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INTRODUCTION

Please note that in cases where the Collective Agreement provides necessary supplemental
information, the relevant article will be cited (e.g. “Article 1.11”). “USW Article” denotes that this
citation is for the United Steelworkers Collective Agreement, and “IATSE Article” means the
IATSE Collective Agreement.

ADDITIONAL POLICIES

The policies included in this handbook are guidelines only and are subject to change as the
UVSS deems appropriate and necessary. From time to time you may receive notice of new or
modified policies, procedures, benefits, or programs.

SECTION 1 - THE UVSS AND YOUR ROLE

PART 1: WHO WE ARE

1.1 Introduction

Welcome to the University of Victoria Students’ Union (UVSS)! You have joined a great team of
dedicated colleagues, community partners, Board members and volunteers in making a positive
difference in our community through the services that the UVSS provides. Whether you're new
to post-secondary student union employment, or a more seasoned member of our
organization’s team, we're glad to have you on board!

The UVSS is a values-based, mission driven non-profit social enterprise that is founded on the
principle of equity and exists for the purpose of advancing the interests of students. The UVSS
is committed to recognizing and acknowledging that it is situated on the unceded,
unsurrendered territories of the Lekwungen and WSANEC peoples. It is important that while we
intend to do good work, we remember and respect whose land we occupy every day and the
framework of colonialism within which we operate.

This handbook was developed to be a reference guide for UVSS employees. Its purpose
is to act as a resource to assist employees in understanding key policies, procedures,
rules and regulations. It should be used as a reference to answer employment-related
questions and to assist in ensuring fair treatment of all employees. The UVSS values our work
force and the contributions of all employees.

As a new member of the team, your feedback on how we can improve our Employee Handbook
is welcome. Please direct comments or questions to the Executive Director at execdir@uvss.ca.



1.2 About the UVSS

All undergraduate students at the University of Victoria are members of the UVic
Students’ Society (UVSS). Founded in 1964, the UVSS is a social justice based non-profit
run by students, for students.

The UVSS is separate from the University and runs a successful social enterprise that includes
nine unique businesses. The UVSS exists to provide advocacy, representation, services, and
events for its members. The UVSS works on issues affecting students, such as post-secondary
funding, public transit, sexualized violence, campus sustainability, student employment,
affordable housing, mental health, and educational resources.

The priorities of the UVSS can change from year to year because the UVSS is governed by a
Board of Directors who hold one-year terms and are elected every Spring. The Board of
Directors creates and is held accountable to a strategic plan, which is drafted, updated and
evaluated each board term. Please review the current strategic plan on our website.

1.3 Promoting & Upholding our Vision & Mission

Vision
Our vision is to see full student engagement in our core components of advocacy, events,
services, businesses and society governance.

Mission

Our mission is to be a leader in providing high-quality accessible services, advocacy and events
that enhance the student experience, and to build a campus community that embodies our
values.

It is important that all UVSS employees feel as though they are connected and believe in
the vision and mission of the UVSS. The Board of Directors changes every year; you, as
employees, are an important bridge across Board terms. Your belief in the UVSS's collective
values will help new Board members work with you effectively.

1.4 Governance

A democratically elected student Board of Directors governs the UVSS, and runs all of its
campaigns and events. The General Manager, Administration and Services Manager, and
Executive Director, on behalf of the Board of Directors and acting as their agents, manage the
SUB and oversee approximately 200 employees. The Board of Directors consists of:

e 11 volunteer Directors-at-Large
1 volunteer International Student Representative
5 volunteer Advocacy Group representatives
5 paid Lead Directors:

o The Director of Campaigns and Community Relations



The Director of Events

The Director of Finance and Operations

The Director of Outreach and University Relations
The Director of Student Affairs
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Elections for these positions take place in March, with the exception of representatives for the
five advocacy groups. These groups elect their representatives at their individual annual general
meetings. The Board meets twice each month throughout the year and all students and
staff are welcome to attend.

