


TABLE OF CONTENTS 

ARTICLE 1: PURPOSE .......................................................................................................... 2 
ARTICLE 2: DEFINITIONS ..................................................................................................... 2 
ARTICLE 3: MANAGEMENT RIGHTS .................................................................................... 5 
ARTICLE 4: UNION RECOGNITION ...................................................................................... 5 
ARTICLE 5: GRIEVANCE PROCEDURE ............................................................................... 6 
ARTICLE 6: DISMISSAL PROCEDURE ................................................................................. 8 
ARTICLE 7: SENIORITY ........................................................................................................ 9 
ARTICLE 8: LAYOFFS, RECALLS, REDUCTIONS, INCREASES, PROMOTIONS AND 

VACANCIES ..................................................................................................... 10 
ARTICLE 9: HOURS OF WORK ........................................................................................... 12 
ARTICLE 10: OVERTIME ..................................................................................................... 16 
ARTICLE 11: GENERAL AND DECLARED HOLIDAYS ....................................................... 17 
ARTICLE 12: VACATIONS ................................................................................................... 19 
ARTICLE 13: SICKNESS BENEFITS ................................................................................... 21 
ARTICLE 14: LEAVE OF ABSENCE .................................................................................... 22 
ARTICLE 15: BEREAVEMENT LEAVE ................................................................................ 28 
ARTICLE 16: COMPENSATION ........................................................................................... 28 
ARTICLE 17: MEDICAL COVERAGE. .................................................................................. 29 
ARTICLE 18: PENSION ........................................................................................................ 30 
ARTICLE 19: HEALTH AND SAFETY .................................................................................. 30 
ARTICLE 20: CLOTHING AND EQUIPMENT. ...................................................................... 31 
ARTICLE 21: NO DISCRIMATION OR HARASSMENT ....................................................... 32 
ARTICLE 22: GENERAL ....................................................................................................... 32 
ARTICLE 23: PAYMENT OF WAGES .................................................................................. 34 
ARTICLE 24: WAGES (Retroactive to January 1, 2019) ...................................................... 35 
ARTICLE 25: PERSONAL LEAVE ........................................................................................ 36 
ARTICLE 26: RETIREE BENEFITS ...................................................................................... 36 
ARTICLE 27: JURY AND WITNESS DUTY .......................................................................... 36 
ARTICLE 28: LABOUR/MANAGEMENT COMMITTEE ........................................................ 36 
ARTICLE 29: TERM OF AGREEMENT ................................................................................ 36 

Letter of Understanding #1 - Compressed Work Week ......................................................... 38 

Letter of Understanding #2 - CUPE Local 812 Social Fund .................................................. 39 

Letter of Understanding #3 - Leadhand Positions ................................................................. 40 

Letter of Understanding #4 - Bus Driver Position ................................................................. .41 

Letter of Understanding #5 - Casual Employees ................................................................... 42 

Letter of Understanding #6 
- Overtime for States of Local Emergency or Activation of Emergency Command Centre ...... ............ 43

 Letter of Understanding #7 – Flexible Scheduling for Ski Hill......................................................44

Letter of Understanding #8 – Removal of Letter of Understanding #4 – Bus Driver Position.........45

APPENDICES: .............................. ...................................................................... 46 

Job Classification Maintenance Manual ................................................................................ 47 

(i)























































































LETrER OF UNDERSTANDING #8
- Removal of Letter of Understanding # 4- Bus Driver Position

BETWEEN

THE MUNICIPALITY OF CROWSNEST PASS

-AND-

Canadian Union of Public Employees, LOCAL 812

RE: Removal of Letter of Understanding # 4- Bus Driver Position

It is agreed and understood between the Parties:

1. To remove Letter of Understanding # 4- Bus Driver Position from the Collective
Agreement (2019-2022).

Dated : De ceM bar / a , 2020

##2„- -
On behalf of the Employer On behalf of the Unio(

CUPE local 812 and Municipality of Crowsnest Pass (2019-2022) Collective Agreement



LETTER OF UNDERSTANDING #7
- Flexible Scheduling for Ski Hill

BETWEEN

THE MUNICIPALITY OF CROWSNEST PASS

-AND-

Canadian Union of Public Employees, LOCAL 812

RE: Flexible Scheduling for Ski Hill

It is agreed and understood between the Parties:

1.

2.

The standard work week shall consist of eight (8) hours per day, forty (40) hours per
week. This position may require flexible scheduling of daily or weekly hours
depending on work demands.
A temporary compressed work week may be utilized when doing tower maintenance
during July and August.

Dated: Dec rA. #4/ /9 , 2020

/h?A-
On behalf of the Employer On behalf of the Unio/’ \

CUPE local 812 and Municipality of Crowsnest Pass (2019-2022) Collective Agreement
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Article 1 – Purpose 

This Manual is established as an aid to the Municipality of Crowsnest Pass (the Employer) and 
the Canadian Union of Public Employees, Local 812 (the Union) to:  
(a) Preserve the principles and related provisions from which is established an equitable 

wage and/or salary rate structure.  
(b) Continue the body of job descriptions and classifications upon which the wage and/or 

salary rate structure is based.  
(c) Provide the procedure through which to maintain the job descriptions and classifications 

in adjustment with new and changing conditions. 

Article 2 – Definitions 

The following are definitions of terms as used herein:  
(a) Collective Agreement – the collective agreement between the Employer and the Union. 
(b) Degree level – the actual measurement level within each factor. 
(c) Duty – a number of tasks. 
(d) Employee or Employees – all persons for whom the Union is the bargaining agent as 

provided in the Collective Agreement. 
(e) Factors – the criteria against which all jobs are evaluated as described in the 

Classification Manual. 
(f) Incumbent – an employee assigned to a job. 
(g) Job or Position – a function or a combination of such functions for one or more 

employees.  
(h) Job Analysis – the process of determining and recording the tasks and duties of a job 

and the required skill, effort, responsibility and working conditions involved in the 
performance of that job, through the use of questionnaires, interviews and workplace 
observations. 

(i) Job Classification Questionnaire – the tool used to collect and record job data which 
forms part of the job-related documentation. 

(j) Job Description – the written description of a job which includes a summary and a listing 
of the major duties and responsibilities. 

(k) Job Evaluation – a process which measures the value of jobs in relation to each other; 
this value is expressed in points. 

(l) Job Evaluation Plan – a measuring tool to rate jobs. It contains factor definitions with 
corresponding degree levels and notes to raters. 

(m) Maintenance Committee – The committee made up of equal representatives from the 
Employer and the Union and is responsible for the maintenance of the job evaluation 
program. 

(n) New job – a job which is added to the workforce that is sufficiently different from work 
currently being performed in the workplace that it cannot be assigned to an existing job. 

(o) Points – the numerical expression assigned to each degree level within a factor. 
(p) Position – a collection of duties and responsibilities assigned to an employee. 
(q) Rating – the process of relating the facts contained in the job documents to the job 

evaluation plan and selecting the factor degree levels judged to be appropriate. 
(r) Rating Sheet – Records the facts and rationale for the degree levels assigned to each 

factor for each job. 
(s) Tasks – a unit of work activity that forms part of a duty; one of the operations that 

constitute a logical and necessary step in the performance of a duty. 
(t) Total Points – the sum of all points allocated to each job for all factors determined in 

accordance with the job evaluation plan. 
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(u) Wage Rate – a designated wage within the wage schedule found in Article 23.00 of the 
collective agreement. 

Article 3 – The Maintenance Committee 

3.1  The maintenance committee shall have equal representation and participation from the 

Employer and the Union, consisting of two (2) representatives from the Employer and 

two (2) from the local Union. 

3.2 The Employer and the Union shall designate one of its representatives to act as co-

chair. The co-chairs are responsible for: 

(a) Chairing committee meetings; 

(b) Scheduling of regular committee meetings; members are responsible to notify 

their supervisor and make the appropriate plans for their absence so that they 

may attend the meetings; 

(c) Establishing the priority of matters to be acted upon by the committee. 

3.3 Committee members 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. 

3.4 Each party may appoint alternate representatives to serve as replacements for absent 

members. Alternate members shall have the right to make ratings decisions only when 

replacing a regular committee member who is either absent or unable to attend due to a 

conflict of interest situation. Alternate members are encouraged to attend all meetings to 

maintain rating skills. 

