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DEFINITIONS 
 
For the purpose of clarification: 

(a) "Bargaining unit" means all employees of Thompson Valley Savings Credit Union, except those 
excluded by the Act or pursuant to Clause 2.4 of this Agreement. 
 
(b) "Demotion" means a change from an employee's position to one with a lower maximum salary. 
 
(c) "Employee" means a member of the bargaining unit and includes: 
 

(1) "full-time employee" -- meaning an employee hired to work on a full-time basis in a 
regular continuing position; 
 
(2) "part-time employee" -- meaning an employee who is employed for work such as: 
 

(i) regularly-scheduled hours or days on a continuous basis but who works less than 
full-time hours; 
 
(ii) temporary positions created to cover employees on vacation, or approved leave 

of absence including absence for reason of illness; 
 
(iii) incidental assignments to carry out special projects and to address additional 

workloads during peak periods of business. 
 

The Employer agrees that the number of part-time employees will be kept to a minimum so as to 
ensure that the need for full-time employees is not reduced. 
 

(d) "Employer" means Thompson Valley Savings Credit Union. 
 
(e) "Lateral transfer" or "transfer" refers to the movement of an employee from one position to 

another which does not constitute a demotion or promotion. 
 
(f) "Layoff" is a cessation of employment or a reduction in hours as a result of a reduction of the 

amount of work required to be done by the Employer and where, should work become available, 
employees will be recalled in accordance with this Agreement. 

 
(g) "Leave of absence with pay" means to be absent from duty with permission and with pay. 
 
(h) "Leave of absence without pay" means to be absent from duty with permission but without pay. 
 
(i) "Probationary period" means all employees shall be considered probationary for the ninety (90) 

calendar days following date of hire. 
 
(j) "Promotion" means a change from an employee's position to one with a higher maximum salary 

level. 
 
(k) "Shift" means the period of scheduled straight-time working hours on a scheduled workday 

where the hours scheduled are consecutive except for the meal period. 
 
(l) "Union" means the B.C. Government and Service Employees' Union (BCGEU). 
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(m) "Workday" is a period of twenty-four (24) consecutive hours commencing with the starting time 
of any shift. 

 
 

ARTICLE 1 - PREAMBLE 

1.1 Purpose of Agreement 

(a) The purpose of this Agreement is to establish and maintain a harmonious relationship between the 
Employer, its employees and the Union, and to clearly define the hours of work, rates of pay and 
conditions of employment, and to provide an amicable method of settling grievances which may arise 
from time to time; and to promote mutual interest of the Employer and its employees. 

(b) The Parties hereto recognize that they are jointly engaged in providing a valuable service to the 
membership, and that there is an obligation on each Party for the continuous and efficient performance of 
such service, within the terms and conditions of this Agreement, and for its duration. 

1.2 Discrimination and Harassment 

(a) The Parties hereto subscribe to the principles of the Human Rights Act of British Columbia.  
Neither the Union nor the Employer in carrying out their obligations under this Agreement shall 
discriminate against a person(s) on the grounds of race, colour, ancestry, place of origin, political belief, 
religion, marital status, family status, physical or mental disability, sex, sexual orientation or age of that 
person or because that person has been convicted of a criminal or summary conviction offence that is 
unrelated to the employment or to the intended employment of that person. 

(b) The Parties recognize the benefit to be derived from a work environment free from harassment 
where the conduct and/or language of all employees meets the acceptable social standard of the 
workplace.  The Parties agree to maintain such an environment. 

(c) The personal rights of employees shall be respected by both Parties and in recognition thereof the 
Parties agree that all included and excluded employees have the right to work in an environment free from 
harassment.  To this end the Parties support and subscribe to the principles, philosophy, and 
accountabilities expressed and established in the Employer's Corporate "Harassment in the Workplace" 
policy dated December 8, 1998. 

(d) The Parties recognize that allegations of harassment may involve sensitive disclosures.  
Confidentiality is required so as to ensure that those who may have been harassed feel free to come 
forward, and to also ensure that the reputations of both the complainant and the respondent may be 
protected. 

(e) A formal written complaint, where initiated, must be filed within six (6) months of the alleged 
occurrence to the first excluded level of management not involved in the matter.  Within five (5) 
workdays of receipt of the complaint, the Employer’s designate shall notify the local Staff Representative 
in writing that a complaint has been received and provide the names of the complainant and the 
respondent(s). 

(f) Pending the determination of the complaint, the Employer may take interim measures to separate 
the employees concerned, if deemed necessary.  Any such action taken under this section will not be 
deemed disciplinary in nature, or seen as presumption of guilt or innocence.  The respondent shall have 
the right to receive a copy of the allegations and to be given a full opportunity to respond to them. 

(g) The Employer shall conclude its investigation of the complaint within ten (10) workdays of 
receiving it.  An extension for the investigation period may be requested of, and granted by, the local Staff 
Representative.  The extension, if granted, shall not, in any event, be longer than twenty (20) workdays 
from the date of receipt of the written complaint. 
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(h) Both the complainant and the respondent (if a member of the bargaining unit) shall be instructed of 
their right to have a Steward present during all meetings convened during the course of the investigation.  
Each Party shall have the right to be represented independently. 

(i) The Employer's designate shall complete a written report within three (3) workdays of the 
completion of the investigation.  The complainant, the respondent, and the local Staff Representative shall 
be apprised of the recommendation(s) and/or action(s) to be taken. 

(j) Where disciplinary action is pursued by the Employer it shall be subject to the provisions of 
Article 9 of this Agreement. 

(k) Where the complainant or the respondent is not satisfied with the final disposition of the matter, the 
dissatisfied Party may initiate a grievance at Step 3 of the procedure within five (5) workdays of receipt of 
the Employer's recommendations. 

(l) Where a grievance has been initiated, the Employer agrees to fully disclose to the Staff 
Representative, all information gathered during the course of its investigation which may be relied upon in 
a hearing.  The Union shall provide to the Employer the facts upon which it relies in advancing the 
grievance. 

(m) Where the complaint is determined to be frivolous, or vindictive, the Employer will take appropriate 
action which may include discipline. 

(n) The foregoing provisions do not preclude an employee from filing a complaint pursuant to 
Section 8 of the B.C. Human Rights Act, however, an employee shall not be entitled to duplication of 
process. 

1.3 Future Legislation 

In the event that any future legislation renders null and void or materially alters any provision of this 
Agreement the Parties hereto shall negotiate a mutually agreeable provision to be substituted for the 
provision so rendered null and void or materially altered. 
 
 

ARTICLE 2 - UNION RECOGNITION & RIGHTS 

2.1 Bargaining Unit Defined 

(a) This Agreement shall apply solely to employees in the bargaining unit for which the Union is 
certified. 

(b) The Employer agrees that all bargaining unit positions in new Branches or offices shall be filled in 
accordance with Article 11, Job Postings, and, further, that the terms and conditions of this Agreement 
will apply to any new Branch or office for a period of ninety (90) days.   

2.2 Bargaining Agent Recognition 

(a) The Employer recognizes the B.C. Government and Service Employees' Union as the exclusive 
bargaining agent for all employees to whom the certification, issued by the Labour Relations Board on 
September 2, 1981, and thereafter amended, applies. 

(b) All employees hired into the bargaining unit shall, as a condition of continued employment, become 
members of the Union, and maintain such membership, upon completion of thirty (30) days as an 
employee (subject only to the provisions of Section 17 of the Labour Relations Code). 
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2.3 Correspondence 

Correspondence or any notice required to be given by one Party to the other shall be mailed or delivered 
by hand as follows: 

(a) in the event of correspondence to the Employer: 

(1) Chief Executive Officer/General Manager, Thompson Valley Savings Credit Union,  
#200 -  430 Tranquille Road, Kamloops, B.C.  V2B 3H1. 

