PDQ receives an interim rating, the PEXY be evaluated after the
incumbent has occupied the position for six monthise incumbent and supervisor will
be provided an opportunity to submit revisionsh® original PDQ prior to the rating.
Should the incumbent or supervisor not submit ceanthe PDQ will go forth as
originally submitted. New positions that are pdsbe a term basis are not eligible for
evaluation, until such time they are posted permtye

Re-evaluations

PDQ’s may be submitted for re-evaluation 12 moifitbi the last evaluation. The PDQ
must be accompanied by a Request for Change oti&wah Form that highlights
changes to the sub-factors. The incumbent orireare eligible to submit a PDQ for
re-evaluation. New incumbents may also submitdegvaluation after six months.
Employees shall have directors acknowledge dateaaipt of submission of PDQ for re-
evaluation. In the event that the PDQ is not heaidbly the director in a timely manner,
the employee should contact the director. If aglebntinues, the employee should
contact the Director of Human Resources for resmiut

Appeals:

An incumbent, Dean or Director, or Director of HumResources who disagrees with the
ratings outcome of a PDQ has the opportunity tersuén appeal. The information
contained in the appeal must be clarification a$txg information submitted on the
original PDQ. The introduction of new informationchanges to original information

will not qualify for an appeal.

Appeals shalbe submitted to the Human Resources Departmeninvdthdays of the
date the incumbent signed for and obtained thdtsesiitheir evaluation. Failure to meet
the deadline will result in disqualification for appeal request.

The appeal committee shall consist of one Exenmpesentative and two HR
representatives.

The Appeals committee maintains the right to deireereligibility of the submitted
appeal in terms of meeting the above criteria. &g may be rejected for evaluation if
the committee deems the submitted documentatidigjiivie.

The committee shall meet to discuss the appealraydcall for personal representation
from the employee, the supervisor and/or Dean/forecThe HR Department shall,
within 30 working days of receipt of the appealtifyahe person who submitted the
appeal of the decision of the committee

PDQ'’s that have been evaluated through the appee¢gs are ineligible for any further
review for 12 months from the date of the appealwation.
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Group PDQ’s

Where more than one incumbent occupies a posttieRPDQ, or related submissions
such as re-evaluations and appeals, will be subdnéts a joint document. The duties and
position title remain the same for group PDQ’s.

Retroactive Compensation

New PDQ’s:

When an interim position is reclassified to a higseary grade, the effective date of
increase will be retroactive to the date the PD@ me&eived in the Human Resources
Department or the start date of the incumbent.inslbming PDQ’s will be date stamped
immediately upon arrival.

When an interim position is reclassified to a lowalary grade, the incumbent will be
red-circled if their current salary is above thp &b the new range.

When a position remains in the same grade, thdfé&ino change to the salary.
Re-evaluations:

When a position is reclassified to a higher sataade, the effective date of increase will
be retroactive to the date the PDQ was receivéldeiHuman Resources Department.
All incoming PDQ’s will be date stamped immediatalyon arrival.

When a position is reclassified to a lower salagdg, the incumbent will be red-circled
if their current salary is above the top of the mange.

When a position remains in the same grade, thdfd&no change to the salary

Appeals:

When a position is reclassified to a higher sataade through the appeal process, the
date of increase will be retroactive to the dagedtiginal PDQ under appeal was
received in the Human Resources Department.

Casuals & Terms
Term and casual employees who have occupied sss#iotal position receiving a higher
pay grade will receive retroactive pay for time et during the period beginning with

when the PDQ was received in Human Resources tertti@f their term or casual
assignment.

Exempt UNBC Job Evaluation Process Page 4 of 5



Appeals Committee Consensus

In the event that the ratings committee is unabkechieve consensus on an evaluation or
an appeal, the following process will be followed:

1) The committee may call in the supervisor and/oriticembent.

2) One Exempt representative and two HR represensatwiecontinue to
adjudicate.

3) Majority vote will determine undecided factors.
4) If the vote results in a tie, the Exempt Group Btathagement will propose a

representative to join the committee and makeitted €all. The representative
must be mutually agreed upon by both parties.

Release of Ratings Results

All discussion and results arising from the evatraprocess must be held in strict
confidence by all committee members.

Upon completion of a rating, the Human Resourcgsaimment will tabulate the results
and complete all necessary paper work, includithiiph Evaluation Ratings Summary”
Form and a breakdown of the numerical ratings ohdactor. These forms will be
forwarded to the supervisor and the incumbentpuilk up and sign for the documents
from the Human Resources Departme@nce the supervisor and incumbents are
notified, the information may be communicated t® thtings committee and posted on
conventional UNBC formats (ie. Salary Range Shdgdsner, etc.).

The weightings applied to factor ratings are oMgikable to delegated members of the

Human Resources Department. Members outside ¢ thiicials will be denied access
to the weightings.
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