3.5 The Employer will provide administrative support to the committee. The person 

performing these functions may not be a member of the committee. These functions 

shall be performed under the direction of the co-chairs and include: 

(a) The distribution of all committee correspondence to the co-chairs; 

(b) The preparation and distribution of meeting agendas and notices; 

(c) The preparation and distribution of minutes; 

(d) The preparation and distribution of committee documents. 

3.6 The Union committee members and any alternates appointed by the Union shall be 

granted leave of absence with pay and without loss of seniority for periods of time spent 

working on the committee. 

3.7 Routine business decisions of the committee shall be made by a simple majority. Job 

rating decisions shall require a unanimous decision of the full committee and shall be 

final and binding on the parties, subject to the appeal procedure set out in Article 7. 

3.8 The committee shall meet as necessary 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 
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and this meeting shall take place within seven (7) working days of the delivery of the 

notice to the other party’s co-chair. 

3.9 Either party to the agreement may engage advisors to assist its representatives on the 

maintenance committee. Any such advisor shall be entitled to voice but not to vote and 

shall not be considered to be a member of the committee.  Each party shall be 

responsible for their respective costs of the advisor. 

 

Article 4 – Mandate of the Maintenance Committee 

4.1 The maintenance committee shall maintain the job evaluation program by: 

(a) Evaluating all of the jobs using the job evaluation plan; 

(b) Maintaining the integrity of the program; 

(c) Recommending to the parties changes to the job evaluation plan, its procedures 

or methods, as may be deemed necessary form time to time. 

(d) Recording the results and rationale on the rating sheet and completing the 

Notice of Rating Form. Copies of the Notice of Rating Form and job description 

will be provided to the maintenance committee, co-chairs, incumbents, 

supervisor, and the union. 

(e) Documenting decision criteria and precedents on an on-going basis for future 

committee reference. 

Article 5 – Job Analysis Procedure for Rating Jobs 

5.1 The following general procedure shall be used to rate jobs: 

Step 1 

A Job Classification Questionnaire shall be completed by the incumbent(s) and the 

supervisor. The completed questionnaire shall be submitted to the maintenance 

committee along with a copy of the current job description. The questionnaire shall detail 

any changes to the job resulting from new or changed circumstances in the job. 

Step 2 

The employer shall, if necessary, draft a new job description based on the information 

gathered. Where further information is required, interviews may be held with the 

incumbent(s) and or the supervisor. The committee may make recommendations for 

amendments. 

Step 3 

The job shall be rated based on the agreed-upon job description in accordance with the 

job evaluation plan. The committee shall also use the information obtained from the 

completed questionnaire, interviews with the incumbent(s) and/or supervisor and, if 

required, a visit to the worksite. 
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Step 4 

When the committee has completed rating the job, it will provide the supervisor and the 

incumbent(s) with a copy of the job description and Notice of Rating Form. 

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

(a) It is the content of the current job, and not the performance of qualifications of the 

incumbent(s) that is being rated; 

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

(c) Jobs are rated at the appropriate degree level in each factor by comparing the 

specific requirements of the job to each factor definition and the description of 

each degree level; 

(d) The job analysis and rating of each job shall be relative to and consistent with the 

job descriptions and ratings of all other jobs rated under the plan; 

(e)  The factors must have an impact on all jobs being rated; 

(f) Rating decisions shall include a sore-thumbing process to ensure consistency in 

committee decisions. 

Article 6 – Maintaining the Job Evaluation Plan 

6.1 It is important that the parties maintain accurate job descriptions and job ratings on an 

on-going basis. Failure to do so will damage the integrity of the program. It is the 

intention of the parties to review jobs periodically and to complete a review.  12 jobs will 

be completed annually at a rate of approximately one per month.  Following the 

completion of review of all current positions, a position will only be reviewed in the event 

the Employer materially changes the job descriptions or a new job description is created.  

The order of jobs to be evaluated will be guided by the following factors: 

1. Evaluate jobs that have never been rated. 

2. Evaluate jobs that have changed (for which we received a Reconsideration 

Form). 

3. Evaluate the remaining positions that Reconsideration Forms were not 

submitted. 

4. Evaluate Temporary/Casual positions. 
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6.2 Job Evaluation Procedures for Changed Jobs 

Whenever the employer materially changes the duties and responsibilities of a job or the 

incumbent(s)/union feel that the duties and responsibilities of a job have been materially 

changed, or that the job description does not reflect the duties and responsibilities of the 

job accurately, the following procedures shall apply: 

(a) The incumbent(s)/union or the supervisor/employer may request a job evaluation 

review by completing and submitting a Reconsideration Form. 

 

(b) Upon receipt of a completed Reconsideration Form, the maintenance committee 
shall gather accurate and current information on the job as outlined in Articles 5 
and 6. The gathering of information shall involve requesting the incumbent(s) and 
supervisor to complete an up-to-date Job Classification Questionnaire along 
with revisions to the job description. Where further information is required, 
interviews may be held with the incumbent(s) and/or supervisor and/or visits to 
the worksite may occur. Based on the information, the employer shall update the 
job description as necessary. 

 

(c) Where the job description has been changed, the committee shall meet to rate 
each factor of the job and establish a new rating for the job and advise the 
incumbent(s) and/or supervisor of its decision using a Notice of Rating Form. 
The rating of the job shall determine the wage rate for the job. 

 
(d) Any further review of the job cannot be undertaken until thirty-six (36) months 

have elapsed from the date of the formal appeal review, and then only if 

significant material changes have occurred. 

 

6.3 Job Evaluation for New Jobs 

Whenever the employer establishes a new job, the following procedures shall apply: 

(a) The employer shall prepare a draft job description for the job; 

 

(b) The maintenance committee shall meet and establish a temporary wage 

placement in the bands for the job based on the draft job description; 

 

(c) The job shall be posted in accordance with the collective agreement and any 

person appointed to the job shall be paid the temporary wage rate; 

 

(d) Six (6) months after appointment to the job, the incumbent(s) and the supervisor 

shall complete a Job Classification Questionnaire. The questionnaire shall be 

submitted along with a draft job description to the maintenance committee.  

 

(e) The employer shall finalize the job description and the maintenance committee 

shall rate the job according to the procedure set out in Article 5 and complete a 

Notice of Rating Form; 
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(f) If the wage rate increases as a result of the six (6) month review, the increase 

shall be paid to the incumbent(s) effective the date of appointment to the job. If 

the wage rate decreases as the result of the six (6) month review, the 

incumbent(s) shall be placed at the correct rate in the month following the 

completion of the review. 

Article 7 – Appeal Procedure 

7.1 Within thirty (30) days of receipt of the Notice of Rating Form in accordance with Articles 

5.1, 6.2 and 6.3, the following procedure shall apply: 

(a) The incumbent(s)/union and or supervisor/employer may request an appeal of 

the job description and/or the job rating by completing and submitting an Appeal 

Form, stating the reason(s) for disagreeing with the job description and/or the 

rating of the job. 

(b) The Appeals Committee shall deliberate over the appeal request and make a 

decision that shall be final and binding upon the parties and all employees 

affected.  The Appeals Committee shall consist of a representative of the 

Municipality, the CAO or other designate (not a member of the JJE) and the 

CUPE National Representative.  The decision shall be final and binding upon the 

parties and all employees affected. 

(c) The Appeals Committee shall inform both the incumbent(s) and the supervisor of 

its decision using the Appeal Decision Form. 

(d) In the event that the Appeals Committee is unable to reach agreement on any 

matter relating to the interpretation, application or administration of the job 

evaluation program, the Appeals Committee shall advise, in writing, the Employer 

and the Union of this fact within fifteen (15) working days. 

 

Article 8 – Dispute Resolution 

8.1 Either party may, by written notice to the other, refer the dispute to a single arbitrator 

who shall be selected by agreement between the parties. If the parties are unable to 

agree, either party may request that a single arbitrator be appointed pursuant to Section 

137 of the Alberta Labour Relations Code. 

8.2 The arbitrator shall decide the matter upon which the committee has been unable to 

agree and the arbitrator’s decision shall be final and binding upon the committee, the 

Employer, the Union and all affected employees. The arbitrator shall be bound by the 

terms of this Maintenance Manual and the job evaluation plan and shall not modify or 

amend any of their provisions. The arbitrator’s jurisdiction shall be limited to the matter in 

dispute, as submitted by the parties.  Submissions to the arbitrator shall be by written 

brief. 
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8.3 The arbitrator’s fees and expenses shall be shared equally between the parties. 