(2) a copy will be forwarded to the appropriate Manager. 

(b) in the event of correspondence sent to the Union: 

(1) B.C. Government and Service Employees' Union,  
353 Tranquille Road, Kamloops, B.C.  V2B 3G4 

(2) a copy will be forwarded to the Bargaining Unit Chairperson. 

2.4 Exclusions 

(a) The Parties agree that the following positions are excluded from the bargaining unit: 

(1) President; 
(2) Chief Executive Officer; 
(3) Chief Financial Officer/Comptroller; 
(4) Chief Operations Officer; 
(5) Manager, Human Resources; 
(6) Human Resources Officer; 
(7) Executive Secretary; 
(8) Branch Managers;  
(9) Lending Services Manager. 

(b) During the life of this Agreement where a dispute arises as to whether or not an individual is an 
employee within the bargaining unit, it shall first be discussed by the Parties.  In the event of failure to 
reach a satisfactory settlement it shall be dealt with pursuant to the relevant sections of the Labour 
Relations Code. 

2.5 Bargaining Unit Work 

Persons excluded from the bargaining unit shall not be assigned to do bargaining unit work that is 
normally performed by bargaining unit employees unless in instances of emergency, training or 
unforeseeable peak workload periods. 
 
2.6 No Other Agreement 

No employee covered by this Agreement shall be required or permitted to make a written or oral 
agreement with the Employer or its representatives which may conflict with the terms of this Agreement. 
 
2.7 No Discrimination for Union Activity 

The Employer and the Union agree that there shall be no discrimination, interference, restriction, or 
coercion exercised or practised with respect to any employee for reason of membership or activity in the 
Union. 
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2.8 Recognition & Rights of Stewards 

(a) Union Stewards, selected by the Union, shall be recognized by the Employer as follows: 

(1) Branch Steward – one (1) per Branch from the following Branches:  Administration, 
Branch 04, Branch 05, Branch 06, Branch 07, Branch 09, Branch 11, Branch 12, Branch 13. 

(2) Alternate Branch Steward – one (1) per Branch as defined above, it being understood that 
such Alternates shall function only in the absence of the Branch Steward. 

(3) Bargaining Unit Chairperson – one (1) only. 

(4) Alternate Bargaining Unit Chairperson – one (1) only, as defined in Clause 2.8(a)(3) above, 
it being understood that such Alternate shall function only in the absence of the Bargaining Unit 
Chairperson. 

(b) Each Party to this Collective Agreement shall keep the other Party informed of its representatives. 

(c) Stewards may, within reason, investigate and process grievances during regular working hours 
without loss of pay.  Stewards will obtain permission from the Employer's designated representative 
before leaving their immediate work area.  Such permission will not be unreasonably withheld.  On 
resuming her normal duties, the Steward shall notify her supervisor.  It will not be the intention of the 
Union to conduct Stewards meetings during normal working hours. 

2.9 Bulletin Boards 

Bulletin boards will be supplied at each business location out of view of the public.  The Union will be 
allowed to post notices approved by the Bargaining Unit Chairperson on these bulletin boards provided 
they are not of a derogatory nature to the Employer. 
 
2.10 Strikes/Lockouts 

The Employer shall not cause or direct any lockout of employees during the life of this Agreement; and 
neither the Union nor any representative thereof, nor any employee, shall in any way authorize, encourage 
or participate in any strike walkout, suspension of work, or slow-down on the part of any employee or 
group of employees during the life of this Agreement. 
 
2.11 Picket Lines 

It shall not be a violation of this Agreement or cause for disciplinary action or discharge of any employee, 
in the performance of her duties, to refuse to cross a legal picket line recognized by the Union.  The 
Union shall notify the Employer as soon as possible of the existence of such recognized picket lines. 
 
2.12 Time Off for Union Business 

(a) As operational requirements permit, leave of absence without pay and without loss of seniority shall 
be granted: 

(1) to an elected or appointed representative of the Union to attend conventions of the Union 
and bodies to which the Union is affiliated; 

(2) for elected or appointed representatives of the Union to attend to Union business which 
requires them to leave their general work area; 

(3) for employees who are representatives of the Union on a bargaining committee to attend 
meetings of the bargaining committee; 
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(4) to employees called by the Union to appear as witnesses before an arbitration board or the 
Labour Relations Board; 

(b) Leave of absence, without loss of pay and seniority, shall be granted to up to three (3) employees 
who are elected to the Union Bargaining Committee while they are at formal meetings to carry on 
negotiations with the Employer.  Overtime premiums will not be payable in relation to such leaves of 
absence. 

(c) To facilitate the administration of this clause when leave without pay is granted, the leave shall be 
given with basic pay and the Union shall reimburse the Employer for salary and benefit costs, including 
travel time incurred.  The Union shall provide the Employer with reasonable notice prior to the 
commencement of leave under this clause.  It is understood that employees granted leave of absence 
pursuant to this clause shall receive their current rates of pay while on leave of absence with pay.  The 
Employer agrees that any of the above leaves of absences shall not be unreasonably withheld. 

 
 

ARTICLE 3 - CHECK-OFF OF UNION DUES 

(a) All employees shall, as a condition of employment, maintain membership in good standing in the 
Union. 

(b) All employees, both present and future, must authorize the Employer, in writing to deduct Union 
dues and assessments from their wages monthly and to transmit the monies so collected to the Union 
together with a list of employees from whom such deductions have been made, and the amount so 
deducted from each employee.  All amounts so deducted shall be certified by the Union to be in effect in 
accordance with the Union's Bylaws. 

(c) Deductions shall be made biweekly or weekly, as applicable, and remitted to the Union no later than 
the fifteenth (15th) day of the subsequent month, together with the following information:  Social 
Insurance Number, Employee Name, Classification, Gross Pay, Dues, Address. 

(d) The Employer shall provide to each employee, without charge, an accounting of deductions made 
under this Article, suitable for use as a receipt for income tax purposes. 

 
 

ARTICLE 4 - EMPLOYER AND UNION TO ACQUAINT NEW EMPLOYEES 

The Employer shall acquaint all new employees of the fact that a Collective Agreement is in effect and 
introduce all new employees to the Branch Steward, so that the Branch Steward may present a copy of the 
Collective Agreement to the new employee.  This introduction shall take place during the first five (5) 
days of employment of all new employees. 
 
The Employer agrees that a Union Steward will be given an opportunity to interview each new employee 
within regular hours, without loss of pay, for fifteen (15) minutes sometime during the first thirty (30) 
days of employment for the purpose of acquainting the new employee with the benefits and duties of 
Union membership and the employee's obligations to the Employer and the Union. 
 
 

ARTICLE 5 - MANAGEMENT RIGHTS 

(a) Management shall have the exclusive right to hire new employees.  Management shall promote, 
transfer, layoff, recall and exercise its rights in accordance and within the terms of this Collective 
Agreement.  Management shall have the right to discharge and/or suspend employees for just cause in 
accordance with this Agreement. 
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(b) The Union recognizes and agrees that it is the exclusive function of the Employer to manage its 
affairs, to manage its operations in all respects, to conduct its business efficiently, to fulfil its 
commitments and responsibilities, to maintain and enhance public reputation and confidence and to direct 
its employees to achieve the Employer's objectives. 