1.5

Expectations & Key Responsibilities

As a valued employee of the UVSS, your management team will:

1.6

Ensure you understand what is expected of you with respect to your position

Ensure that you are provided with our mission, vision, culture, principles and values and
opportunities to ask questions

Ensure you have the support/training necessary to do your job effectively

Provide you with mentorship and specific training and guidance in order to facilitate
growth and development on the job

Provide consistent, fair and constructive feedback, which includes reinforcing positive
performance in addition to providing suggestions for improvement

Provide recognition and appreciation

Work with you through challenging periods, establishing the most appropriate measure
for improvement possible

The SUB: Our Valued Departments & Teams

The UVSS operates the Student Union Building (SUB), which houses nine unique businesses
run by students, for students. These businesses are social enterprises - businesses run for a
social good. All profits made at the following student-owned businesses go back to students in
the form of advocacy, events, and services:

1.7

e Bean There

Catering & Conference Services
Cinecenta

Felicita’s Campus Pub

HFB (Health Food Bar)
Munchie Bar

SUBtext

The Grill

Zap Copy

Our Union Partners (Collective Agreements)



Your role is included in the collective agreement of either The United Steelworkers Local 2009
(USW) or The International Alliance of Theatre Employees, Moving Picture Technicians, Artists
and Allied Crafts of the United States, Its Territories, and Canada Local 168 (IATSE).

A complete copy of either collective agreement can be found in the General Office (B128) and
was included as a part of your new hire paperwork. Both Collective agreements can also be
found online at uvss.caljobs.

A list of your Union Stewards was included as a part of your new hire paperwork but can also be
found on the bulletin board situated on the wall outside of the Union office, room B019, and on
the bulletin board located on the left portion of the job posting board opposite the Health Food
Bar.

The majority of you will be members of the USW, but the following positions are members of
IATSE:

e Senior Projectionist

e Trainee Projectionist

e Union Dispatched Projectionist

These positions report directly to the Cinecenta Manager under the overall authority of the
General Manager.

1.8 Employee Handbook Support and Review

Any revisions to this policy will be made by the Labour Management Committee and
communicated to staff by the Excluded Managers.

A complete review of this policy will be conducted by the Labour Management Committee within
the four months following Collective Bargaining.

All new staff will be expected to read this Handbook as part of their orientation. Employees may
request a copy from any Excluded Manager.

PART 2: BENEFITS, VACATIONS, AND LEAVES

21 Benefits
The UVSS provides a comprehensive package of benefits.
For a complete list of staff benefits, please refer to Articles 28 and 29 (Permanent and Student

Employee Benefits) of the USW Collective Agreement or Article 26 of the IATSE Collective
Agreement.



Benefit forms are included in the orientation package and should be completed and submitted to
the Administration and Services Manager.

Permanent and term employees working 20-hours or more are eligible for extended health
benefits effective immediately. Permanent and term employees working less than 20 hours per
week are eligible for all remaining benefits (eg. food discounts) upon hire.

Student employees are not eligible for extended health and dental benefits as employees but
can be covered under their student health plan.

Please consult the relevant Collective Agreement for a list of benefits, holidays, vacation,
personal, and sick leaves, student summer leave of absence, and other forms of leave.

PART 3: HR POLICY
3.1 Harassment & Discrimination
Policy Statement

The University of Victoria Students’ Society (UVSS) is committed to fostering a harassment-free
workplace where all employees, members and patrons are treated with respect and dignity.

The Canadian Human Rights Act protects employees from harassment based on race, national
or ethnic origin, colour, religion, age, sex, sexual orientation, marital status, family status,
disability or pardoned conviction.

Harassment at the UVSS is not tolerated. Employees who are found to have harassed another

individual may be subject to disciplinary action. This includes any employee who: interferes with
the resolution of a harassment complaint; retaliates against an individual for filing a harassment
complaint; or files an unfounded harassment complaint intended to cause harm.

Application

This policy applies to all current employees of the UVSS, including full and part-time, casual,
contract, permanent, temporary, and emergency fill-in employees.

The scope of this policy is limited to interactions between UVSS employees.

This policy applies only to behavior that is in some way connected to work, including during
off-site meetings, training, and on business trips.

In cases where externally funded employees are involved in the harassment complaint, the
University of Victoria’s Discrimination and Harassment process will be followed and replace this
policy. Please visit the UVic EQHR website for more information.



Definitions

Harassment is:
e Offending or humiliating someone physically or verbally;
e Threatening or intimidating someone; or
e Making unwelcome jokes or comments about someone’s race, national or ethnic origin,
colour, religion, age, sex, gender, sexual orientation, marital status, family status,
disability or pardoned conviction.

