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CROSS REFERENCE:


This procedure makes all other Support Staff Policies null and void.                        
1.
EMPLOYEES COVERED
1.1
All employees of the Kenora Catholic District School Board not covered by a collective agreement 
or personal service contract shall be subject to the provisions of this procedure.
1.2
Employees covered by this procedure will fall into one of the following three categories:
Casual Employee: an employee who is hired to replace another employee or fill a temporary assignment for an indeterminate period of time or without regular hours or whose assignment is fewer than 15 hours a week.  A casual employee who works in the same assignment with regular weekly hours of greater than 15 hours a week for a period of 5 months shall be deemed to be a Long Term Occasional Employee.

Long Term Occasional Employee:  an employee who is hired to replace another permanent employee on leave or fill a temporary position created by a project or contract.  A Long Term Occasional position should not exceed 5 years.

Permanent Employee: is an employee who is hired on a permanent basis in a full time or part time capacity.
2.
SUPPORT STAFF SALARIES AND WAGES AND ALLOWANCES
2.1
Support staff salary schedule shall be as approved by the Director from time to time.

2.2
Permanent employees will be paid on an annual salary basis.  Payday will be every second Friday and will include salary up to and including the payday.

2.3
Long term occasional and casual employees will be paid on an hourly basis.  Hours must be submitted to the Catholic Education Centre every Friday.  Payday will be every second Friday and will include hours worked up to and including the preceding Friday.

2.4
All permanent employees hired on less than a full year basis after 1 August 1999, will receive vacation pay on every payday.  All LTO and casual employees will also be paid vacation pay on every payday.

2.5
Additional Allowances


The Kenora Catholic District School Board values and recognizes life long learning.  The following additional allowances are put in place to recognize additional course work and certification, in addition to the minimum position requirements for permanent employees.  


It is understood that additional course work is work that has been completed on the employee’s time and at the employee’s expense.

	Position
	Minimum Requirement
	1% Allowance
	Additional 1% Allowance (2% total)

	Secretary
	Related college certificate 
	Related college diploma  

OR 240 hours related coursework
	Additional 240 hours of related coursework or University Degree

	EA
	Related college certificate 
	Related college diploma 

OR 240 hours related coursework
	Additional 240 hours of related coursework or University Degree

	Custodian
	Grade 12 and 120 hours of related coursework or skills training


	240 hours of related coursework
	Trade certificate 

OR additional 240 hours coursework



	Maintenance
	Related trade certificate
	240 hours related coursework
	Additional trade certificate OR additional 240 hours related coursework

	Librarian
	Related college diploma
	240 hours related coursework
	Additional 240 hours of related coursework or University Degree

	Finance
	Related college certificate
	Related college diploma or 240 hours related coursework
	Additional 240 hours of related coursework or University Degree


**
Nothing prohibits the board from hiring someone and recognizing experience in lieu of the 
minimum required qualifications.

2.6
Evidence of new course work or qualification must be submitted to the Manager of Human Resource Services by September 15th of each year.

2.7
Custodial Supplementary Allowances will increase accordingly with the grid increases each year.

2.8
Salary Grid – See Appendix A
3.
PROBATIONARY PERIOD
3.1
All new employees shall serve a probationary period of three (3) months.  During this period employment may be terminated by either party without notice.

4.
HOURS OF WORK
4.1
Custodial Employees
(a) The day shift shall consist of nine (9) consecutive hours with one (1) hour off for lunch.

(b) The evening shift shall consist of eight (8) consecutive hours with one half hour off for dinner.

(c) Split shifts shall consist of a total of seven and one-half (7 ½) hours of working time.

(d) All shifts shall include two rest periods of fifteen minutes each.

(e) During school breaks all employees shall work the day shift.

4.2
Maintenance Employees
(a) The day shift shall consist of eight and one-half (81/2) consecutive hours with one-half (1/2) hour off for lunch.