(c) Management retains all management rights that were hitherto exercised, and shall be exercised in 
future, with the exception of those management rights that are limited by this Collective Agreement. 

(d) The Parties acknowledge that there are obligations and duties for Directors of the Employer, which 
relate specifically to Credit Unions, which arise out of various statutory authorities.  Nothing contained 
herein, which has been bargained in that context, is intended to conflict with or limit those obligations and 
duties.  It is intended that where it appears that such a conflict exists, it is the intent of the Parties that they 
mutually resolve such conflict, whether it arises out of existing or future statutory authority. 

(e) Actual direction of the office staff will be under the authority delegated by the Board of Directors to 
the Chief Executive Officer who, in turn, may delegate any portion of these duties and authority to others 
in supervisory capacity. 

(f) This Article shall not be used in a discriminatory manner against any employee and the exercise of 
any rights under this Article shall not be inconsistent with or contrary to any of the terms or provisions of 
this Agreement. 

 
 

ARTICLE 6 - LABOUR-MANAGEMENT RELATIONS COMMITTEE 

6.1 Establishment of Committee 

(a) The Parties agree to the establishment of a standing committee, called the Labour-Management 
Relations Committee, the purpose of which is to encourage communication at regular intervals, solve 
problems, or potential problems before they become a grievance, and to discuss any subjects of mutual 
interest arising out of this Collective Agreement. 

(b) The Employer shall select up to three (3) management persons and three (3) alternates to represent 
it on the Labour-Management Relations Committee. 

(c) The Union shall select up to three (3) members and three (3) alternates to represent it on the 
Labour-Management Relations Committee. 

(d) It is understood that such alternates shall function only in the absence of the standing committee 
members; and that the Union alternates have been authorized to function by the Bargaining Unit 
Chairperson. 

(e) No employee or group of employees shall undertake to represent the Union at meetings with the 
Employer without the proper authorization of the Union.  To implement this the Union shall supply the 
Employer with the names of its representatives and, similarly, the Employer shall supply the Union with a 
list of its representatives to the Committee. 

(f) Where it is mutually agreed one (1) additional Union and/or management person may be added to 
the committee to act as an advisor, it is being understood that time spent by the Union advisor will not be 
reimbursed by the Employer. 

6.2 Meetings of Committee 

The Labour-Management Relations Committee shall meet as required.  Such meetings will normally be 
scheduled during regular working hours, and those persons designated by the Union [not to exceed 
three (3) persons] shall not suffer loss of pay in the performance of her duties under this Article.  Time 
spent by this committee beyond the regular working hours shall not be reimbursed by the Employer. 
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6.3 Chairperson of Committee 

Chairpersons for Labour-Management Relations Committee meetings will be designated on a rotating 
basis; that is, a union committee person will chair the first meeting and an employer committee person 
will chair the second meeting and so on. 
 
6.4 Jurisdiction of Committee 

Either Party has the right to refer any matter or proposal discussed at the Labour-Management Relations 
Committee meeting to their respective principals for further direction, advice or ratification.  The 
Committee shall not alter, amend or vary this Collective Agreement nor shall it have jurisdiction over 
wages or any other matter of collective bargaining, including the administration of this Agreement. 
 
6.5 Mandate of Committee 

Without restricting the generality of Article 6, the Labour-Management Relations Committee shall deal 
with: 

(a) occupational health and safety; 
(b) planned changes in the operations of the Employer; 
(c) the creation of new job classifications; 
(d) opening of a new Branch or office; 
(e) closing of a Branch or office; 
(f) on-the-job training program and workload issues; 
(g) compassionate transfer requests; 
(h) leave requests pursuant to Clause 18.4(b); 
(i) job descriptions; 
(j) alcohol and drug abuse; 
(k) review of benefit package provisions; 
(l) technological change pursuant to Clause 21.2; 
(m) the work accommodation of handicapped or injured workers; 
(n) the Corporate Harassment Policy of December 8, 1998 and Clause 1.2; 
(o) the Corporate Violence in the Workplace Policy of December 8, 1998 and Clause 20.8. 

 
 

ARTICLE 7 - GRIEVANCE PROCEDURE 

7.1 Grievance Procedure 

(a) The Employer and the Union recognize that grievances may arise concerning: 

(1) differences between the Parties respecting the interpretation, application, operation, or any 
alleged violation of a provision of this Agreement, or arbitral award, including a question as to 
whether or not a matter is subject to arbitration; or 

(2) the dismissal, discipline, or suspension of an employee bound by this Agreement. 

(b) The procedure for resolving a grievance shall be the grievance procedure in this Article. 

7.2 Step 1 

In the first step of the grievance procedure, every effort shall be made to settle the dispute with the 
designated excluded supervisor.  The aggrieved employee may have her Steward present at such a 
discussion.  If the dispute is not resolved orally, the aggrieved employee may submit a written grievance, 
through the Union Steward, to Step 2 of the grievance procedure. 



BCGEU and Thompson Valley Savings Credit Union – Fourth CBA (2003/02/28) Page 9 

  

 
7.3 Step 2 Presentation 

(a) An employee who wishes to present a grievance at Step 2 of the grievance procedure, in the manner 
prescribed in Clause 7.2 must do so by transmitting the grievance to the designated excluded supervisor 
no later than thirty (30) calendar days after the date: 

(1) on which she was notified orally or in writing, of the action or circumstances giving rise to 
the grievance; 

(2) on which she first became aware of the action or circumstances giving rise to the grievance. 

(b) The designated excluded supervisor shall: 

(1) forward the grievance to the representative of the Employer authorized to deal with 
grievances at Step 2; and 

(2) sign the grievance form indicating the date on which the grievance was received. 

7.4 Time Limit to Reply at Step 2 

The Employer's designate at Step 2 shall reply in writing to the Union within fourteen (14) calendar days 
of receiving the grievance at Step 2. 
 
7.5 Step 3 

The President of the Union, or designate, may present a grievance at Step 3 within fourteen (14) calendar 
days after the decision has been conveyed by the representative designated by the Employer to handle 
grievances at Step 2 or within fourteen (14) calendar days after the Employer's reply was due. 
 
7.6 Step 3 Reply 

(a) Within fourteen (14) calendar days of receiving the grievance at Step 3 the Chief Executive Officer, 
or designate, and the Union Area Staff Representative shall meet to examine the facts, the nature of the 
grievance and attempt to resolve the dispute.  This meeting may be waived by mutual agreement. 

(b) The Chief Executive Officer, or designate, shall reply in writing to an employee's grievance within 
twenty-one (21) calendar days of receiving the grievance at Step 3. 

7.7 Notification to Arbitrate 

Either of the Parties may notify the other Party, within thirty (30) calendar days of the receipt of the reply 
at the third step, of its desire to submit the difference or allegations to arbitration.  A submission of such a 
difference or allegation to arbitration shall be by registered mail to the Employer. 
 
7.8 Failure to Act 

If the President of the Union, or designate, does not present a grievance to the next higher level within the 
prescribed time limits, the grievance will be deemed to have been abandoned.  However, the Union shall 
not be deemed to have prejudiced its position on any future grievance. 
 
7.9 Administrative Provisions 

(a) Grievances and replies at Step 3 of the grievance procedure and notification to arbitrate shall be by 
Xpresspost, facsimile transmission, courier or other mutually agreeable means. 
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(b) Grievances, replies, and notification shall be deemed to have been presented on the date on which 
they were receipted by Canada Post, sent by facsimile transmission or accepted by a courier company, and 
received on the date they were delivered to the appropriate office of the Employer or the Union. 