Sexual harassment.
Generally falls into one of the following categories and may include (but is not limited to) the
associated examples:

e Threatening — threatening or offering rewards (i.e. promotions, raises, etc.) in return
for sexual favours; implications that the victim’s career will be jeopardized if they don’t
comply with the request

e Physical Harassment - touching someone inappropriately or without consent;
examples include (but are not limited to): touching a person’s clothing, hair or body;
hugging, kissing, patting or stroking; massaging a person’s neck or shoulders;
standing very close to our brushing up against them

e Verbal Harassment — referring to a co-worker as a “babe, honey, girl or stud”; whistling
at someone; turning work discussion to sexual topics; asking personal questions of a
sexual nature; making sexual comments about a person’s clothing, anatomy or looks;
asking someone repeatedly for dates and refusing to take no for an answer

e Non-Verbal Harassment (body language) — giving suggestive looks; prolonged staring;
giving unwanted personal gifts; winking and making sexual gestures with hands or
body movements

e Environmental Harassment — displaying sexually suggestive pictures or objects in the
workplace

e Offensive or humiliating behavior that is related to a person’s sex or gender;

e Behavior of a sexual nature that creates an intimidating, unwelcome, hostile or offensive
work environment; or

e Behavior of a sexual nature that could reasonably be thought to put sexual conditions on
a person’s job or employment opportunities.

e Any unwelcome or inappropriate touching.

Personal harassment is behavior that would be characterized by a reasonable person as:
o Abusive; and,
o Threatening or intimidating; and,
o Either interfering with the targeted person’s participation in their regular job duties
or creating an intimidating, humiliating or hostile environment.

In addition, personal harassment must either abuse the power one person holds over another or
misuse authority or constitute a pattern of mistreatment.

Personal harassment is not:
e Interpersonal conflict or disagreement;



e The use of appropriate evaluation or discipline; or
e Action where the harm by any objective standard is fleeting.

Other forms of harassment (e.g. those based on prohibited grounds) are not explicitly defined
here; however are equally prohibited at the UVSS.

Bullying and Harassment

Bullying and harassment detrimentally affects/poisons the work environment and often interferes
with work processes and productivity. It includes any inappropriate conduct or comment by a
person towards an employee that the person knew, or reasonably ought to have known, would
cause that employee to be humiliated, intimidated, offended or degraded. It usually occurs as
repeated incidents or a pattern of behaviour and is a form of power through aggression that may
include physical, verbal, or emotional abuse. There is no reasonable justification or reason for
bullying and harassment.

Workplace bullying and harassment may be directed at one person or the bully may continually

seek out new people to target; it can be both open and hidden and includes but is not limited to:
e Yelling, shouting or using profanity

Criticizing a person constantly or persistently

Undermining or deliberately obstructing a person’s work

Publicly making derogatory comments about a person or their work

Refusing to speak to a person, giving them the ‘silent treatment’, being condescending

or patronizing

Belittling a person’s opinions

Discounting or denying work related accomplishments and/or taking credit for the work

done by someone else

e Excluding or isolating someone socially, intimidating or humiliating a person — through

the use of body language (e.g. eye rolling), sarcasm, ridicule and/or making someone

the target of practical jokes

Spreading malicious rumours, gossip, or information that is not true

Making jokes that are obviously offensive, verbally or via email

Using insulting or condescending nicknames

Intruding on a person’s privacy by asking inappropriate and/or excessive questions

about personal matters or teasing about personal issues

Interfering with a person’s personal belongings or work equipment

Public displays of temper or tantrums

Repeatedly excluding someone

Continuously not sharing pertinent information with people

Refusing to respect an individual’s identified pronouns

Responsibilities and Expectations
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The University of Victoria Students’ Society is responsible for:
e Providing all employees a harassment-free workplace.

Personnel Committee is responsible for:
e Ensuring that this policy is applied in a timely, consistent and confidential manner.
e Providing oversight of the Excluded Managers’ application of this policy.
e Reviewing this policy annually, or as required.
e Making necessary adjustments to ensure that this policy meets the needs of the
organization.

Excluded Managers are responsible for:

e Fostering a harassment-free work environment and setting an example about
appropriate workplace behavior.

e Communicating the process for investigating and resolving harassment complaints made
by employees.

e Dealing with harassment situations immediately upon becoming aware of them, whether
or not a harassment complaint has been made.

e Taking appropriate action during a harassment investigation, including separating the
parties to the harassment complaint, when appropriate.
Ensuring harassment situations are dealt with in a sensitive and confidential manner.
Determining whether or not allegations of harassment are substantiated.
Determining what corrective action is appropriate where a harassment complaint has
been substantiated in accordance with the Collective Agreement.

