	
	Administrative Job Evaluation Committee





Terms of Reference
Administrative Job Evaluation Committee

Committee Composition
The current composition includes Ardith Conlin, Brenda McKay, Chris Munro, Lynn Meyers, Stewart Ralph, Rhonda McLaren, Julie Keenan, and Harry Janzen.  Megan Bailey is an alternate.
Conflict of Interest
A Committee member will not serve on a Committee to rate their own position, a position occupied by a family relation or positions within their own department.  In addition, each Committee member is expected to table concerns about any perceived conflict of interest.

Quorum
A minimum of four (4) Committee members are required to determine the rating decision.

Voting
Majority dictates, a tie will be resolved by full Committee decision.

Confidential
Work and discussions of the Committee will remain confidential.
The results of the Committee’s review will only be communicated by the Human Resources Department to the supervisor.  The supervisor will then inform the employee and Human Resources will follow-up with the written results to both.

Method
The Committee will evaluate using predetermined factors for analysis and internal administrative comparisons.  The focus of the evaluation will be on the nature and requirements of the position itself, not the skills, background, performance or salary of the incumbent.

Position Description
The Position Profile and Questionnaire become the formal devices for informing the Evaluation Committee in factual, concise, and unambiguous form about the responsibilities inherent in the position.

A well-compiled Position Profile and Questionnaire can also be valuable for recruitment and Performance Appraisal.

Job Title
The Committee has the authority to recommend and approve position titles for the purpose of consistency.
Presentation to the committee
The Committee will normally request a presentation by the employee and the supervisor.

Review Process
The Committee will meet on a pre-determined schedule to review submissions.
New Position Evaluation

The Dean, Director or Regional Campus Principal (or Senior Executive if the administrative position reports directly to them) will submit the Position Profile and Questionnaire for all new positions.

For term positions only:

In those cases where it is agreed by the Dean, Director or Regional Campus Principal and the Human Resources Department that a Position Profile for a new position fits into an existing class specification as developed by the Administrative Job Evaluation Committee, formal rating will not be required.

Request for Re-Evaluation

An administrator submitting a Re-evaluation Request is required to complete an up-to-date Position Profile, a Questionnaire and a Re-evaluation Request form.  These documents must be signed off by the Senior Administrative Supervisor.  Re-evaluation will not be considered unless significant job change has occurred.

Appeal Process
Any appeal of evaluation results must be filed at the Human Resources office within ten (10) working days after the results are distributed from the Human Resources office.  The Appeal Committee will consist of the original Committee plus two additional Committee members.  The decision of this Committee will be final and binding.

Red-Circling
When a position is evaluated lower than the current category, the incumbent shall maintain his or her current rate as a red-circled rate for as long as the incumbent holds the position or until the salary in the new category equals or exceeds the red-circled rate.  Employees will be eligible for salary progression within their previously assigned category to the maximum in place at the time of red-circling.  The evaluated category will become effective the date the incumbent vacates the position.

Retroactivity
Retroactivity shall be backdated to the date the duly completed and signed Re-evaluation Request was received by the Human Resources office.
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