7.10 Union and Employer Grievance 

(a) The Employer may submit a grievance or complaint to the Union; similarly, the Union may submit 
a grievance or complaint to the Employer.  A Union grievance shall be signed by the Bargaining Unit 
Chairperson and/or the Union Representative.  An Employer grievance shall be signed by the Branch 
Manager, or designated representative, and submitted to the Union Area Staff Representative with a copy 
to the Bargaining Unit Chairperson. 

(b) A grievance under this section by the Union or the Employer shall be filed in writing at Step 3 of 
the grievance procedure in the manner prescribed in Clauses 7.5 and 7.6 within forty (40) calendar days 
from the date upon which the incident or circumstances giving rise to the grievance first arose or from the 
date of first knowledge of the circumstances giving rise to the grievance.  If the matter has not been 
satisfactorily resolved it may be submitted to arbitration in accordance with Article 8 of this Agreement. 

7.11 Dismissal or Suspension Grievances 

In the case of a dispute arising from an employee's dismissal or suspension, the grievance may commence 
at Step 3 of the grievance procedure within thirty (30) calendar days of the date on which the suspension 
occurred, or within thirty (30) calendar days of the employee receiving notice of dismissal or notice of 
suspension.  The Parties agree that all dismissal grievances that are to proceed to arbitration will be dealt 
with expeditiously and an arbitration will take place within six (6) months of the occurrence, 
notwithstanding any of the provisions of Articles 7 and 8. 
 
7.12 Deviation from Grievance Procedure 

The Employer agrees that, after a grievance has been initiated by the Union, the Employer's 
representatives will not enter into discussion or negotiation with the aggrieved employee without the 
consent of the Union.  In the event that, after having initiated a grievance through the grievance 
procedure, an employee endeavours to pursue the same grievance through any other channel, then the 
Union agrees that, pursuant to this Article, the grievance shall be considered to have been abandoned. 
 
7.13 Technical Objections to Grievances 

Pursuant to the relevant sections of the Labour Relations Code it is the intent of both Parties to this 
Agreement that no grievance shall be defeated merely because of a technical error in processing the 
grievance through the grievance procedure.  To this end, an arbitration board shall have the power to 
allow all necessary amendments to the grievance and the power to waive formal procedural irregularities 
in the processing of a grievance in order to determine the real matter in dispute and to render a decision 
according to equitable principles and the justice of the case. 
 
7.14 Amending Time Limits 

The time limits fixed in this grievance procedure may be altered by mutual consent of the Parties, but the 
same must be in writing. 
 
 

ARTICLE 8 - ARBITRATION 

8.1 Notification 

Where a difference arises between the Parties relating to the interpretation, application or administration 
of this Agreement, including any questions as to whether a matter is arbitrable, or where an allegation is 
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made that a term or condition of the Agreement has been violated, either of the Parties may, after 
exhausting the grievance procedure in Article 7, notify the other Party within thirty (30) days of the 
receipt of the reply at the third step, of its desire to: 

(a) submit the difference or allegations to arbitration; 

(b) make application under the appropriate section of the Labour Relations Code for a Settlement 
Officer.  Where the appropriate section is used: 

(1) the thirty (30) day requirement to file the grievance at arbitration shall commence from the 
date of the hearing with the Settlement Officer; 

(2) the Parties will decide, prior to requesting a hearing with the Settlement Officer, whether 
the decision of the Settlement Officer shall be binding on the Parties. 

8.2 Composition of Arbitration Panel 

Upon receipt of notice to arbitrate the Parties will select a single arbitrator from the following list within 
fourteen (14) calendar days:  Stephen Kelleher; Judi Korbin.  Selection will be done on a rotational basis, 
subject to availability. 
 
8.3 Board Procedure 

In this Article the term "Board" means a single arbitrator.  The Board may determine its own procedure in 
accordance with the relevant legislation and shall give full opportunity to all Parties to present evidence 
and make representations.  It shall hear and determine the difference or allegation and shall render a 
decision within thirty (30) days of the conclusion of the hearing.  This time period may be altered by 
consent of the Parties. 
 
8.4 Disagreement on Decision 

Should the Parties disagree as to the meaning of the arbitrator's decision, either Party may apply to the 
arbitrator to clarify the decision, which she shall make every effort to do within seven (7) days. 
 
8.5 Costs 

Each Party shall pay their own costs and expenses of the arbitration and one-half (½) the remuneration 
and disbursement or expenses of the arbitrator. 
 
 

ARTICLE 9 - DISCIPLINE, DISCHARGE AND SUSPENSION 

9.1 Burden of Proof and Notice 

In all cases of discipline, the burden of proof of just cause shall rest with the Employer. 

(a) It is hereby agreed that the Employer has the right to discharge or suspend an employee for just 
cause, and notice or pay in lieu of notice may be given in the event of such discharge at the Employer's 
discretion.  Notice of suspension and/or dismissal shall be in writing and shall set forth the reasons for the 
suspension or dismissal. 

(b) All dismissals and suspensions will be subject to the formal grievance procedure under Article 7.  A 
copy of the written notice of dismissal or suspension shall be forwarded to the local Union office within 
five (5) calendar days of the action being taken. 

(c) A rejection during probation shall not be considered a dismissal for the purpose of  (a) above.  The 
discharge of a probationary employee shall be based on suitability.  The test for just cause for rejection 
during the probationary period shall be a test of suitability of the probationary employee for continued 
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employment in the position provided the factors involved in suitability could reasonably be expected to 
affect work performance. 

(d) An employee’s probationary period may be extended by agreement between the employee, the 
Employer and the Union Staff Representative. 

9.2 Right to Grieve Other Disciplinary Action 

Disciplinary action grievable by the employee shall include written censures, letters of reprimand, and 
adverse reports or employee appraisals.  An employee shall be given a copy of any such document placed 
on the employee's file which might be the basis of disciplinary action.  Should an employee dispute any 
such entry in her file, she shall be entitled to recourse through the grievance procedure and the eventual 
resolution thereof shall become part of her personnel record.  Upon the employee’s request any such 
document, other than formal employee appraisals, shall be removed from the employee’s file after the 
expiration of two (2) years from the date it was issued provided there has not been a further infraction.  
The Employer agrees not to introduce as evidence in any hearing any document from the file of an 
employee, the existence of which the employee was not aware at the time of filing. 
 
9.3 Right to Have a Steward Present 

(a) An employee shall have the right to have her Steward present at any discussion with supervisory 
personnel which the employee believes might be the basis of disciplinary action.  Where a supervisor 
intends to interview an employee for disciplinary purposes, the supervisor shall make every effort to 
notify the employee in advance of the purpose of the interview in order that the employee may contact her 
Steward, providing that this does not result in an undue delay of the appropriate action being taken.  This 
clause shall not apply to those discussions that are of an operational nature and do not involve disciplinary 
action. 

(b) A Steward shall have the right to consult with a Staff Representative of the Union and to have a 
local Union representative present at any discussion with supervisory personnel which the Steward 
believes might be the basis of disciplinary action against the Steward, providing that this does not result in 
an undue delay of the appropriate action being taken. 

9.4 Personnel File 

For the purposes of investigating a grievance, an employee or the President of the Union (or designate), 
with the written authority of the employee, shall be entitled to review the employee's personnel file(s), 
both paper and, if applicable, electronic, in the office in which the file is normally kept.  The employee or 
the President, as the case may be, shall give the Employer adequate notice prior to having access to such 
file(s). 
 