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

parties. 

Article 9 – Applying the Ratings to Wage Rates 

9.1 Job ratings serve to: 

(a) group jobs having relatively equivalent point values (this is commonly known as 

banding); 

(b) provide the basis upon which wage rate relationships between jobs are 

established; 

(c) measure changes in job content; 

(d  assign jobs into their proper pay rates in the wage schedule in the collective 

agreement. 

9.2 The total point allocation shall be used to determine the wage rates for the jobs. 

9.3 If a job is rated at a wage rate which is higher than the current wage rate for that job, the 

incumbent(s)’s wage rate shall be adjusted to the higher wage rate on the new wage 

schedule retroactive to the date of the Reconsideration Form was submitted. 

9.4 If a job is rated at a wage rate which is lower than the current wage rate for that job, the 

incumbent(s)’s shall have their wage frozen and shall not receive wage increases until 

the whole wage band moves up to that value base on bargaining or wage band reviews. 

Article 10 - Conclusion and Implementation 

10.1 The maintenance committee shall report its recommendations for changes to the job 

evaluation plan or to this maintenance manual to the parties for ratification. 

10.2 This maintenance manual, including all appendices, the job evaluation plan and any 

other documents agreed to by the parties shall be deemed to be included in the 

collective agreement, effective the date of signing this maintenance manual. 

For Municipality of Crowsnest Pass For Canadian Union of Public Employees, 
Local 812 

 
 

 

 
 

 

 
 

 

 
Date: 

 
Date: 
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Appendices: 

Job Classification Manual 

Job Classification Questionnaire 

Notice of Rating Form 

Reconsideration Form 

Appeal Form 

Appeal Decision Form 
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Job Classification Manual 

Factors and Notes to Raters 
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Article 1 – Introduction: 

The purpose of this manual is to serve as a reference guide for the job classification 
methodology used to evaluate CUPE positions at the Municipality of Crowsnest Pass.  

As the organization continually changes, the information in this manual may become outdated 
or new information may be added.  Information in this manual will be updated as necessary. 

Job evaluation is the analysis and evaluation of work for the purpose of determining the relative 
value of jobs within an organization. Job evaluation may also provide valuable information for 
organizational analysis and for human resource planning and management strategies such as 
succession planning, performance management, compensation, etc. 

For a job evaluation system to be effective, care must be taken in ensuring the system is as 
objective as possible. It is important that each job be evaluated on the basis of current, regular 
and on-going work conditions and job content. It is also essential that the focus of the 
evaluation process be on the purpose, scope and responsibilities of work assigned to the 
position, and not an incumbent's personal qualities or performance.  In other words, the focus is 
on the position and not the individual(s) in the position. 

As jobs are very often affected in some way by organizational change, maintaining the job 
evaluation system requires that departments periodically review their organization design and 
structure to determine if significant changes have occurred. Any change in an organization's 
structure may alter the content of a job, which may result in an adjustment in the evaluation of 
the job.   Ideally the position description should be updated every time there is a substantial 
change to a position’s purpose, scope, and/or responsibilities. 

When completing the Job Rating, the Committee will consider internal equity (job to job worth 
internally to the Municipality) and also external job equity (job to market competitive wages). 

The Municipality of the Crowsnest Pass and CUPE 812 signed a Letter of Understanding which 
established a joint committee to develop a job classification system. The Letter of 
Understanding required that the committee establish the duties and responsibilities for each job 
and evaluate all CUPE jobs using this job classification system. 

The job evaluation method which follows combines job classification and factor comparison. The 
method produces job specifications which describe the kind and level of work found in each 
position. In addition, each position receives a factor level score to establish a job value 
hierarchy. Where appropriate, job specifications will be created to recognize how similar kinds of 
jobs may be grouped in a series. For example, within an Administrative Support group, levels I, 
II, III, and so on may be created. 

The Joint Committee’s role is to review and evaluate all positions using an objective and 
consistent approach. To assist the Committee, each position will have a Classification 
Questionnaire completed by the job incumbent(s). Using the Questionnaire, the Committee will 
evaluate each job using eleven factors which are as follows: 

1. Knowledge – the formal education and training required to perform the job satisfactorily. 
2. Experience – the experience required to perform the job satisfactorily. 

 



 
Job Classfication Maintenance Manual CUPE Local 812 and The Municipality of Crowsnest Pass 11 
 

3. Manual Skills and Dexterity – the physical skills required to operate computers, tools, 
and equipment. 

4. Decision Making and Problem Solving – the types of decisions and problems that face 
the person performing the job. 

5. Leadership, Supervision, and Specialist Advisory – the type of supervision and advisory 
responsibilities found in the job. 

6. Contacts and Relationships – the kind and level of relationships that the job requires. 
7. Physical Effort – the physical demands of the job. 
8. Mental Effort – the concentration required in the job. 
9. Working Conditions – the disagreeable conditions under which the job is performed. 
10. Safety of Others – the inherent risks to others when performing the job. 
11. Independence, Accountability and Scope of Impact - the overall results and impact of the 

job. 

Article 2 - Procedures: 

The procedures for maintaining the job classification plan are found in the Job Classification 
Maintenance Manual. The Maintenance Manual also includes appendices which consist of 
various forms to be used when using the plan. 

Article 3 – Point Factors Weights and Scores: 

Points/ Degree 
Level 

Level 
1 

Level 
2 

Level 
3 

Level 
4 

Level 
5 

Level 
6 

Level 
7  

Level 
8 

Knowledge (15%) 6 18 30 45 60    

Experience (15%) 2.5 7.5 12.5 20 30 40 50 60 

Manual Skills (5%) 5 10 15 20     
Decision Making 
(15%)  15 30 45 60     

Leadership (10%) 0 13.33 26.67 40     

Contacts (10%) 8 16 24 32 40    

Physical Effort (5%) 4 8 12 16 20    

Mental Effort (2%) 1.6 3.2 4.8 6.4 8    
Working Conditions 
(5%)  4 8 12 16 20    

Safety (3%) 3 6 9 12     

Accountability (15%) 12 24 36 48 60    
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Article 4 – Factor Descriptions, Degree Levels and Notes to Raters: 

1. Factor - Knowledge: 

1. Some education and training but less than a high school diploma. 

2. High school diploma or equivalent. 

3. High school diploma plus up to two years of post secondary education including 

trade apprentices. 

4. High school diploma plus more than two years of post secondary education 

including journeyman trades certification. 

5. High school diploma and up to four years of post secondary education including 

an undergraduate degree. 

Notes to Raters: 

• The level of knowledge is based on today’s educational levels and standards.  

• The measurement is the level required to attain the job, not the level held by the job’s 

incumbent. 

• Refer to the Experience Factor if an equivalent combination of knowledge and experience is 

accepted. 

• Additional training courses or certifications should be included under this factor. 

• If the job requires an apprenticeship, measure only the actual time spent in the classroom. 

Time spent learning on the job is measured under the Experience Factor. 

2. Factor – Experience: 

1. Up to three months of experience 

2. Four to six months of experience 

3. Six to twelve months of experience 

4. One year of experience 

5. Two years of experience 

6. Three to four years of experience 

7. Five to six years of experience 

8. More than six years of experience 

Notes to Raters: 

• Experience includes the time it takes the incumbent to learn the practical applications of 

knowledge to perform the work, solve work problems, learn the techniques, methods, 

practices, procedures, routines, forms, etc. 

• Include the time spent apprenticing or in similar training programs, excluding actual 

classroom time. 

• This factor does not measure the incumbent’s actual job experience or how an incumbent 

may mature in the job. 

• Time required to attain memberships or licenses should be considered under this factor. 
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3. Factor – Manual Skills and Dexterity: 

1. The job requires some manual skills and dexterity to operate computers, tools or 

equipment but is generally required only on an occasional basis (monthly or less) 

and for relatively short periods of time (a few minutes per occasion).  

2. The job requires regular use (daily) of computers, tools, or equipment for up to an 

hour per occasion or, less frequently but for more than an hour per occasion.  

