M aintenance Procedure
Changed Job (Reclassification)
Revised October 25, 2010

Employee or Supervisor will complete Job Review
Request form, submit to HR c/w JFS or CJF & changesto
current provincial Job Description.

HR advises local union & JJE Assistant

HR, Union, & JJE Assistant determine if an existing job
description is appropriate.

/\

Match found

y

No Match, cannot agree, or JJE
Assistant believesthe JJEM C should
review

A 4

JJE Assistant advises employee,
employer, HR & Union (three-party
letter)

JE Assistant collects information for
JIEMC from employee(s) and
supervisor(s)

A 4

v

JIEMC Process

v

HR processes adjustments, if necessary.

JJIEMC evauates Maintenance file
information (Final and Binding)

A 4

v

JJE Assistant advises employee,
employer, HR & Union

v

JE Assistant updates database and
advises JJEMC (for information
purposes only)

HR processes adjustments, if necessary.

v

JJE Assistant updates database.

Note: The JJEMC decision isfinal and binding. Any subsequent submission of information

will constitute a new maintenance request.




M aintenance Procedure
New Job
Revised October 25, 2010

Supervisor prepares Job Review Request Form, JFS & draft Job
Description and submitsto HR

v

HR advises local union and JJE Assistant

v
HR, Union, & JJE Assistant determine if an existing job

description is appropriate. If no agreement, ER draft job may
be posted. JJE Assistant will provide interim pay rate

\ 4

A 4

Parties agree Match Found (current

No agreement for current provincial Job Description,
Provincial Job Description)

new job, or JJEMC review required. Note: ER draft job
may be posted. JJE assistant will provide interim pay

rate
A 4
JJE Assistant advises employee, employer, HR - - - Y
& Union (three-party |etter) JJE Assistant collectsinformation from Supervisor and
prepares ‘draft’ job description for JEMC
Job posted, if not already done so, and an - —Y
appointment made JIEMC evaluates Maintenance file
v JJEMC finds existing JEMC creates New Job (no
HR advises Union and JJE Assistant of job match (final and match). JJEMC evaluates job
appointment binding (final & bi T" ng)
Y JJE Assistant advises HR and
JJE Assistant advises Union
employee, employer, 7
JJE Assistant updates database and provides HR & Union
info to JJEMC for information purposes only 7 Job posted, if not already done
S0, and an appoi ntment made
HR advises 7
Supervisor & posts ; :
job HR processes adjustments if
necessary
Y ;
JE AS;; aabn atsgpdat&s JJE Assistant updates

database & website

Note: The JJEMC decision isfinal & binding. Any subsequent submission of information
will constitute a new maintenance request.