9.5 Reinstatement 

If, upon investigation by the Union and the Employer or by decision of an arbitration pursuant to the 
terms of this Agreement it shall be found that an employee has been unjustly discharged or suspended, the 
affected employee shall be, subject to the award of such arbitration or pursuant to the mutual findings of 
the Union and the Employer, reinstated to her former position without any loss of seniority or rank.  
Compensation for lost salary shall be as mutually agreed between the Employer and the Union or as 
decided by arbitration. 
 
9.6 Employee Appraisal Forms 

(a) Where a formal appraisal of an employee’s performance is carried out, the employee shall be given 
sufficient opportunity to read, review and ask questions about the appraisal.  Upon request, the employee 
will be given three (3) workdays to read and review the appraisal. 
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(b) The appraisal form shall provide for the employee’s signature in two (2) places, one indicating that 
the employee had read and accepts the appraisal, and the other indicating that the employee disagrees with 
the appraisal.  No employee may initiate a grievance regarding the contents of an appraisal unless the 
employee has signed in the place indicating disagreement with the appraisal. 

(c) An employee appraisal shall not be changed after an employee has signed it, without the knowledge 
of the employee, and any such changes shall be subject to the grievance procedure of this Agreement. 

(d) An employee shall receive a copy of her appraisal upon request. 

(e) Prior to implementation of any new performance appraisal system or format, the Employer will 
notify the Labour-Management Relations Committee and explain the system and criteria for evaluation. 

 
 

ARTICLE 10 - SENIORITY 

10.1 Seniority Defined 

Employees shall be credited with service seniority on the following basis: 
 

(a) "Seniority for full-time employees" shall mean length of continuous service with the Employer and 
its predecessors. 

(b) "Seniority for part-time employees" who were employees of record prior to March 1, 1991 was, 
effective March 1, 1991, determined by the Parties on the basis of a prorated seniority start date 
calculation.  Seniority for part-time employees who commenced employment on or after March 1, 1991 
shall be determined from the employee's date of hire. 

10.2 Maintenance of Seniority 

(a) An employee on any authorized leave under the Collective Agreement, including annual vacation, 
will maintain her seniority date. 

(b) An employee laid off and placed on the recall list under Clause 12.6 will retain her seniority date 
during the period of layoff. 

(c) An employee accepting a promotion within Thompson Valley Savings Credit Union in a 
management function outside the bargaining unit shall retain her seniority date for a period of six (6) 
calendar months.  An employee so promoted may return to a position in the bargaining unit 
commensurate with their seniority and qualifications providing that it is done in the six (6) month period. 

(d) An employee accepting a promotion to a management position excluded from the bargaining unit 
shall not continue performing bargaining unit duties except in situations and circumstances described in 
Clause 2.5. 

10.3 Loss of Seniority 

Except as provided in Clause 10.2(c) above, an employee who leaves the bargaining unit and 
subsequently returns will be considered a new employee from the date of re-entering the unit for the 
purpose of determining seniority credit. 
 
10.4 Status Change 

When an employee's status changes she shall retain her seniority date. 
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10.5 Seniority Lists 

The seniority list will be made available by the Employer at such times as may be required for the 
administration of this Agreement. 
 
10.6 Determination of Senior Employee 

Where two (2) or more employees have the same seniority date, their relative seniority shall be 
determined by chance. 
 
 

ARTICLE 11 - JOB POSTINGS 

11.1 Job Postings 

(a) All new positions, full-time job vacancies, scheduled part-time vacancies and temporary vacancies 
of sixty (60) calendar days or more which result from maternity leave, approved leaves of absence or 
illness, which the Employer decides to fill, shall be posted for a period of five (5) workdays in all 
Branches or offices.  All jobs posted will be filled as soon as reasonably possible after the closing date.   

(b) An employee may bid on vacant positions which may involve a promotion, lateral transfer or lower 
classification. 

(c) A copy of all job postings shall be sent or transmitted by facsimile to the local BCGEU office. 

11.2 Job Applications 

(a) All applications for the posted positions must be filed with the Employer, by the end of the fifth 
workday after posting, on forms supplied by the Employer. 

(b) Employees who are absent for a period not exceeding sixty (60) calendar days by reason of 
authorized leaves of absence or vacation may file an application prior to such absence and their 
application will be considered as if it had been filed during the time referred to above.  If the absent 
employee is successful in her job bid, the vacancy may be filled on a temporary basis until her return.  
Bids submitted under this provision shall only apply for sixty (60) calendar days or until the employee 
returns, whichever is lesser. 

11.3 Appointments 

(a) The Parties recognize that job promotion should increase in proportion to the employee's length of 
service.  In selecting persons for job vacancies the relative ability of those bidding will be considered; 
where two (2) or more employees have similar abilities, the employee with the greatest seniority shall be 
selected.  In instances when a more senior bargaining unit applicant is not selected for a job posting, the 
Employer agrees that the successful applicant will possess a demonstrable edge in qualifications and 
ability. 

(b) Where the senior applicant is not selected she shall, upon request, be given written reasons for such 
decision. 

(c) Upon request the Employer shall provide the Bargaining Unit Chairperson with notification of all 
job posting awards. 

(d) Where a grievance arises in relation to a job posting award, it shall proceed pursuant to the 
provisions of Article 7. 
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11.4 New Hires 

The Employer may hire a new employee from outside the bargaining unit to fill vacant positions provided 
that bargaining unit applicants are not qualified to fill the vacancy. 
 
11.5 Transfers 

(a) No employee shall be forced to move or to transfer on a permanent or temporary basis to a different 
or new Branch or office of the Employer, except in the following circumstances:  

(1) where the function of the Employer changes to a different address; or 

(2) for purposes of training, for a maximum period of fifty (50) workdays, unless extended by 
agreement through the Labour-Management Relations Committee. 

In such circumstances, the employee will be advised by the employer, in writing, of the start and 
stop date of the training.  Employees affected by such temporary transfers will be given five 
workdays notice.  An employee can agree to waive the notice period if she so wishes. 

Otherwise, all such moves shall be voluntary. 

(b)  Lateral transfers or voluntary demotions may be granted without posting for compassionate or 
medical grounds to employees who have completed their probationary period.  In such cases the Labour-
Management Relations Committee established in Article 6 shall consider any applications or requests 
presented to the Committee.  Each request for special consideration shall be judged solely on its merit. 

11.6 Trial Period 

All employees who are promoted to fill a posted position shall be placed on a trial period for fifty (50) 
days actually worked.  In the event the employee proves unsatisfactory in the position during the trial 
period, or if the employee is unable to perform the duties of the new job, she shall be returned to her 
former position and wage or salary rate, without loss of seniority.  Any other employee affected by the 
rearrangement of positions shall be returned to her former position and wage or salary rate, without loss 
of seniority. 
 
11.7 Training 

(a) It is recognized that it is in the best interest of the Employer, the employees and the Credit Union 
membership that: 

(1) a skilled workforce is maintained through timely and adequate training that is necessary to 
perform current responsibilities; 

(2) developmental opportunities are made available in requisite skills, knowledge and 
experience areas which are not needed in an employee's present position but needed in potential 
future responsibilities or when replacing absent staff. 

(b) Such training may be in the form of in-service training, courses, seminars, demonstrations, 
conferences, refresher courses or on-the-job instruction as appropriate.  Leave required for such training 
shall be without loss of pay. 

(c) When new equipment or systems are introduced, the Employer shall arrange any orientation 
training considered necessary. 
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(d) When an employee completes a job-related course on her own time as approved in advance by the 
Employer, the Employer will reimburse one hundred percent (100%) of the cost of this course to the 
employee.  This reimbursement will be made as follows: 

(1) fifty percent (50%) upon registration; 
(2) fifty percent (50%) upon successful completion of the course. 