3. The job requires frequent use (many times per day) of computers, tools, or 

equipment for up to an hour per occasion or, less frequently but more than an hour 

per occasion. 

4. The job requires frequent use (many times per day) of computers, tools, or 

equipment for several hours per day. 

Notes to Raters: 

• If there are a variety of dexterity requirements, focus on the most frequent tasks with the 

longest durations. 

• Consider if computer, tool, or equipment operations are integral to the job when measuring 

this factor. 

• The application of the computers, tools, and equipment should be considered in this factor. 

 

Applications Comments 

Basic operations (start and 
stop), data retrieval or input 

Low frequency and duration are level 1. If frequency is 
daily and duration is up to one hour, then level 2.  

Create and modify documents, 
maintain tools and equipment 

If frequency is daily and duration is up to one hour then 
level 2. If either frequency or duration is higher, then 
level 3. 

Trouble shoot and repair, use 
specialized programs 

If frequency is daily and duration is up to one hour, then 
level 3. If either frequency or duration is higher, then 
level 4. 

Design and/or modify 
programs, tools, or equipment 
to suit application 

If frequency is daily and duration more than one hour, 
then level 4. 

 

4. Factor – Decision Making and Problem Solving: 

1. Decisions and problems are routine in nature. Guidance is readily available from 

a supervisor, manual, policy, or a well-developed protocol that is gained with 

experience. 

2. Decisions and problems vary from routine to those which require the incumbent 

to choose between alternatives or apply a policy to resolve. Supervision is readily 

available for direction, if needed. 

3. Decisions and problems are varied and require the incumbent to use some 

judgement and discretion within policy, codes, and/or legislation. Supervision can 

be consulted in cases where several options are available. 
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4. Decisions and problems are varied and require the incumbent to use 

considerable judgment and discretion. The incumbent may be required to 

develop policy or new methods of work. Supervision is usually only consulted in 

complex or unusual situations. 

Notes to Raters: 

• The frequency of problem solving and decision making must be considered in this factor. 

• Focus on the most common and frequent decisions. 

• Refer to Factor 8 – Independence, Accountability, and Scope of Impact for consistency. 

 

5. Factor – Leadership, Supervisory and/or Specialist Advisory Responsibilities: 

Level 1: No experience:  0 points 

 

Level 2: Supervisory or specialist advisory responsibilities are not normally part of the 

job but there may be a requirement to show others how to perform the work. 

 

Level 3: Supervisory responsibilities involve supervising the work of others  

performing similar duties or may involve giving periodic advice or direction to 

others without supervisory ability. 

 

Level 4: Supervisory responsibilities are a regular part of the job which includes 

planning, assigning, and reviewing the work of those supervised or, involve 

the giving of regular advice or direction to others without supervisory 

authority. 

Notes to Raters: 

• “Supervisory responsibilities” include planning, organizing, scheduling, coordinating work; 

assigning work or people; maintaining the quality, quantity, accuracy of the work; giving 

advice, direction, guidance; developing work methods, procedures, or standards.  

• Consider the nature of the work group; typically, consistent supervision of a regular 

permanent workgroup is level 4.  

6. Factor – Customer Service, Communications, Contacts, and Relationships: 

1. Maintains work relationships. 

2. Explains, exchanges information or data. 

3. Deals with or settles requests, complaints; clarifies information. 

4. Interprets, teaches, instructs, counsels; handles specialized or difficult 

complaints, resolves problems by obtaining or presenting detailed information. 

5. Influences, negotiates, persuades; handles specialised, difficult, or sensitive 

complaints, resolves problems by securing cooperation from others. 
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Notes to Raters: 

• “Work relationships” means contacts with other employees regarding the work. 

• Contacts of a supervisory nature are not considered in this factor. These contacts are 

considered as part of Factor 5 - Leadership, Supervisory and/or Specialist Advisory 

Responsibilities. 

• Consider the purpose and nature of the contact. The level of the person contacted is 

relevant to the extent that is verifies the nature and purpose of the contact. 

• Consider frequency as a means to measure the most common and regular contacts found in 

the job. Some jobs may exhibit a high level of contacts but only on an occasional or 

infrequent basis. 

• Specialized or difficult contacts deal with subjects that are complex and typically require 

some specific training or considerable experience to allow the incumbent to communicate in 

a meaningful way. 

7. Factor – Physical Effort and Activity: 

1. Light activity of short duration. 

2. Light activity of medium duration or medium activity of short duration. 

3. Light activity of long duration or medium activity of medium duration or heavy 

activity of short duration. 

4. Medium activity of long duration or heavy activity of medium duration. 

5. Heavy activity of long duration. 

Notes to Raters: 

• Consider how movements may be restricted in this factor. 

• Use frequency to verify the duration of the activities. 

 

Types 

Light activities Sitting, driving, standing, walking on even surfaces, lifting < 5 kgs 

Medium activities Climbing, walking on uneven surfaces, stooping, lifting <10 kgs 

Heavy activities Crouching, kneeling, pushing, pulling, lifting > 10 kgs 

Duration 

Short < one hour 

Medium one to two hours 

Long > two hours 
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8. Factor – Mental Effort 

Mental effort is gauged by determining the intensity of mental effort (minimal, moderate 

or intense) of the duties of the job that require mental, visual or other types of 

concentration or alertness and then examining how frequently this concentration is 

required (Rare:  once a month or even less frequently; Occasional:  2-6 times a month; 

Frequent:  daily or several times a week). 

 Description Concentration Frequency 

1 Minimal mental effort is required to 
accurately perform job duties 

Minimal Rarely, Occasional 
or Frequent 

2 Some mental effort is required at times 
to accurately perform job duties 

Moderate Rarely 

3 Moderate mental effort is required 
occasionally to accurately perform job 
duties 

Moderate Occasional 

4 Moderate mental effort is required 
frequently or intense mental effort is 
required rarely to accurately perform job 
duties 

Moderate  
Intense 

Frequently 
Rarely 

5 Intense mental effort is required to 
accurately perform job duties 

Intense Occasionally or 
Frequently 

 

Notes to Raters: 

• Attentiveness to job duties is required in all jobs so measure tasks that require 

concentration. 

• Concentration requires the use of one or more senses (sight, taste, smell, touch, and 

hearing). Measure those tasks that require concentration and lead to mental fatigue. 

• Consider how interruptions or multi-tasking affect concentration (some jobs require 

continued concentration despite frequent interruptions or changing job priorities). Refer 

to Working Conditions section of questionnaire for information on interruptions.  

  



 
Job Classfication Maintenance Manual CUPE Local 812 and The Municipality of Crowsnest Pass 17 
 

9. Factor – Working Conditions, Work Environment and Personal Hazards: 

1. The work environment contains little or no exposure to disagreeable conditions or 

hazards. 

2. The work environment contains occasional exposure to minor or little exposure 

to major disagreeable working conditions. 

3. The work environment contains regular exposure to minor or occasional 

exposure to major disagreeable working conditions. 

4. The work environment contains frequent exposure to minor or regular exposure 

to major disagreeable working conditions.  

5. The work environment contains frequent exposure to major disagreeable working 

conditions. 

Notes to Raters: 

• Focus on conditions that apply to the job throughout the year. 

• Use durations to verify the frequency of the exposure. 

• Do not consider conditions that are provided for in the collective agreement like shift 

premium. 

Minor conditions include dust, dirt, fumes, heat, cold, noxious odours, noise, vibration, 
poor lighting, inclement weather, poor ventilation, congested workspace, interruptions, 
exposure to rudeness or profanity, minimal exposure to infectious disease. 

Major conditions include extreme exposures to dust, dirt, fumes, heat, cold, noxious 
odours, noise, vibration, poor lighting, inclement weather, poor ventilation, congested 
workspace, exposure to verbal or physical abuse by members of the public, regular 
exposure to infectious disease. 

 

Little Condition seldom occurs 

Occasional Weekly to daily but not every day 

Regular Once to several times per day but not continuous 

Frequent Almost every day for almost the whole day 
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10. Factor – Safety of Others: 

1. Little degree of care is required to prevent injury or harm to others. 

2. Some degree of care is required to prevent injury or harm to others. 

3. Considerable degree of care is required to prevent injury or harm to others. 

4. High degree of care is required to prevent injury or harm to others. 

Notes to Raters: 

• All job incumbents have a responsibility for their own welfare and the welfare of others in the 

workplace. However, some jobs include greater inherent risks and exposures to greater 

hazards than others.   Further, there are steps that can be taken to reduce the risks and 

hazards. Consider the following examples as a guide: 

 

Little Closing file drawers, ensure supplies are stored safely, read product 
instructions before using. 