Employees are responsible for:
e Treating others with respect in the workplace.
e Reporting harassment to an Excluded Manager.
e Cooperating with a harassment investigation and respecting the confidentiality related to
the investigation process.

Employees can expect:
e To be treated with respect in the workplace.
e That reported harassment will be dealt with in a timely, confidential and effective manner.
e To have their rights to a fair process and to confidentiality respected during a harassment
investigation.
e To be protected against retaliation for reporting harassment or cooperating with a

harassment investigation.
Procedures for Addressing a Harassment Complaint

1. Filing a Complaint

An employee may file a harassment complaint by contacting an Excluded Manager. A formal
complaint must be made in writing, the Excluded Manager however, may assist the complainant
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in the writing of the complaint. The employee will be advised to also consult a union steward.
Cases of harassment can proceed as grievances. For more information, please visit article 9.8
of the USW Collective Agreement.

The employee should be prepared to provide details such as what happened; when it
happened; where it happened; how often and who else was present (if applicable).

Compilaints should be made as soon as possible and must be made within one year of the last
incident of perceived harassment, unless there are circumstances that prevented the employee
from doing so. As an employer we recognize however that, specifically in cases of sexualized
violence, survivors and those impacted may not be ready to disclose or report immediately after
an incident of sexualized violence. For this reason, exceptions to time limits can be made under
this policy.

The Excluded Manager will tell the person that the harassment complaint has been made
against, in writing, that a harassment complaint has been filed. The letter will also provide
details of the allegations that have been made against them. The respondent will be advised to
consult a union steward who will then also receive a copy of the letter

Every effort will be made to resolve the harassment complaints within fourteen (14) days. The
Excluded Manager will advise both parties of the reasons why, if this is not possible.

If either party to a harassment complaint believes that the complaint is not being handled in
accordance with this policy, they should contact the Director of Finance and Operations (Chair
of Personnel Committee) at finance@uvss.ca.

2. Mediation

Wherever appropriate and possible, the parties to the harassment complaint will be offered
mediation prior to proceeding with a harassment investigation.

Mediation is voluntary and confidential. It is intended to assist the parties to arrive at a
mutually acceptable resolution to the harassment complaint.

The mediator will be a neutral person, agreed upon by both parties. The mediator will not be
involved in investigating the complaint.

Each party to the complaint has the right to be accompanied and assisted during mediation
sessions by a person of their choosing.

3. Investigation
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If mediation is inappropriate or does not resolve the issue, a harassment investigation will be
conducted. All investigations will be handled by an individual who has the necessary training
and experience. In some cases, an external consultant may be engaged for this purpose.

The investigator will interview the person who made the complaint, the person the complaint
was made against and any witnesses that have been identified. All people who are interviewed
will have the right to review their statement, as recorded by the investigator, to ensure its
accuracy.

The investigator will prepare a report that will include:
e A description of the allegations;
e The response of the person the complaint was made against;
e A summary of information learned from witnesses (if applicable); and
e A decision about whether, on a balance of probabilities, harassment did occur.

Copies of this report will be submitted to the Excluded Manager who had originally received the
complaint and the union stewards representing each party. Both parties to the complaint will be
given a copy.

Substantiated Complaint

If a harassment complaint is substantiated, the Excluded Manager will decide what level of
progressive discipline is appropriate, up to and including termination.

Remedies for the employee who was harassed may include but are not limited to: an oral or
written apology; compensation for lost wages; compensation for any lost employment benefits
such as sick leave; support in seeking and accessing appropriate services and compensation
for emotional distress.

Both parties to the complaint will be advised, in writing, of the decision.
Other Redress

An employee who is not satisfied with the outcome of the harassment complaint process may
file a grievance through their union steward to appeal the decision.

Privacy and Confidentiality

All parties to a harassment complaint are expected to respect the privacy and confidentiality of
all other parties involved and to limit the discussion of a harassment complaint to those that
need to know, including support persons.

The UVSS and all individuals involved in the harassment complaint process will comply with all
requirements of the Freedom of Information and Protection of Privacy Act to protect personal
information.