(e) When the Employer requests an employee to attend a Credit Union related course or courses, the 
Employer will pay one hundred percent (100%) of the cost upon registration.  

(f) Time spent attending a course the Employer has requested an employee to take shall be considered 
as time worked and shall be paid at the employee's normal daily rate of pay. 

(g) Where an employee is requested by the Employer to travel out of town to attend a course, all travel, 
meals and accommodation expenses shall be paid by the Employer, in accordance with provisions of 
Clause 23.6 and 23.7.  The Employer may direct the method of travel and the cost of such travel will be 
reimbursed by the Employer.  The employee may elect to receive an advance equal to the estimated costs 
of the travel, meals and accommodation.   

11.8 Notice of Resignation 

Employees are expected to provide the Employer with two (2) weeks' notice of intention to terminate in 
order to provide adequate time to obtain a replacement. 
 
 

ARTICLE 12 - LAYOFF AND RECALL 

12.1 Role of Seniority in Layoff 

Both Parties recognize that job security shall increase in proportion to length of service.  Therefore, in the 
event of layoff, employees shall be laid off by job classification in reverse order of service seniority 
within the seniority blocks listed below: 

Barriere Chase Clearwater Kamloops (all locations) 

It is mutually agreed by the Parties that, where operational changes or expansion in the Employer's 
enterprises result in a new area of operation, and where the Union has achieved certification under the 
Labour Code, the Parties shall meet to determine whether a new seniority block has been created or 
whether an extension to an existing seniority block has occurred.  If this issue and its affect on the 
application of other provisions in this Agreement cannot be mutually agreed upon, then the matters may 
proceed to arbitration pursuant to Article 8. 
 
12.2 Notice of Layoff 

Full-time employees and part-time employees who work twenty (20) or more hours per week shall be 
given two (2) weeks' notice of layoff or two (2) weeks' salary in lieu of notice. 
 
12.3 Retraining and Familiarization 

(a) In instances where the person to be laid off has five (5) or more years of service, but does not 
possess the qualifications to displace another less senior employee in the same salary range or lower, 
within her seniority block, then a thirty (30) workday period of familiarization/training shall be allowed in 
order for that person to demonstrate the ability to perform a job.   

(b) An employee who fails to demonstrate the ability to do the job within the familiarization period 
may then select from the options contained in Clause 12.4(a), with the exception of those options 
contained in Clauses 12.4(a)(2) and 12.4(a)(3). 
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12.4 Layoff Procedure 

So as to minimize the disruption on the bargaining unit and the Employer’s operations and prior to laying 
off any employee, the Parties agree to provide the following options to affected full-time and part-time 
employees.  Where options contained in (a)(6) or (a)(7) below are not the preference of the affected 
employee then all other options set out below shall be available to the employee in sequential order. 
 

(a) An employee affected by layoff who has five (5) or more years of service shall choose: 

(1) to fill a vacancy, at the same salary level, within her seniority block, for which she is 
qualified; or 

(2) to displace a less senior employee within her seniority block providing she is qualified to 
perform the job functions; or 

(3) retraining pursuant to Clause 12.3; or 

(4) to fill a vacancy, at the same or lower salary level, in another seniority block, for which she 
is qualified; or 

(5) to displace a less senior employee within another seniority block providing she is qualified 
to perform the job functions; or 

(6) to be placed on the recall list pursuant to Clause 12.6; or 

(7) to claim severance pay pursuant to Clause 12.7. 

(b) A full-time or part-time employee affected by layoff who has less than five (5) years of service may 
select from the options contained in Clauses 12.4(a)(1), 12.4(a)(2), 12.4(a)(6), and 12.4(a)(7). 

(c) Part-time employees will not be allowed to exercise their seniority to displace a full-time employee 
or to claim a full-time vacancy.  Part-time employees may exercise these displacement rights in relation to 
scheduled or unscheduled part-time work.  Full-time employees may exercise their seniority to displace 
employees or claim available work for which they are qualified that is full-time and/or part-time in nature, 
both scheduled and unscheduled. 

(d) The employee may request the assistance of a Steward at any time during this procedure. 

(e) The employee must convey her intent to the Human Resources Manager within two (2) workdays. 

(f) Where applicable, the Human Resources Manager will review the displacement option selected in 
conjunction with the manager of the proposed Branch into which the employee chooses to displace.  The 
Human Resources Manager and/or Branch Manager will respond to an employee's displacement option 
within three (3) workdays.  Approval will not be unreasonably withheld. 

(g) In accordance with Clause 12.4(c) and for the purposes of Clauses 12.4(a)(2) and (a)(5), the 
employee to be displaced will be the least senior employee in the same or lower classification in an 
alternate seniority block (the seniority block will be designated by the employee) or the employee to be 
displaced will be the least senior employee, in a lower classification for which the laid off employee is 
qualified, in her own seniority block.   

(h) This procedure must be completed within two (2) weeks. 

12.5 Seniority Retention and Salary Assignment 

(a) An employee who exercises her displacement rights to a position at the same job classification will 
retain her current salary and service time. 
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(b) Where an employee displaces into a position at a lower job classification the employee's salary shall 
be adjusted to the applicable rate in Appendix A for the job. 

12.6 Recall Rights 

(a) An employee with less than one (1) year of service who is laid off due to lack of work or 
redundancy may opt to be placed on a recall list for a period of six (6) months. 

(b) An employee with greater than one (1) year of service who is laid off due to lack of work or 
redundancy may opt to be placed on a recall list for a period of one (1) year. 

(c) An employee with greater than five (5) years of service who is laid off due to lack of work or 
redundancy may opt to be placed on a recall list for a period of eighteen (18) months. 

(d) Within a seniority block, employees on the recall list shall, in seniority order, be recalled to 
available work at their former status or a lesser status, in their former classification or a lower 
classification for which they are qualified. 

(e) For the purposes of this clause, “status” refers to an employee’s pre-layoff designation as a full-
time or part-time employee.  Where an employee on recall is contacted and declines an offer of work at 
her former status and classification level, within her former seniority block, she will be deemed to have 
resigned except where her inability to report for work is due to one of the circumstances described in 
Clause 13.7(d).  An employee deemed to have resigned pursuant to this clause shall be considered to have 
elected the provisions of Clause 12.6(i) and will receive her severance pay. 

(f) Notice of recall to an employee on the recall list shall be by telephone and, where no telephone 
contact is established, by Xpresspost or courier to the employee's last known address.  An employee on 
the recall list may be bypassed when the employee fails to respond to the notice within three (3) calendar 
days of receiving it.  A copy of the recall notice shall be provided to the Area Staff Representative. 

(g)  An employee bypassed under the foregoing conditions shall be kept on the recall list for her 
remaining recall period. 

(h) A laid-off employee shall have the right to elect unscheduled work assignments pursuant to 
Clause 12.8, in order of seniority and subject to being qualified to perform the work which is available.  
Where a laid-off employee elects such work, upon completion of such assignments, the notice 
requirements of Clause 12.2 shall not apply, however the employee shall re-establish her right to a further 
period of recall consistent with the provisions of Clauses 12.6(a), (b) or (c), as applicable, and remains 
eligible for further offers of work pursuant to Clause 12.6(d). 

(i) An employee laid off who chooses to be placed on the recall list may elect to terminate during the 
recall period and be paid her severance pay entitlement.  Upon expiration of recall rights an employee 
shall be paid her severance pay entitlement. 