Some Posting hazard notices, cleaning work areas. 

Considerable Operating motorized equipment in secured areas. 

High Using hazardous materials, operating large equipment in public 
areas. 

 

11. Factor – Independence, Accountability, and Scope of Impact: 

1. Decisions and actions have minimal effect and are checked routinely. 

2. Decisions and actions result in minor losses of time or resources and may affect 

the work of others. 

3. Decisions and actions could result in significant losses of time and resources or 

cause some embarrassment within the department. 

4. Decisions or actions could result in serious losses of time or resources or cause 

significant embarrassment within the organization and limited impact on public 

image. 

5. Decisions or actions could result in major losses of time and resources or cause 

severe embarrassment within the organization and serious impact on public 

image. 

 

Notes to Raters: 

 

• Consider the nature of the most serious, probable errors on the job, at what stage errors 

would be discovered and the effect of those errors. 

• Accountability includes: handling money; damage or loss of equipment, supplies or property; 

disruptions or delays of service; lost time detecting and correcting errors; inaccurate records 

or reports; safeguarding confidential or restricted information; morale of other employees. 

• Consider the seriousness of the error and the embarrassment to the organization or 

department. 
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Municipality of Crowsnest Pass and Canadian Union of Public Employees, Local 812 
Job Classification Questionnaire 

 
Introduction 

 
The purpose of this questionnaire is to help you describe your job and tell us the conditions 
under which you carry it out so that we may analyze it. Please read this questionnaire carefully 
and type or write your responses legibly in ink. Please provide as much detail as possible and 
attach extra pages if necessary. You may find that some of the questions do not relate to your 
job. If this is the case, please write N/A (not applicable) in the space provided. 
 
This questionnaire is not about your job performance and your job performance will have no 

impact on the evaluation of your position. Employees who are doing the same job are 

encouraged to discuss their duties with each other. Group submissions are preferred if each 

person is in agreement with the responses provided and signs the last page. 

It is important that supervisors read the employee’s responses and are encouraged to make 

comments. Supervisors are asked not to change an employee’s response but rather comment 

in the space provided. 

For further information, please contact one of the following Joint Job Classification Committee 

members: 

__________________________________ ____________________ 

__________________________________ ____________________ 

__________________________________ ____________________ 

 

You may keep a copy of the questionnaire once you and your supervisor have completed and 

signed it. 

Completed forms should be returned to your Supervisor by no later than    . 

Thank you for your help.  
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JOB IDENTIFICATION 

Job Title & Classification: 

Department and Section (if applicable):   

Direct Supervisor (Name & Title): 

 

COMPLETION & REVIEW 

 

Completed By:  _____________________________________________________________ Date:  __________________  

(Employee or Group)   (Name(s) and Title) 

 

Reviewed By:  _____________________________________________________________ Date:  __________________  

(Immediate, Exempt Supervisor)  (Name and Title) 

 

JOB DESCRIPTION – What do you do? 

This section is similar to a traditional job description.   Please be concise and clear about the 

responsibilities and tasks.  Point form responses are acceptable.  Include only those activities 

that are a regular part of your job; do not include volunteer activities. 

1. OVERALL PURPOSE OF THE JOB (JOB SUMMARY) 

 Briefly (in one or two sentences) state the main function or purpose of your job. 
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2. DUTIES/FUNCTIONS 

1. List your duties, in order of importance (usually 3-6, however you may add more if 
necessary).  For each duty, indicate the percentage of time devoted to each duty.   
Please provide detail and examples.   
 

Duties Percentage of 

Time (%) 

1. 

 

 

2. 

 

 

3. 

 

 

4. 

 

 

5. 

 

 

6. 

 

 

 

Supervisor’s Comments 

Are the responses to this question complete?                     Yes    No 

Do you agree with the contents of this section?             Yes    No 

Comments: 

 

 

 

Supervisor’s Initials: 
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JOB CLASSIFICATION INFORMATION – What do you need to know 

and how is this knowledge applied when you do the work? 

In this section, please outline the typical formal education, training and/or certifications that are 

required to do the job.  Then, indicate the types of other knowledge and skills that a person must 

have and apply to do the job. 

1. FORMAL EDUCATION 

Indicate the minimum type of formal education typically required to do your job, based on 

requirements of the work itself, not what you have.  

 Some education and training, but less than the equivalent of a high school diploma. 

 High school diploma or equivalent to about 12 years of formal education. 

 High school plus up to two years of post-secondary education, including trades 

apprenticeships.  In what?  _______________________________ 

 High school plus more than two years of post-secondary education, including 

journeyman trades. 

In what? ______________________________ 

  High school plus four or more years of post secondary education, including an 

undergraduate university degree.        

In what? _______________________________ 

2. EXPERIENCE 

a. How much previous related experience in related work is typically required to do your 
job?  Please check one box only and provide details. 
 

   Less than 3 months 

   4-6 months 

   6-12 months 

   1 year 

   2 years 

   3-4 years 

   5-6 years 

If more than 6 years, please state how many.  Requires ___ years. 
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b. After starting the job, how much on-the-job training does it take to become competent in 
the job?  Please check one box only and provide details. 

  Up to 1 month 

   1-3 months 

   3-6 months 

   1 year 

   2 years 

If more than 2 years, please state how many.  Requires ___ years. 

 
OTHER FORMAL CERTIFICATION 
List any other formal certification that is required in your job (e.g., Accounting Designation, 
Trades Qualifications, special licenses, etc.) 

 

 

 
How do you acquire the above certification? 

 

 

 

 
OTHER KNOWLEDGE AND SKILLS 
Indicate other knowledge and skills that are required to perform your job (e.g., 
machine/equipment operation, writing skills, communication skills, computer-related skills, 
analytical skills, process/ service/program/regulatory knowledge, etc.). 
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Supervisor’s Comments 

Are the responses to this question complete?                    Yes    No 

Do you agree with the contents of this section?            Yes    No 

Comments: 

 

 

Supervisor’s Initials: 

 

3. PHYSICAL SKILLS AND DEXTERITY 

In the following spaces, indicate the nature of the physical skill requirement (typically 

associated with computer use and/or the use of tools or other equipment), the frequency of 

application (e.g., many times a day, daily, weekly, monthly, occasional/infrequent, etc.) and the 

typical duration of each application (e.g., a few minutes, an hour, many hours, etc.). 

Do you use a computer as a regular part of your work?    Yes    No 

If yes, what is the nature of the computer work (e.g., data retrieval/entry, create/modify text 

documents, create/modify tabular/graphic materials (spreadsheets, etc.), specialized program 

operation (accounting, GIS, CADD, etc.), programming and/or system modification (installation, 

troubleshooting, repair, etc.)?  

Job Requirement: Frequency: (e.g., many times 

a day, daily, weekly, monthly, 

occasional/ infrequent, etc.) 

Typical Duration:  (e.g., a 

few minutes, an hour, many hours, 

etc.). 
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Do you use tools or other equipment as a regular part of your work?    Yes    No 

What is the nature of the tool/equipment related work  

(e.g., basic start & operate, maintenance, troubleshooting & repair, design and/or modification, 

etc.)? 

Job Requirement: Frequency: (e.g., many times 

a day, daily, weekly, monthly, 

occasional/ infrequent, etc.) 

Typical Duration:  (e.g., a 

few minutes, an hour, many hours, 

etc.). 

   

   

   

   

 
Additional Comments 
Please provide any additional information about the requirement to use physical skills and 
dexterity as a core requirement of your job, if it has not already been noted. 
 

 

 

 

 

 

Supervisor’s Comments 

Are the responses to this question complete?                     Yes    No 

Do you agree with the contents of this section?             Yes    No 

Comments: 

 

Supervisor’s Initials: 

 

 

 

 



 
Job Classfication Maintenance Manual CUPE Local 812 and The Municipality of Crowsnest Pass 26 
 

 

4. DECISION-MAKING AND PROBLEM-SOLVING 

Examples and Frequency of Decisions/Problems 
Give examples that illustrate the kinds of decisions that you are required to make, or the 
problems you must solve to do your job.  How often do you have to make these decisions or 
solve this type of problem (e.g., many times a day, daily, weekly, monthly, 
occasional/infrequent, etc.)? 
 