(b)

All shifts shall include two rest periods of fifteen minutes each.

4.3

All Other Permanent Full-time Support Staff

(a) The normal hours of work for full-time employees shall be from 8:30 a.m. to 4:30 p.m. with a minimum of one-half hour and a maximum of one hour off for lunch and two rest breaks of fifteen minutes each.  Where necessary to meet operational needs the principal or supervisor may adjust starting and finishing times but total hours worked must equal seven hours per day excluding the lunch break.

(b) During the summer school break, hours of work shall be 8:30 a.m. to 4:00 p.m. with one hour off for lunch and two fifteen minute rest breaks.

4.4 Permanent Part-time, Long Term Occasional and Casual Employees
(a) The normal hours of work for part-time employees shall be determined for each part-time assignment as required.

5.
OVERTIME
5.1
In all circumstances overtime and/or additional hours must be approved in advance by the appropriate Principal, or supervisor.  Approved overtime will be paid at the rate of time and one-half except as allowed for below.

5.2
The Employment Standards Act provides for time off in lieu of overtime pay where mutually agreed by the employer and employee in writing.  If employees wish to avail themselves of this option they should contact their supervisor.  Decisions to allow for the accumulation of overtime at time and one half will be approved by the Director as set out in Appendix B.

5.3
Approved accumulated overtime hours not used by August 22nd will be paid out by September 30th of each year.  
5.4
In the event that an employee is called in to work due to an unscheduled event between 11pm and 6am during the work week, or at anytime during the weekend, a minimum of two hours of overtime will be recognized.
6.
STATUTORY HOLIDAYS

6.1
The Employment Standards Act recognizes the following Public Holidays:

New Year’s Day
Good Friday

Victoria Day



Canada Day

Labour Day

Thanksgiving Day

Christmas Day

Boxing Day

Family Day


All employees will be paid for these holidays in accordance with the Employment Standards Act.

6.2
In addition the Kenora Catholic District School Board recognizes the following paid holidays for permanent full and part-time employees:

Easter Monday


1st Monday in August

Remembrance Day

Christmas Eve (1/2 day)

New Year’s Eve (1/2 day)

Easter Monday and the 1st Monday in August are observed when they occur.  The half-days for Christmas Eve and New Year’s Eve may be taken any time during the Christmas Break and Remembrance Day can be taken at any time after it is earned, by mutual agreement, but not later than the next annual vacation.  Full-time employees will be entitled to their normal salary/wages or equal time in lieu for these additional days.  Part-time employees will be entitled to wages or time in lieu calculated as in 6.1 above, as per the Employment Standards Act.  

6.3
Employees are not entitled to pay for the above paid holidays falling during lay-off periods.

6.4
Should any of the statutory or paid holidays listed above fall on a Saturday or Sunday, another day shall be given in lieu.

7. MEDICAL, DENTAL AND GROUP LIFE INSURANCE 

Level of benefit coverage’s shall be determined by the Joint Benefit Committee, within the limitations of the budget and will be reviewed from time to time.  Details of coverage can be found in the current benefit booklet.  
7.1   Permanent Employees

a) The Kenora Catholic District School Board shall pay 100% of the premium for the Group Life Insurance Plan including Accidental Death and Dismemberment for coverage as determined by the Joint Benefits Committee.  These benefits will be covered for 12 months a year for all permanent employees.

b) The employee shall pay 100% of the premium for Long Term Disability Insurance 12 months a year.  All employees are required to participate in this plan.  

c) The Kenora Catholic District School Board shall pay 100% of the premium for Extended Health Care Plan for coverage as determined by the Joint Benefits Committee. These benefits will be covered for 12 months a year for all permanent employees.

d) The Kenora Catholic District School Board shall pay 100% of the premium for Dental Insurance as determined by the Joint Benefits Committee. These benefits will be covered for 12 months a year for all permanent employees.