12.7 Severance Pay 

(a) Severance pay shall be paid to full-time employees and part-time employees who are working a 
regular schedule and are laid off.  The amount of severance pay shall be one (1) week at the employee's 
current salary for each year of service to a maximum of ten (10) weeks.  The employee's years of service, 
not seniority, shall determine the employee's entitlement under the terms of this clause.  

(b) While an employee is on layoff status, her seniority date is maintained pursuant to the provisions of 
Clauses 10.1 and 10.2(b).  If she elects, during the recall period, to terminate, then for the purpose of 
calculating severance pay, the date of layoff will define the rate of pay. 

In the case of an employee who is laid off for more than ninety (90) calendar days, and if, during the 
recall period, the employee exercises her seniority to select unscheduled work, pursuant to 
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Clause 12.6(h), she shall re-establish her rights to a further recall period, however, for the purpose of 
calculating severance pay, the date of layoff will define the rate of pay. 

In such cases, if the employee is recalled to work other than such unscheduled work, then, for purposes 
of future severance pay, the initial layoff will have no bearing upon the calculation of such future 
entitlement. 

(c) Where employees opt for and receive severance pay in accordance with this Article they shall lose 
all seniority and cease to be an employee. 

12.8 Call-In for Unscheduled Part-Time Work 

(a) “Unscheduled part-time work” is work that is not "regularly scheduled hours or days on a 
continuous basis" and is intended to be work which is available due to the absence of employees on 
vacation, approved leave of absence including absence for reason of illness, and incidental assignments to 
carry out special projects and to address additional workloads during peak periods of business. 

(b) Part-time employees hired for the purpose of working unscheduled part-time work and laid off 
employees who elect to work unscheduled part-time work pursuant to Clause 12.6(h), shall be entitled to 
call-in for such work in the manner set out in Clause 13.7, in seniority order, and subject to being 
qualified to perform the work which is available. 

(c) The provisions of Clauses 12.2, 12.3, 12.4, 12.6 and 12.7 do not apply to part-time employees hired 
for the purpose of working unscheduled part-time work. 

 
 

ARTICLE 13 - HOURS OF WORK 

13.1 Standard Hours of Work 

The standard day shift shall consist of seven and one-half (7½) hours per day between the hours of 
8:00 a.m. and 9:00 p.m.  The standard workweek shall consist of thirty-five and one-half (35½) hours, 
Monday to Saturday according to each Branch schedule.  The standard day shift and standard workweek 
is not intended to be a guarantee of hours of work. 
 
13.2 Work Schedules 

(a) It is agreed that the determination of the starting time of the daily and weekly work schedules shall 
be made by the Employer, and such schedules may be changed by the Employer from time to time to suit 
varying conditions of business.  In the event of any changes in starting and quitting times of shifts, the 
Employer agrees to give at least fifteen (15) workdays' notice of any change to the Labour-Management 
Relations Committee. 

(b) It will not be the intent of the Employer to work employees six (6) consecutive days.  The Employer 
shall, for all employees, schedule two (2) consecutive days off, except that part-time employees shall be 
entitled to two (2) consecutive days off in a biweekly period, during which there shall be four (4) days off. 

13.3 Meal Period 

A one (1) hour lunch period will be provided and taken within the three (3) middle hours of a regular 
workday of more than six (6) hours worked; precise time to be arranged between the Employer and the 
employees. 
 
13.4 Rest Periods 

Two (2) relief periods per day of fifteen (15) minutes each, one (1) in the morning and one (1) in the 
afternoon, shall be provided without loss of pay.  Part-time employees will be entitled to the following:  
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(a) two (2) to four (4) hours worked – one (1) fifteen (15) minute rest period; 
(b) in excess of four and one-half (4½) hours worked – two (2) fifteen (15) minute rest periods. 

13.5 Split Shift 

No employee shall be scheduled to work a split shift. 
 
13.6 Additional Part-time Work 

(a) Part-time employees will, in seniority order, have the right of first refusal for additional part-time 
work opportunities for which they are qualified within their Branch. 

(b) If additional hours of relief work are required as a result of short-term vacancies of a duration of up 
to sixty (60) calendar days then such hours shall be offered in order of seniority to qualified employees 
within the seniority block. 

(c) Part-time employees may request to be dispatched to another Branch or office within her seniority 
block, or located in other seniority blocks, on her day(s) off, providing the employee does not work more 
than five (5) consecutive days. 

13.7 Contact Hours 

(a) It is the responsibility of the employee to ensure that the Employer has a current phone number and 
address for the purposes of offering work assignments.  Failure on the part of the employee to provide this 
information may result in the forfeiture of work opportunities.  Except in unexpected circumstances, 
employees will normally be called for work opportunities between the hours of 8:30 a.m. and 9:30 a.m. 

(b) Employees who are contacted and decline, or are unavailable during the hours of 8:30 a.m. to 
9:30 a.m., shall be considered as having declined a work opportunity, except as provided in 
Clause 3.7(c), (d) and (f) below.  Employees who decline three (3) work opportunities in a calendar 
quarter will be considered as having terminated their employment relationship. 

(c) Where the Employer is unable to contact employees outside of the scheduled periods it will not 
count such unavailability for purposes of Clause 13.7(b). 

(d) Employees who are unavailable in the following circumstances, and who call in to the appropriate 
designate at the times determined by the Employer, will not have the decline or unavailability count as an 
occurrence for purposes of Clause 13.7(b): 

(1) absence on a WCB claim; 

(2) maternity leave; parental or adoption leave; 

(3) absence on bereavement leave; 

(4) illness; proof of illness may be required if the absence is greater than five (5) days or where 
it appears a pattern of consistent or frequent absence is developing; 

(5) illness of, or inability to obtain child care for, a dependent child where no one other than the 
employee can care for the child.  Proof of illness or inability to obtain child care may be required if 
a pattern of consistent absence is developing; 

(6) Union leave; 

(7) jury duty; 

(8) medical or dental appointments; 

(9) approved leave under Clause 13.7(f). 
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(e) Where the Employer is unable to contact employees during the scheduled time periods established 
in (a) above, they are considered to have been unavailable for work for purposes of Clause 13.7(b) above 
and in the event of the second occurrence the Employer shall advise the Steward for the Administration 
Department.   

(f)  
(1) Employees, with the agreement of the Employer, may specify days and/or times of 
availability.  Such agreed to days and/or times and any agreed to alterations thereto, shall be in 
writing and include the days and/or times, and effective date. 

(2) Should an employee wish to revert from having specified days and/or times of availability 
to full availability, the employee may do so by providing the Employer with ten (10) days' written 
notice. 

(3) Employees hired specifically to do summer vacation relief are excluded from the provisions 
of Clause 13.7(f)(1) above. 

(g) The Bargaining Unit Chairperson shall be provided with a copy of the biweekly spreadsheet created 
in Administration for the purposes of tracking unscheduled work hour assignments. 

 
 

ARTICLE 14 - OVERTIME 

14.1 Authorization of Overtime 

All overtime work must be authorized by the employee's immediate Manager.   

14.2 Definitions 

(a) "Overtime" - means work performed by a full-time employee in excess or outside of her regularly-
scheduled hours of work. 

(b) "Straight-time rate" - means the hourly rate of remuneration. 

(c) "Time and one-half" - means one and one-half (1½) times the straight-time rate. 

(d) "Double-time" - means twice the straight-time rate. 