Type of Decision/Problem 
Frequency: (e.g., many times a 

day, daily, weekly, monthly, occasional/ 

infrequent, etc.) 

  

  

  

  

  

  

 
 
Decision Support 
How do you solve problems?  Give examples 

  By using my own 

experience/expertise 

 

  By choosing between 

2 or more alternatives 

 

  By referring to the 

supervisor/manager 

 

  By referring to a 

manual or policy 

 

  By referring to an 

industry code 

 

  By consulting 
legislation 
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Guideline/Procedure Development 

Are you required to develop new work methods, procedures or practices?     Yes    No 

If yes, please explain. 

 

 

 
Decisions Referred 
What types of decisions are referred to or reviewed by your supervisor (or higher decision 
authority)? 
 

Decisions Referred to Supervisor/Higher Level:  (i.e., referred to someone who has the FINAL authority to 

make the decision?) 

 

 

 

 

 

 

Additional Comments 

Please provide any additional information about the decision-making and problem-solving 
aspects of your job that has not already been noted. 

 

 

 

 
Supervisor’s Comments 

Are the responses to this question complete?                     Yes                  No 

Do you agree with the contents of this section?             Yes                  No 

Comments: 

 

 

Supervisor’s Initials: 
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5. LEADERSHIP, SUPERVISORY AND/OR SPECIALIST ADVISORY 

RESPONSIBILITIES 

Level of Supervisory Responsibility 

Check the statements that describe your level of responsibility for the actions and activities of 

others. Include employees, volunteers, contractors when answering these questions. 

 No formal supervisory responsibility. 
 

 Someone else may assign work but you monitor the work of others, and you may 
perform duties similar to those monitored. 

 

 Direct, front-line supervision; you may plan the work for the work unit, assign the work 
and train employees directly supervised.  

 

 You develop work procedures and training for others. 

 

Nature of the Work Group (Required Only for Supervisory Jobs) 

How many employees are you directly responsible for? _________ 

How many are “permanent” employees? _________ 

How many “non-permanent” employees?  _________ 

 

Are the skills and work requirements of the employees for whom you are responsible “diverse” or 

relatively similar (give examples to illustrate the diversity, if applicable):   

 

 

 

 

 

Project/Team Leadership Responsibility 

Describe any regular, project or team leadership responsibilities that are a regular part of the job.   
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Specialist Advisory Responsibility  
Do you function as a Specialist Advisor who provides advice and/or direction to others as a 
regular expectation of your job, other than in a direct supervisory role? 
 

   Yes    No 
 

If yes, please describe these circumstances  

(e.g., provide guidance/instruction/direction, schedule/coordinate work, assign work, oversee 

work for quality and accuracy, etc.). 

 

 

 

 

 

 
Additional Comments 
If your job cannot be adequately reflected by the above options, select the closest option and 

provide a brief description of the situation. 

 

 

 

Supervisor’s Comments 

Are the responses to this question complete?                      Yes    No 

Do you agree with the contents of this section?              Yes    No 

Comments: 

 

 

 

Supervisor’s Initials: 
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6. CUSTOMER SERVICE, COMMUNICATIONS, CONTACTS AND RELATIONSHIPS 

Indicate the nature of the customer service contacts, communications, relationships and group 

processes that are typical in your job. Also indicate very briefly the nature or purpose for the 

contact (i.e., to exchange information, explain/interpret, teach/instruct, counsel/ influence, 

persuade, etc.) and the typical frequency (e.g., many times a day, daily, weekly, monthly, 

occasional/infrequent, etc.). 

Internal to the Municipality (i.e., Municipal employees): 

Position Title/Group?  

(i.e., position title of the main people or groups  

within the Municipality  with whom you interact ) 

Nature of Contact (Why?)  

(i.e., to exchange information, 

explain/interpret, teach/instruct, 

counsel/ influence, persuade, etc.) 

Frequency?  

(e.g., many times a day, daily, 

weekly, monthly, 

occasional/infrequent, etc.) 

   

   

   

   

   

   

 

 

External to the Municipality (i.e., Counsellors, contractors, suppliers, citizens, etc): 

Position Title/Group?  

(i.e., position/group title for external contractors, 
suppliers, government officials, general public,  
Council/committee members, etc. with whom 
you interact as a job requirement) 

Nature of Contact (Why?)  

(i.e., to exchange information, 
explain/interpret, teach/instruct, 
counsel/ influence, persuade, etc.) 

Frequency?  

(e.g., many times a day, daily, 

weekly, monthly, 
occasional/infrequent, etc.) 
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Additional Comments 
If there are customer service, contact, relationship and/or communication situations in your work 
that require clarification, use the space below to comment. 

 

 

 

 

Supervisor’s Comments 

Are the responses to this question complete?                     Yes    No 

Do you agree with the contents of this section?             Yes    No 

Comments: 

 

 

 

Supervisor’s Initials: 
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7. EFFORT AND ACTIVITY 

 
Physical Effort 
In the space below, indicate the major job elements that require physical effort, their frequency 
and the duration of the activity. 
 

Job Requirement:  
Check all that apply 

Frequency: 
Check most common frequency 

Typical Duration: 
Check most common duration 

  Sitting  many times a day      daily 

 weekly    monthly  

 occasionally  

 a few minutes     an hour 

 several hours 

  Driving  many times a day      daily               

 weekly    monthly   

 occasionally 

 a few minutes     an hour 

 several hours 

  Standing  many times a day      daily               

 weekly    monthly   

 occasionally 

 a few minutes     an hour          

 several hours 

  Climbing stairs  many times a day      daily               

 weekly    monthly   

 occasionally 

 a few minutes     an hour       

 several hours 

  Stooping  many times a day      daily               

 weekly    monthly   

 occasionally 

 a few minutes     an hour          

 several hours 

  Kneeling  many times a day      daily               

 weekly    monthly   

 occasionally 

 a few minutes     an hour          

 several hours 

  Crouching  many times a day      daily               

 weekly    monthly   

 occasionally 

 a few minutes     an hour          

 several hours 

  Walking on even 
surfaces 

 many times a day      daily               

 weekly    monthly   

 occasionally 

 a few minutes     an hour          

 several hours 

  Walking on uneven 
surfaces 

 many times a day      daily               

 weekly    monthly   

 occasionally 

 a few minutes     an hour          

 several hours 

  Lifting < 5 kgs  many times a day      daily               

 weekly    monthly   

 occasionally 

 a few minutes     an hour          

 several hours 

  Lifting < 10 kgs  many times a day      daily               

 weekly    monthly   

 occasionally 

 a few minutes     an hour          

 several hours 

  Lifting > 10 kgs  many times a day      daily               

 weekly    monthly   

 occasionally 

 a few minutes     an hour          

 several hours 
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8. Mental Effort 
In the space below, indicate the major job elements that require mental effort, their frequency 
and the duration of the activity. 
 

Job Requirement:              
Check all that apply 

Frequency:                                        
Check most common frequency 

Typical Duration:                     
Check most common duration 

  Listening  many times a day      daily               

 weekly    monthly   

 occasionally  

 a few minutes     an hour          

 several hours 

  Driving  many times a day      daily               

 weekly    monthly   

 occasionally 

 a few minutes     an hour          

 several hours 

  Interpreting  many times a day      daily               

 weekly    monthly   

 occasionally 

 a few minutes     an hour          

 several hours 

  Reading  many times a day      daily               

 weekly    monthly   

 occasionally 

 a few minutes     an hour          

 several hours 

  Watching  many times a day      daily               

 weekly    monthly   

 occasionally 

 a few minutes     an hour          

 several hours 

  Inputting data 
 

 many times a day      daily               

 weekly    monthly   

 occasionally 

 a few minutes     an hour          

 several hours 

 

Additional Comments 
If there are effort and/or activity situations in your work that require clarification, use the space 
below to comment. 