e) Premium costs for benefits for employees on pregnancy and parental leave will be covered by the Kenora Catholic District School Board for the period allowable under the Employment Standards Act.

f) Premium costs for benefits for employees on long term disability will be covered by the Kenora Catholic District Board for a period of up to four years.

g) Premium costs for benefits for employees on leave due to a compensable accident will be covered by the Kenora Catholic District School Board.

h) Individual requests for benefit continuance during an employee’s unpaid leave of absence will be considered on a case by case basis.

i) Subject to the approval of the insurance carrier, survivor benefits (dental and extended health) for up to two years will be provided at the cost of the spouse.

7.2   Long Term Occasional Employees
a) Long Term Occasional employees whose assignments are expected to last for 1 year or more may apply for these benefits at their own cost upon hire or change into Long Term Occasional status. 
b) Long Term Occasional Employees who have been in the same assignment for 2 years or more will have their benefits paid by the board in the same proportion as a permanent employee.  
7.3  The above benefits are not available for casual employees.
8.
PENSIONS
8.1
All permanent full-time employees are required to join the Ontario Municipal Employees Retirement System.

8.2
All permanent part-time employees may join the Ontario Municipal Employees Retirement System on a voluntary basis if they are eligible.  Employees are eligible if, during each of the two immediately preceding calendar years:
a) the employee has worked at least 700 hours (including overtime) with any participating employer; or 

b) the employee has earned including overtime and vacation pay, at least 35% of the Year’s Maximum Pensionable Earnings (YMPE) with any participating employer.
8.3
Required contributions as legislated are deducted from each payroll payment.

9.
RETIREMENT GRATUITY
9.1
A permanent employee with ten or more consecutive years of service with the Kenora Catholic District School Board who is eligible to retire on a regular or disability pension shall receive a retirement gratuity of 25% of their salary in effect at the time of retirement.

9.2
The payment of such gratuity shall be payable within three years following retirement or by mutual agreement.

9.3
In the event of the death of an employee before recovering the full amount of retirement gratuity payable under this provision, any outstanding amount shall be paid to the employee’s estate.

10.
VACATIONS
10.1
Permanent full-time and part-time employees hired prior to September 1, 1985 shall be granted vacations with pay on the following basis:

· Less than 12 months service:  10/12ths of a day per month of service

· After 12 months service:  two weeks

· After 3 years service:  three weeks

· After 10 years service:  four weeks

· After 18 years service: five weeks plus one (1) day per year of service exceeding 20 years.

10.2
Employees grandfathered under 10.1 shall have their vacation entitlement capped at seven weeks.

10.3
Permanent full-time and part-time employees hired on September 1, 1985 or thereafter and before August 1, 1999, shall be granted vacations with pay on the following basis:

· Less than 12 months service:  15/12ths of a day per month of service

· 1 to 8 years:  three weeks

· 9 to 15 years:  four weeks

· 16 to 25 years:  five weeks

· 26 or more years:  six weeks

10.4
Permanent full and part-time employees hired on less than a full year basis (i.e. 10 month employees) on or after 1 August, 1999 will receive vacation pay in accordance with the following schedule:

· Up to 8 years service:  6%

· 9 to 15 years service:  8%

· 16 to 25 years service:  10%

· 26 or more years:  12%

10.5
Permanent full-time and part-time employees hired on a year round basis (i.e. 12 month employees) on August 1, 1999 or thereafter, shall be granted vacations with pay on the following basis:

· Less than 12 months service:  15/12ths of a day per month of service

· 1 to 8 years:  three weeks

· 9 to 15 years:  four weeks

· 16 to 25 years:  five weeks

· 26 or more years:  six weeks

10.6
Vacation entitlement shall be determined based on service accumulated as of the employee's anniversary date.

10.7
Vacations shall normally be taken during school breaks.  Vacations during the school year may be approved with the mutual agreement of the employee, the Principal involved, and the appropriate manager.