13



3.2

Hiring Policy

A condensed step-by-step guide to conducting hiring at the UVSS is included in
Appendix B. All hiring committee chairs and first-time managers should consult this
guide for the proper hiring procedure.

Guiding Principles

These policies and procedures are meant to supplement and provide clarity to the hiring
process as laid out in the Collective Agreements (USW & IATSE). The Collective
Agreements are the highest authority.

The process for filling job vacancies will be fair, transparent, and impartial.

Everyone involved in the hiring process must abide by the Collective Agreement(s), the
UVSS hiring policy and procedures, and legal requirements.

The UVSS recognizes that its effectiveness is determined largely by the quality of the
people that comprise its workforce.

With the exception of excluded employees, job positions and rates of pay are listed in
the relevant Collective Agreement.

The UVSS holds progressive, anti-racist, and decolonial values. The hiring and retention
of marginalized folks is a key opportunity to practically advance those values. Excluded
Managers should make every effort to let marginalized folks lead hiring committees, and
ensure that committees actively reach out to and recruit diverse candidates.

Hiring Committee

Composition

1.
2.

6.

The composition of the hiring committee must follow the relevant Collective Agreement.
If a Lead Director is required to sit on the hiring committee, an Excluded Manager must
contact the UVSS Executive Committee for a representative.
o The role of the Lead and/or Excluded Manager is to ensure that the Employee
Handbook is followed.
If a representative from the Union is required to sit on the hiring committee, an Excluded
Manager must contact the USW 2009 Unit Chair to notify them.
o The role of the union rep is to ensure that the relevant Collective Agreement is
followed.
Union presence at subsequent meetings of the hiring committee is at the discretion of
the Union.
The hiring committee shall consist of at least one self-identified woman or Two Spirit, or
trans, or non-binary person. If the hiring committee has four or more members, at least
two (2) shall be self-identified women or Two Spirit, or trans, or non-binary people (USW
Article 12.3,3).
The hiring committee shall not exceed five members (USW Article 12.3,4).

General Hiring Process

1.

The hiring committee meets to review the hiring policy contained in the Employee
Handbook, and the job description.
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The committee must decide where to post the position and for how long.

After the job posting closes, the committee must meet again and reach consensus on

which applicants to contact for interviews.

4. Once interviews have been conducted and a candidate has been selected for the
position, the hiring committee must make a recommendation to the Excluded Manager
who oversees the department before contacting the successful candidate.

5. The full hiring process is included as Appendix B in this Handbook.

w

3.3 Hiring Committee Composition and Approval
a. Permanent Employees

Hiring committee members:
e Chair - An Excluded Manager selected by the Excluded Managers (or designate as
assigned by the Excluded Managers).
One USW union representative selected by the union.
One unionized staff member selected by the Excluded Managers.
Up to two Lead Directors elected by the Executive Committee.
Quorum is all members of the committee.
The only exception to this is for Security Supervisors or Attendants, where the manager
will follow the Student Employee hiring process.

Process:

e An Excluded Manager, or delegate, strikes the hiring committee; requests Lead
Director(s) to sit on the committee; and notifies the Unit Chair.

e When the committee selects a successful candidate, the hiring committee chair presents
the hiring committee memo and reports to an in camera session of a Board of Directors
meeting (please see the template in Appendix C).

o Ifthere is a delay between the hiring committee choosing their preferred
candidate and the next Board meeting, the hiring committee chair may
conditionally offer them the role, but make it clear that their hire is contingent on
successful Board ratification.

e Approval by the Board of Directors is required for all permanent USW staff in Class 13
and above. Approval consists of a majority vote of the Board of Directors. An Excluded
Manager provides the approval for employees Class 12 and below.

b. Student Employees - Businesses and Cost Centres

Hiring committee members:
e Chair - The relevant Department Manager, or another member of the bargaining unit
chosen by the Employer.

Process:
1. When the hiring committee chair selects a successful candidate, they must contact the
relevant Excluded Manager to request approval using a complete hiring memo (please
see the template in Appendix C)
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c. Advocacy and Affiliated Organization Employees

Hiring (Term Employees) - A hiring committee is struck by the relevant affiliated
organization and includes one [1] to three [3] members as selected by the affiliated
organization, one [1] lead director as selected by Executive Committee and one [1] USW
representative as selected by the Union. The role of the lead director is to ensure that
this policy is followed. The role of the union representative is to ensure that the USW
Collective Agreement is followed. The Affiliated Organization will choose one of their
members on the hiring committee to be the chair of the committee. If not reapplying,
outgoing Coordinators may act as Chair of the Hiring Committee.

