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I. ESTABLISHING THE FAMILY AND PHASE OF A NEW JOB
To establish the appropriate placement for a new job in the CUPE 1975 compensation model, the following steps should be followed:

· Department/Unit develops a job profile for the new position and submits the completed job profile to Human Resources (HR).
· HR reviews the profile and determines the appropriate job family and phase using the Job Placement Manual.
· HR notifies the department/unit of the outcome in writing.
II. ON-GOING REVIEW OF JOB FAMILY AND/OR PHASE

Normally a review of a job’s family and/or phase would be initiated under the following circumstances: 

· In the event of a major reorganization. A department/unit shall request an evaluation of a job’s family and phase in the event of a major reorganization that results in significant changes in responsibilities to the job.  Under this circumstance, a request for an on-going review shall occur within a reasonable time of the effective date of the reorganization.
· When an employee and/or supervisor/manager has identified a significant change in the level of functioning of the job and/or change in responsibility that would warrant a movement to a new job family and/or phase.  Under this circumstance, a request for an on-going review can occur for the same job once in a 12 month period, including the one-time reconsideration. 
Process for an On-Going Review:
· The employee and/or supervisor/manager complete a review request form available from Human Resources.  The request form must be signed off by the manager of the unit.

· The completed review request form is forwarded to HR.

· HR reviews the review request form using the Job Placement Manual and determines the appropriate family and phase placement for the job.

· If HR determines that the position is not appropriately placed, then the job will be placed in the appropriate family and phase and base wage will be reviewed.  
· Employee’s base wage will not be reduced as a result of an on-going review. 

· Employee’s base wage will be red-circled at its current base wage if the employee’s base wage is above the maximum base wage of the job’s family and phase. 
· Any adjustments as a result of the review will be effective to the first of the month closest to the date the request for review was received by HR.

· HR notifies the employee, department, and the union in writing the outcome of the review.

· The employee or department may appeal the outcome of the review in writing to HR within 30 calendar days from the receipt of notice. (see Appeal’s Process for further information)
All On-Going Review Decisions are not subject to the Grievance Procedure.

III.
APPEALS OF ON-GOING REVIEWS

If the employee and/or the supervisor/manager disagree with the outcome of their on-going review, then either party may ask for an appeal of the results within 30 calendar days of the receipt of the on-going review decision.

Process for an Appeal:

· To initiate an appeal, the employee and/or supervisor/manager must request in writing an appeal of the on-going review to HR within 30 calendar days from receipt of the notice.  
· The Joint Management/CUPE 1975 Appeal Committee (maximum of 4 members – 2 members from each group.) will review the submitted information and evaluate the appropriateness of the original review decision, taking into consideration any new information provided and comparing the information to the Job Placement Manual.  The employee, supervisor or manager may attend the Appeal. No person who carried out the review of the job that is being appealed shall sit on the Appeals Committee for that job, except by mutual agreement of the University and the Union.
· If the Joint Appeal Committee determines that the position is not appropriately placed, then the job will be placed in the appropriate family and phase and base wage will be reviewed. 
· Employee’s base wage will not be reduced as a result of an appeal.
· Employee’s base wage will be red-circled at its current base wage if the employee’s base wage is above the maximum of the job’s family and phase. 
· Any adjustments as a result of the review will be effective to the first of the month closest to the date the on-going review request was received by HR.

· Employee and/or supervisor/manager may not apply for another on-going review until 12 months has elapsed since the appeal decision was rendered by the Committee. 

· In the event the Joint Appeal Committee does not reach consensus, the parties will seek the assistance of a mutually agreed to third party expert.
All Appeal Decisions are final and not subject to the Grievance Procedure.
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