10.8
Calculation of vacation pay at the percentage of earnings corresponding to vacation entitlement accumulated in the twelve (12) months ending 30 June each year will be done for each employee.  Where it is determined the percentage calculation results in a higher amount of pay than actually paid during the period of vacation an adjusting payment will be made to the employee.

10.9
One week of vacation can be carried over each year.  Any extra days will be paid out at the end of August each year, unless otherwise approved by the appropriate manager.  In exceptional circumstances, apply in writing to the appropriate manager.
10.10   Casual and Long Term Occasional Employees will receive 4% vacation pay on each pay period.
11.
SICK LEAVE
11.1
Sick leave includes sickness and medical appointments for the employee only.  Full-time permanent employees shall accumulate two (2) days of sick leave per month actively at work up to a maximum of two hundred and fifty (250) days.  Part-time assignments will be pro-rated accordingly.  Paid leave due to illness or disability shall be granted up to the total sick leave accumulated.  The following conditions shall apply:



(Actively at work means any month in which you are physically at work or on vacation 
for a minimum of one day.)

(a) After five or more consecutive days of absence by reason of illness or disability, no leave with pay will be allowed unless a certificate of a duly qualified medical doctor or dentist is furnished to the Manager of Human Resource Services certifying that the employee is unable to attend to his or her duties and including the expected duration of the absence.

(b) Notwithstanding the above, the Manager of Human Resource Services may require a doctor’s certificate for any absence caused by reason of illness or disability for periods of less than five days.

(c)
An annual statement of accumulated sick leave will be issued upon request.  Sick leave 
balances will be published on the employee’s biweekly paystub.
(d)
An employee unable to perform their duties as a result of a compensable accident recognized by the Workplace Safety and Insurance Board may draw upon their accumulated sick leave to make up any shortfall between the amount paid by the Workplace Safety and Insurance Board and their regular earnings.  Where accumulated sick leave has been exhausted prior to or during such absence, the employee shall receive such disability benefits directly from the Workplace Safety and Insurance Board.

(e)
Long Term Occasional employees will accumulate 2 days per month of sick time while actively working in the same position.  Sick leave credits will be carried forward a period of twelve (12) months after the end of the assignment.  This sick time can only be accessed while in an LTO position. This sick time is not transferable to a permanent position.

(f)
Casual employees are not entitled to paid sick leave benefits.

12.
BEREAVEMENT LEAVE

12.1
Bereavement leave without loss of pay will be granted to permanent employees for a period up to five consecutive working days.  Such leave will normally be granted only for the death of a member of the employee’s immediate family (i.e. husband, wife, children, children-in-law, parents, parents-in-law, siblings, siblings-in-law, grandparents, grandparents-in-law, grand children).
13.
COMPASSIONATE LEAVE
13.1
Compassionate leave without loss of pay may be granted to permanent employees by the Director when such leave is not specifically covered above.  
13.2
Compassionate leave will only be considered if the employee has exhausted all personal days for that year.

13.3 Compassionate leave without pay may be granted by the Director.
13.4
Every attempt will be made to approve compassionate leave in a consistent manner and unique requests will be brought to Executive Council for approval to ensure consistency.

14.
PREGNANCY & PARENTAL LEAVE
14.1
Pregnancy and Parental Leaves will be granted in accordance with the current Employment Standards Act.
14.2
For Pregnancy and Parental Leave, the Kenora Catholic District School Board shall compensate the permanent employee through an Employment Insurance Commission approved Supplemental Employment Benefit Plan, for the two-week waiting period in an amount equal to the Employment Insurance Commission benefit that would be payable to the employee during each week of the benefit period.  Payment shall be made upon receipt of confirmation of claim and benefit amount.

15.
PERSONAL LEAVE

15.1 Personal leave is intended to be used to attend to matters of personal importance which require the employee’s attendance and which cannot be scheduled outside the normal school day.