 

 

 

 

Supervisor’s Comments 

Are the responses to this question complete?                     Yes                  No 

Do you agree with the contents of this section?            Yes                  No 

Comments: 

 

 

Supervisor’s Initials: 
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9. WORKING CONDITIONS, WORK ENVIRONMENT & PERSONAL HAZARDS 
 

Job Requirement:               

Check all that apply 

Frequency:                                          
Check most common frequency 

Typical Duration:                      
Check most common duration 

  Dust 
 

 many times a day      daily               

 weekly    monthly   

 occasionally  

 a few minutes     an hour          

 several hours 

  Dirt  many times a day      daily               

 weekly    monthly   

 occasionally 

 a few minutes     an hour          

 several hours 

  Fumes 

 

 many times a day      daily               

 weekly    monthly   

 occasionally 

 a few minutes     an hour          

 several hours 

  Heat 

 

 many times a day      daily               

 weekly    monthly   

 occasionally 

 a few minutes     an hour          

 several hours 

  Cold 
 

 many times a day      daily               

 weekly    monthly   

 occasionally 

 a few minutes     an hour          

 several hours 

  Noxious odors 
 

 many times a day      daily               

 weekly    monthly   

 occasionally 

 a few minutes     an hour          

 several hours 

  Noise 
 

 many times a day      daily               

 weekly    monthly   

 occasionally 

 a few minutes     an hour          

 several hours 

  Vibration  many times a day      daily               

 weekly    monthly   

 occasionally 

 a few minutes     an hour          

 several hours 

  Poor lighting  many times a day      daily               

 weekly    monthly   

 occasionally 

 a few minutes     an hour          

 several hours 

  Inclement weather 
 

 many times a day      daily               

 weekly    monthly   

 occasionally 

 a few minutes     an hour          

 several hours 

  Poor ventilation   many times a day      daily               

 weekly    monthly   

 occasionally 

 a few minutes     an hour          

 several hours 

  Congested work 
space 
 

 many times a day      daily               

 weekly    monthly   

 occasionally 

 a few minutes     an hour          

 several hours 

  Interruptions  
 

 many times a day      daily               

 weekly    monthly   

 occasionally 

 a few minutes     an hour          

 several hours 

  Verbal Abuse 
 

 many times a day      daily               

 weekly    monthly   

 occasionally 

 a few minutes     an hour          

 several hours 
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  Rudeness or 
Profanity  
 

 many times a day      daily               

 weekly    monthly   

 occasionally 

 a few minutes     an hour          

 several hours 

  Exposure to 
Infectious Disease 

 many times a day      daily               

 weekly    monthly   

 occasionally 

 a few minutes     an hour          

 several hours 

 

 

Additional Comments 
If there are working conditions present in your work that require clarification, use the space 
below to comment. 
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Supervisor’s Comments 

Are the responses to this question complete?                     Yes                  No 

Do you agree with the contents of this section?             Yes                  No 

Comments: 

 

 

Supervisor’s Initials: 
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10.  SAFETY OF OTHERS 
 

 
Do you: 
 

 Work alone 

 As part of a team or group (whether they work for the Municipality or not) 
How many people are usually in your group? _______ 
How long does the group work together? (all day, half days, 1-2 hours)___________ 

 

What potential physical harm or injury could you cause to people? Describe the nature and   
seriousness. 

 
 

 
 

 
 

 
 

 
 

 

What precautions need to be taken to prevent injury to others? 

 
 

 
 

 
 

 
 

 
Additional Comments 
If there are special issues that should be considered relative to the safety of others, please note 

them here. 

 

 

 

 

Supervisor’s Comments 

Are the responses to this question complete?                     Yes                  No 
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Do you agree with the contents of this section?             Yes                  No 

Comments: 

 

Supervisor’s Initials: 

 

Additional Comments 

If there are aspects of your job that have not been adequately addressed in the previous sections, 

and you want to elaborate or provide additional information, please note them here or on an 

additional sheet. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

11. INDEPENDENCE, ACCOUNTABILITY AND SCOPE OF IMPACT  
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Indicate the major “effects” of job-related actions, duties and decisions, positive and/or 

negative, and the procedures or other support tools in place to guide actions and enable 

success or the ongoing level of preparedness required to minimize risk. 

What Action, Duty or Decision: 

(e.g., physical actions, decisions, 

directions/instructions, etc.) 

Potential Effect:  
(e.g., safety of yourself & others, 

financial loss, legal action, public 

image/ embarrassment, time, 

materials, other liability, etc.) 

What Minimizes the Risk?  
(e.g., direct supervision, policies, 

procedures, instructions, guidelines, 

professional standards, regulations, etc.) 

   

   

   

   

   

   

 
Additional Comments 
If there are special issues that should be considered relative to the impact of decisions or 
actions required in your job, please note them here. 
 

 

 

 

 

 

Supervisor’s Comments 

Are the responses to this question complete?                     Yes                  No 

Do you agree with the contents of this section?             Yes                  No 

Comments: 

 

Supervisor’s Initials: 
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Notice of Rating Form 
 

Job Title: 
 

Department: 

Employee(s): 
 
 

Date of Rating: 

# Factor Rationale Degree Points 

1 Knowledge  
– the training required for 
the job 
 

   

2 Experience  
– the experience needed to 
do the job 
 

   

3 Manual Skills/ Dexterity 
– the skills required to 
operate tools and 
equipment 
 

   

4 Decision Making 
– the types of decisions 
and how they are made 
 

   

5 Leadership/Supervision 
– measures the 
supervision and advisory 
skills needed to do the job 
 

   

6 Contacts  
– the relationships with 
others 
 

   

7 Physical Effort  
– the level and duration of 
physical work 
 

 
 
 
 

  

8 Mental Effort  
– the level and duration of 
concentration required 
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# Factor Rationale Degree Points 

9 Working Conditions  
– the disagreeable 
conditions and frequency 
of exposure 
 

   

10 Safety of Others  
– precautions required to 
protect others while doing 
the work 
 

   

11  Accountability  
– the overall results and 
impact of the job 
 
 

   

Total Points 
 

 

 

Employer Co-Chair: 
 

Union Co-Chair: 

Date: 
 

Date: 

 

Note: If the incumbent(s)/union and/or the supervisor/employer disagree with the job description and/or 
the rating established for the job, a request an appeal by completing an Appeal Form and submitting it 
to the Maintenance Committee within thirty (30) days of receipt of this document. The Appeal Form 
must provide reasons for disagreeing with the outcome. 
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Reconsideration Form 

Employee(s) Name: 

Job Title: 

Department: 

 

Reason for Request: Instructions: 

 Creation of new job 
 

Attach draft job description 

 Six-month review of new job Attach completed Job Classification 
Questionnaire and draft job description 

 Change in job duties and/or 
responsibilities 

Attach completed Job Classification 
Questionnaire and draft job description 

 Other 
 

Please specify and explain below 

 

Explanation for Reconsideration Request: 
 
 
 
 
 
 
 
 
 

 

Requested by: 
 Employee(s)  
 Supervisor 
 Union 
 Employer  

Signature: Date: 

 

NOTE:  Please send original documents to the Maintenance Committee via Human 
Resources.   
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APPEAL FORM 
Instructions: Complete this form if you disagree with how your position has been rated.  

For each factor below, place the rating value that you believe that the position should have received and provide written reasons to support that 

rating in the space provided. 

You do not need to comment on every factor; only those that you believe were scored incorrectly by the Rating Committee. 

 

Job Title:  

 

 

 

 

 

 

 

Department:  

Employee(s):  

 

 

 

 

Date completed: 
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# 

 

Factor /Factor 

Weightings 

 

Rating 

Value 

 

Explanation of Rating Values 

 

 

1 

 

Knowledge or 

Education 

(15%) 

  1. Some education and training but less than a high school diploma. 

2. High school diploma or equivalent. 

3. High school diploma plus up to two years of post secondary education including trade apprentices. 

4. High school diploma plus more than two years of post secondary education including journeyman 

trades certification. 

5. High school diploma and up to four years of post secondary education including an undergraduate 

degree. 