Approval - Approval by the General Manager or Executive Director is required for all
affiliated organization employees. A memorandum with their hiring recommendation to
one of the Excluded Managers for approval must be provided.

i. Restricted hiring

All five advocacy groups and one affiliated group - AVP - require restricted hiring for all
coordinator staff positions. This means that the job search and hire will be limited to
members of the respective groups that each organization serves (e.g. SSD roles are
limited to folks with disabilities). This restriction takes precedence over an applicant’s
internal status.

If no one from this identity group applies, the job must be reposted.

The objective of this policy is to build equity and diversity into our hiring, help the UVSS
achieve more equitable and diverse representation among our staff, and to recruit folks
whose identities strengthen the support and resources we offer.

The bottom of the job description will indicate that it's a restricted role with the following
blurb:

“Consistent with the objective the amelioration of conditions of disadvantaged individuals
or groups who are disadvantaged because of race, colour, ancestry, place of origin,
physical or mental disability, sex, sexual orientation, or gender identity or expression, this
role is limited to candidates who [identify as x OR are a member of y,
ete.]”

During a limited search, applicants may not always indicate in their application if they
self-identify as a member of the selected group(s) in that hire.

To ensure that all qualified individuals are included in the selection process, it can be helpful to
follow up whenever the applicant does not self-identify with an email containing the following
paragraph. If a follow up email is part of the regular process for the search—for example, to
confirm receipt of application or to request other missing information—you can include this
paragraph in such a letter:
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“Pursuant to section 42 of the BC Human Rights Code, this is a restricted hire; the
search will be limited to members of the following groups: [women and/or Indigenous
Peoples and/or persons with disabilities and/or members of visible minorities]. If you are
a member of [this group/these groups] and wish to qualify for consideration, you are
encouraged to self-identify in response to this email.”

ii. Student Employees - Advocacy and Affiliated Groups

Hiring committee members:

Chair - The relevant organization’s coordinator. If the coordinator position is vacant, or
the incumbent is reapplying, an Excluded Manager or Lead Director may act as the
hiring committee chair.

One advocacy or affiliated organization Board/Collective member, selected by that
group.

One USW representative, selected by the Employer, if the Chair isn’t a member of the
bargaining unit.

Process:

1.

The organization’s coordinator, or delegate, strikes the hiring committee; requests
advocacy or affiliated organization members to sit on the committee; and notifies the
Executive Director and Unit Chair.

The Executive Director may attend the first meeting to ensure the committee is informed
on the process and has the materials they need (e.g. Collective Agreement, interview
questions, etc).

When the committee selects a successful candidate, the hiring committee chair must
contact the Executive Director to request approval. A hiring memo must be provided
(please see the template in Appendix C).

d. Excluded Managers

Hiring committee members:

Chair - The Director of Finance and Operations, or designate

Up to two Excluded Managers (when available)

One Director elected by the Board

One Advocacy Group representative elected by Advocacy Relations Committee
One unionized manager, appointed by an Excluded Manager

One USW representative, selected by the Union

Quorum:

The Chair plus four committee members.

Process:

1.

The Director of Finance and Operations, or delegate, strikes the hiring committee by
passing a motion at a Board meeting to elect representatives; requests an advocacy
representative via the Director of Student Affairs; and notifies the Unit Chair.

17



2. When the committee selects a successful candidate, the hiring committee chair must
present a report and hiring memo at an in camera session of a Board meeting (please
see the templates in Appendix C). Approval consists of a 2/3 majority vote.

e. Excluded Employees
e Hiring - A hiring committee is struck by the relevant UVSS committee overseeing the
position. The hiring committee will consist of one [1] Excluded Manager (or designate as
assigned by the Excluded Managers), at least one [1] staff member, the Chair of the
relevant UVSS committee (as defined in its terms of reference) and at least one [1]
director. The Excluded Manager or designate will be the chair of the committee. Quorum
is all members of the hiring committee.

e Approval- Approval by the Board of Directors is required for all the Excluded
Employees. Approval consists of a % majority vote of the Board of Directors.