15.2 Up to two personal days will be granted to each permanent employee, each school year.  The first day will be paid in full by the board.  The second day or any portion of the second day will be paid one half by the board and one half by the employee.

15.3 The employee will be required to reimburse the Kenora Catholic District School Board, via payroll deduction, for their portion of the second personal day.

15.4 Personal leave will only be granted to extend holiday periods every second year as per the Kenora Catholic District School Board procedure. 

15.5  Requests for personal leave without pay may be requested to the Director and will be reviewed individually.
16.
DEFERRED SALARY LEAVE PLAN   


Requests for Deferred Salary Leave will be available to support staff and will be addressed individually by the Director.

17.
CLOTHING
17.1
All custodial and maintenance employees are required to wear standard clothing and safety footwear as required.  All costs for such clothing shall be borne by the Kenora Catholic District School Board.
18.
EMPLOYEE VEHICLES


18.1
The Kenora Catholic District School Board shall pay the maximum allowable rate per Revenue Canada per kilometer when an employee is authorized by the appropriate manager to use their vehicle on Kenora Catholic District School Board business.

19.
DISPUTE RESOLUTION PROCESS
19.1
Disagreements may be resolved using the Dispute Resolution Process under the following conditions:


(a)  The disagreement is between an employee covered by this procedure and the Kenora Catholic District School Board.


(b)
The disagreement arose from the interpretation, application, administration or alleged contravention of this procedure.


 (c)
The disagreement must have first been brought to the attention of the employee’s immediate supervisor without satisfactory resolution.

19.2
Dispute Resolution Process


(a)
Any employee who has not received satisfactory resolution of a disagreement from their immediate supervisor within 15 days may submit a written statement of the issue and redress sought to the Manager of Human Resource Services.

(b) If a satisfactory resolution of the issue is not reached under clause 19.2(a) within fifteen (15) days, it shall be referred to a Board/Staff Liaison Committee, which shall consist of two members of administration, two employees and the appropriate administrator who shall act in a resource capacity.  These members shall be mutually agreed to by the employee and the Manager of Human Resource Services.

(c) If a satisfactory resolution of the grievance is not reached under clause 19.2(b) within fifteen (15) days, the matter shall be referred to the Director.

(d)  The decision of the Director shall be final and binding. 

20.
LENGTH OF SERVICE
The Manager of Human Resource Services will maintain a list of all permanent support staff (excluding senior administration) based on the most recent date of hire. The list will be updated and distributed to all Kenora Catholic District School Board locations by November 30th in each year.  A temporary lay-off for the summer school break will not affect placement on the list.

21.
REDUNDANCY
21.1
The Kenora Catholic District School Board believes job security should increase with length of service so that junior employees will be laid off first, provided that more senior employees who remain are able to perform the job.  In the event a reduction of staff occurs within the Kenora Catholic District School Board the employee in the affected job classification (Secretary, Education Assistant, Custodian, Maintenance, Librarian, Finance, Chaplain, Information Technology, Speech Therapist).  Other positions will be classified by their job title) with the least continuous service with the Kenora Catholic District School Board will be declared surplus.  In the event two or more employees in the same classification are tied consideration will next be given to formal qualifications for the position held.  If this determination still results in a tie lots will be drawn by the affected employees.  Before laying off an individual, the Manager of Human Resource Services will attempt to place the surplus employee in other vacant positions within the Kenora Catholic District School Board provided the employee has the necessary combination of qualifications and/or experience which would be required in an impartial job competition.

21.2
Any employee so made redundant will be placed on a recall list for a period of two years.  An employee on the recall list will have first right of refusal for any vacant position, which is the same as the position they held prior to being made redundant.  They may also request to be notified of any other positions that may become available in the same period.  The employee will be granted an interview if they apply for a position for which they are qualified.  Employees on the recall list must advise the Manager of Human Resource Services of any change of address or telephone number.