 

Appeal Details 
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# 

 

Factor /Factor 

Weightings 

 

Rating 

Value 

 

Explanation of Rating Values 

 

 

2 

 

Experience 

(15%) 

 

 

 (8) 1. Up to three months of experience 

2. Four to six months of experience 

3. Six to twelve months of experience=four months previous work experience needed to get the 

position + six months of on the job experience required at the Municipality to fully apply knowledge 

& previous experience 

4. One year of experience= six months previous work experience needed to get the position + six 

months on the job experience required at the Municipality to fully apply knowledge & previous 

experience 

5. Two years of experience= one-year previous work experience needed to get the position + one year 

on the job experience required at the Municipality to fully apply knowledge & previous experience 

6. Three to four years of experience=two years previous work experience to get position + two years 

on the job required at the Municipality to fully apply knowledge & previous experience 

7. Five to six years of experience= three years previous experience needed to get the position + two 

years on the job experience required at the Municipality to fully apply knowledge & previous 

experience 

8. More than six years of experience = six years previous work experience need to get the position + 

one year on the job expere3ince required at the Municipality to fully apply knowledge & previous 

experience 

Appeal Details 
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# 

 

Factor /Factor 

Weightings 

 

Rating 

Value 

 

Explanation of Rating Values 

 

 

3 Manual 

Skills/Dexterity 

(5%) 

 (4) 1. The job requires some manual skills and dexterity to operate computers, tools or equipment but is 

generally required only on an occasional basis (monthly or less) and for relatively short periods of 

time (a few minutes per occasion).  

2. The job requires regular use (daily) of computers, tools, or equipment for up to an hour per occasion 

or, less frequently but for more than an hour per occasion.  

3. The job requires frequent use (many times per day) of computers, tools, or equipment for up to an 

hour per occasion or, less frequently but more than an hour per occasion. 

4. The job requires frequent use (many times per day) of computers, tools, or equipment for several 

hours per day. 

Appeal Details 
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# 

 

Factor /Factor 

Weightings 

 

Rating 

Value 

 

Explanation of Rating Values 

 

 

4 

 

Decision Making 

(15%) 

 (4) 1. Decisions and problems are routine in nature. Guidance is readily available from a 

supervisor, manual, policy, or a well-developed protocol that is gained with experience. 

2. Decisions and problems vary from routine to those which require the incumbent to choose 

between alternatives or apply a policy to resolve. Supervision is readily available for direction, 

if needed. 

3. Decisions and problems are varied and require the incumbent to use some judgement and 

discretion within policy, codes, and/or legislation. Supervision can be consulted in cases 

where several options are available. 

4. Decisions and problems are varied and require the incumbent to use considerable judgment 

and discretion. The incumbent may be required to develop policy or new methods of work. 

Supervision is usually only consulted in complex or unusual situations. 

Appeal Details 
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# 

 

Factor /Factor 

Weightings 

 

Rating 

Value 

 

Explanation of Rating Values 

 

 

5 

 

Leadership/Supervision 

(10%) 

 (3) 1. Supervisory or specialist advisory responsibilities are not normally part of the job but there 

may a requirement to show others how to perform the work. 

2. Supervisory responsibilities involve supervising the work of others performing similar duties 

or may involve giving periodic advice or direction to others without supervisory authority. 

3. Supervisory responsibilities are a regular part of the job which includes planning, assigning, 

and reviewing the work of those supervised or, involve the giving of regular advice or 

direction to others without supervisory authority. 

Appeal Details 
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# 

 

Factor /Factor 

Weightings 

 

Rating 

Value 

 

Explanation of Rating Values 

 

 

6 

 

Contacts (10%)  (5) 1. Maintains work relationships. 

2. Explains, exchanges information or data. 

3. Deals with or settles requests, complaints; clarifies information. 

4. Interprets, teaches, instructs, counsels; handles specialized or difficult complaints, resolves 

problems by obtaining or presenting detailed information. 

5. Influences, negotiates, persuades; handles specialised, difficult, or sensitive complaints, 

resolves problems by securing cooperation from others. 

Appeal Details 
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# 

 

Factor /Factor 

Weightings 

 

Rating 

Value 

 

Explanation of Rating Values 

 

 

7 

 

Physical Effort 

(5%) 

 (5) 1. Light activity of short duration. 

2. Light activity of medium duration or medium activity of short duration. 

3. Light activity of long duration or medium activity of medium duration or heavy activity of short 

duration. 

4. Medium activity of long duration or heavy activity of medium duration. 

5. Heavy activity of long duration 

Appeal Details 
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# 

 

Factor /Factor 

Weightings 

Rating 

Value 

Explanation of Rating Values 

 

 

8 

 

Mental Efforts 

(2%) 

 (5) 1. Job requires concentration using one or more senses for less than an hour at a time. 

2. Job requires concentration using one or more senses for up to one hour at a time. 

3. Job requires concentration using one or more senses for more than an hour at a time. 

4. Job requires concentration using two or more senses for up to one hour at a time. 

5. Job requires concentration using two or more senses for more than an hour at a time 

Appeal Details 
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# 

 

Factor /Factor 

Weightings 

 

Rating 

Value 

 

Explanation of Rating Values 

 

 

9 

 

Working 

Conditions 

(5%) 

 (5) 1. The work environment contains little or no exposure to disagreeable conditions or hazards. 

2. The work environment contains occasional exposure to minor or little exposure to major 

disagreeable working conditions. 

3. The work environment contains regular exposure to minor or occasional exposure to major 

disagreeable working conditions. 

4. The work environment contains frequent exposure to minor or regular exposure to major 

disagreeable working conditions. 

5. The work environment contains frequent exposure to major disagreeable working conditions 

Appeal Details 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

# 

 

Factor /Factor 

Weightings 

Rating 

Value 

Explanation of Rating Values 
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10 

 

Safety of Others 

(3%) 

 (4) 1. Little degree of care is required to prevent injury or harm to others. 

2. Some degree of care is required to prevent injury or harm to others. 

3. Considerable degree of care is required to prevent injury or harm to others. 

4. High degree of care is required to prevent injury or harm to others. 

 

Appeal Details 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

# 

 

Factor /Factor 

Weightings 

 

Rating 

Value 

 

Explanation of Rating Values 
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11 

 

Accountability 

 (15%) 

 (5) 1. Decisions and actions have minimal effect and are checked routinely. 

2. Decisions and actions result in minor losses of time or resources and may affect the work of 

others. 

3. Decisions and actions could result in significant losses of time and resources or cause some 

embarrassment within the department. 

4. Decisions or actions could result in serious losses of time or resources or cause significant 

embarrassment within the organization and limited impact on public image. 

5. Decisions or actions could result in major losses of time and resources or cause severe 

embarrassment within the organization and serious impact on public image. 

Appeal Details 
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Appeal Decision Form 

Employee Name:   

Job Classification/Title:   

Appeal Committee Members:   

Appeal Date:   

FINAL rating on each factor that was raised in the appeal including reasons/rationale. 

Knowledge 
Previous Rating    Final Rating:   
Rationale: 

Experience 
Previous Rating    Final Rating:   
Rationale: 

Manual Skills/Dexterity 
Previous Rating    Final Rating:   
Rationale: 

Decision Making 
Previous Rating    Final Rating:   
Rationale: 

Leadership/Supervision 
Previous Rating    Final Rating:   
Rationale: 

Contacts/Relationships 
Previous Rating    Final Rating:   
Rationale: 

Mental Effort 
Previous Rating    Final Rating:   
Rationale: 

Working Conditions 
Previous Rating    Final Rating:   
Rationale: 
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Safety of Others 
Previous Rating    Final Rating:   
Rationale: 

Accountability 
Previous Rating    Final Rating:   
Rationale: 

 

SUMMARY 

Previous Rating: Final Rating: 

Knowledge:    x 15% =   Knowledge:   x 15% =   
Experience:   x 15% =   Experience:   x 15% =   
Manual Skills/Dexterity:    x   5% =   Manual Skills/Dexterity:    x   5% =   
Decision Making:   x 15% =   Decision Making:   x 15% =   
Leadership/Supervision:    x 10% =   Leadership/Supervision:   x 10% =   
Contacts/Relationships:   x 10% =   Contacts/Relationships:   x 10% =   
Physical Effort:    x   5% =   Physical Effort:    x   5% =   
Mental Effort:   x   2% =   Mental Effort:   x   2% =   
Working Conditions:   x   5% =   Working Conditions:   x    5% =   
Safety of Others:   x   3% =   Safety of Others:   x    3% =   
Accountability:   x 15% =   Accountability:   x 15% =   

TOTAL PREVIOUS RATING: ___    TOTAL FINAL RATING:  ___ 

Appeal Committee Member:   

Appeal Committee Member:   

Date:   
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