Job Postings
Notification
e Affiliated organizations must send an email notification to the relevant Excluded Manager
and the Office Manager (alma@uvss.ca) before posting a job and initiating the hiring
process.
e Before posting a non-student job, the General Office Manager must be notified and
informed who will be the main contact for the hiring committee (i.e. the Chair).

Job Descriptions
e All job descriptions and interview questions are kept on file by the General Office
Manager in the General Office.
e |[f a job description needs to be updated or amended, it must be agreed to by the Labour
Management Committee (LMC). This process can take between 6-8 weeks to complete.

Job Posting
e All jobs must be posted for a minimum of seven calendar days.
o Job vacancies for Excluded Managers, excluded employees and permanent
employees must be posted in a prominent place for at least seven days, though
10-21 days is recommended.
e Applications must include a cover letter. The hiring committee may use their discretion in
deciding to only review applications including cover letters or not.
o Resumes, cover letters, and applications submitted to the UVSS outside of
specific postings must be shredded and not stored.
e The relevant paper job posting form is available in the General Office (B128) and the
online form is available at uvss.ca/add-job-posting, or from Graphics (artdir@uvss.ca).
e All job postings for Excluded Managers, or excluded, permanent, or term
employees, must include (but is not limited to):
o The UVSS SUB job board (bulletin board opposite the HFB)
The UVSS website (comm@uyvss.ca or artdir@uvss.ca)
The UVSS Facebook and Instagram (marketing@uvss.ca)
The UVSS member email list (optional, if relevant) (comm@uvss.ca)

o O O
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o At least one provincial and/or national employment website (e.g. Indeed,
Linkedin)* (execdir@uvss.ca)
o Groups/organizations/Listervs relevant to that industry or community

*Provincial and/or national employment websites are optional for excluded, permanent,
advocacy and affiliated group employees, but are required for Excluded Managers.

For student employees, a prominent place means all of the following (but is not limited to):

The UVSS SUB job board

The UVSS website

The UVSS Facebook and Instagram

The UVSS member email list

A visible location within the department
Groups/organizations/Listservs relevant to that industry or community

O O O O O O

Applications

All applications for Food and Beverage Operations, Business Operations, Support and
Administration Services, and Board of Directors should be emailed directly to the
Manager or hiring committee Chair.

Any physical applications can be dropped off at the General Office (GO), whose staff will
time stamp and distribute them accordingly.

All applications for Affiliated or Advocacy Groups are to be submitted or emailed to the
General Office Manager via the UVSS jobs email (jobs@uvss.ca), who will time stamp
them and distribute accordingly.

In the event an outside recruiter is used, all applications may be directed to them.

To verify possible internal candidates, ask the GO Manager to cross-reference the
seniority list before the applications are disseminated to the rest of the hiring committee.

Reposting

If one or fewer people apply, or if no applicants meet the required qualifications, the
hiring committee may decide to extend the job posting for seven to ten days after it
closes. The hiring committee chair must notify an Excluded Manager.

All original applicants will still be considered and do not need to re-apply.

If only one qualified candidate applies after the job has been reposted, the hiring process
can proceed.

Reference Checks

For Excluded Managers and permanent employees: Three references must be
contacted before making a recommendation to the relevant Excluded Manager or to the
Board of Directors.
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e For term or other excluded employees: Two references must be contacted before
making a hiring recommendation.
e For students: One reference may be contacted, but isn’t required.

After the position has been accepted by another candidate:

e Internal interviewees - best practice is to notify them via email and describe the
requirements they didn’t meet; if they want to have a discussion about it, tell them to
please contact the appropriate Excluded Manager.

e External interviewees - notify all unsuccessful candidates via email.

Written Materials

All interview questions must be submitted to the General Office Manager to be filed in the
Netdrive with the applicable job description.

All interview notes and other written materials must be professional and limited to the suitability
of the candidate’s experiences relevant to the posted job. Personal commentary and opinions
are not allowed.

All written materials, including but not limited to resumes, cover letters, and interview notes, are
confidential and should be kept in a secure location.

At the conclusion of the hiring process, all written materials must be stored for one year, and
then shredded. They must be stored by the relevant department manager or coordinator (for
student staff) or submitted to the UVSS Office Manager (for term or permanent staff), to be kept
on file in a secure filing cabinet or the Netdrive.

All unsolicited application materials must be shredded immediately and not stored.
Confidentiality

The hiring process is confidential and is not to be discussed outside of the hiring committee,
Labour Management Committee, or an in camera mee