14.3 Overtime Compensation 

(a) All time worked in excess of the standard day shift shall be paid for at time and one-half  (1½) the 
employee's straight-time hourly rate for the first two (2) hours and two (2) times the straight-time hourly 
rate thereafter. 

(b) Time worked by an employee on the employee's scheduled day off shall be paid at time and one-
half (1½) the employee's straight-time hourly rate for the first two (2) hours, and two (2) times the 
straight-time hourly rate thereafter. 

(c) Time worked on a Sunday shall be paid for at two (2) times the employee's straight-time hourly 
rate. 

(d) Time worked on a holiday provided for in Article 15, or a day in lieu of such holiday shall be paid 
for at two (2) times the employee's straight-time rate plus one (1) day's regular wages. 

14.4 Overtime Meal Allowance 

An employee who works overtime beyond a regular shift shall be given the option of a suitable, 
wholesome hot meal supplied by the Employer or payment of one-third (1/3) of the daily meal allowance 
per Clause 23.6(c), and a one (1) hour paid meal period in which to eat the meal at her straight-time 
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hourly rate of pay, provided the overtime is in excess of two (2) hours’ work.  The meal period may be 
taken before, during, or after the overtime work, as may be mutually agreed. 

14.5 Right to Refuse Overtime 

Employees may decline overtime on a seniority basis providing there are other qualified employees 
available to perform the work.  In such cases, the junior employees cannot decline to work overtime. 

14.6 Callout Provisions 

An employee called back to work after having completed a regular day's work, or from a regular day off, 
or from vacation, shall be paid at the applicable overtime premium specified in this Article for a minimum 
of three (3) hours or for actual time worked, whichever is greater.  Travel time to and from the employee's 
residence will be considered as time worked. 

14.7 Pyramiding 

There shall be no pyramiding or compounding of premiums. 

14.8 Overtime Payment 

Overtime shall be compensated in cash. 
 
 

ARTICLE 15 - PAID HOLIDAYS 

15.1 Paid Holidays 

The Employer agrees to provide all full-time and part-time employees scheduled to work twenty (20) or 
more hours per week on a regular basis with the following statutory holidays, without loss of regular pay: 
 

New Year's Day 
Good Friday 
Easter Monday 
Queen's Birthday 

Canada Day 
British Columbia Day 
Labour Day 
Thanksgiving Day 

Remembrance Day 
Christmas Day 
Boxing Day 

and any other day that may be stated a legal holiday by the federal, provincial and/or civic governments.  
In addition to the statutory holidays set out above, all full-time employees who have completed one (1) 
year of service shall be granted one (1) additional paid holiday each year to be scheduled in accordance 
with Clause 16.6(c). 
 
15.2 Holidays Falling on a Day of Rest 

(a) Should one of the statutory holidays fall on an employee's normal day(s) off, the employee shall 
receive an additional day(s) off, with pay, to be taken adjacent to the employee's normal days off or at a 
time mutually agreed between the employee and the Employer, but not longer than ninety (90) calendar 
days following the date the holiday occurred. 

(b) When a statutory holiday falls on a Monday, and employee(s) are not scheduled to work on that 
Monday, the employee(s) shall not be required to work on the preceding Saturday in lieu of the statutory 
holiday which falls on that Monday.  Where the Employer plans a change in hours of operation which 
may impact upon this provision it shall refer the matter to the Labour-Management Relations Committee 
for a mutual determination on how the change will be implemented. 

15.3 Holiday Coinciding With a Day of Vacation 

In the event any of the holidays in Clause 15.1 occur during the period of an employee's vacation, an 
additional full day's vacation with pay shall be allowed for each holiday so occurring to be taken 
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concurrent with that period of vacation or such other mutually agreed upon time.  This is to be scheduled 
in accordance with Clause 16.6(c). 
 
15.4 Conversion of Hours 

(a) Lieu Days:  Where an employee is granted a lieu day pursuant to Article 15, the time off granted 
will be seven and one-half (7½) hours per lieu day for a full-time employee and prorated for a part-time 
employee. 

(b) Designated Paid Holidays:  Where an employee is granted a designated paid holiday pursuant to 
Article 15, the time off granted will be seven and one-half (7½) hours per designated paid holiday for a 
full-time employee and prorated for a part-time employee. 

 
 

ARTICLE 16 - ANNUAL VACATION 

16.1 Definition of Terms 

For the purpose of this Article, the "calendar year" shall mean the twelve (12) month period from 
January 1st to December 31st inclusive. 
 
16.2 Vacation Schedule for First Incomplete Year 

Each employee shall receive during the first incomplete year (first calendar year) of service five-
sixths (5/6) of a workday's credit for each month worked prior to December 31st with the right to take 
days in one (1) week blocks as they are accumulated. 
 
16.3 Annual Vacation Entitlement 

All full-time employees shall be entitled to an annual vacation as set out below: 
 

(a) Each employee in her second calendar year of service shall receive two (2) weeks' paid vacation.  
Pay for such vacation shall be at the employee's current salary or four percent (4%) of gross earnings for 
the period in which vacation was earned, whichever is greater. 

(b) Each employee in her third and fourth calendar year of service shall receive three (3) weeks' paid 
vacation.  Pay for such vacation shall be at the employee's current salary or six percent (6%) of gross 
earnings for the period in which vacation was earned, whichever is greater. 

(c) Each employee in her fifth to ninth calendar year of service shall receive four (4) weeks' paid 
vacation.  Pay for such vacation shall be at the employee's current salary or eight percent (8%) of gross 
earnings for the period in which vacation was earned, whichever is greater. 

(d) Each employee in her tenth to nineteenth calendar year of service shall receive five (5) weeks' paid 
vacation.  Pay for such vacation shall be at the employee's current salary or ten percent (10%) of gross 
earnings for the period in which vacation was earned, whichever is greater. 

(e) Effective January 1, 2001, each employee in her twentieth calendar year of service and thereafter 
shall receive six (6) weeks’ paid vacation.  Pay for such vacation shall be at the employee’s current salary 
or twelve percent (12%) of gross earnings for the period in which vacation was earned, whichever is 
greater. 

(f) Each employee in her fifteenth calendar year of service shall, in addition to regular vacation, receive 
on a one-time basis only, an additional five (5) weeks with full pay.  Such vacation is to be taken within 
two (2) years of being eligible. 
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The employee's years of service, not seniority, shall determine the employee's entitlement under the 
terms of this Article. 
 

16.4 Winter Vacation Bonus 

For the calendar year 2000 an additional twenty percent (20%) vacation time will be granted if an 
employee elects to take her vacation period during the period November 15th through to December 20th or 
during the period January 10th through March 15th.  Such vacation must be scheduled in no less than 
one (1) week blocks.  Winter vacation bonus must be taken at the time of vacation. 
 
Effective January 1, 2001 an additional twenty percent (20%) vacation time will be granted if an 
employee elects to take her vacation period during the period beginning at the start of the third full week 
of October to and including the end of the first full week of December or during the period beginning at 
the start of the second full week of January to and including the end of the second full week of March.  
Such vacation must be scheduled in no less than one (1) week blocks.  Winter vacation bonus must be taken 
at the time of vacation. 
 
16.5 Part-time Employee Vacation Entitlement 

(a) A part-time employee who works twenty (20) or more hours per week, and an employee working 
on an approved job-share basis, shall receive the same number of calendar weeks of vacation as a full-
time employee in the same calendar year of service.  Vacation pay shall be at the appropriate percentage 
of gross earnings indicated above. 

(b) A part-time employee who works less than twenty (20) hours per week shall receive additional 
compensation equal to the appropriate percentage of her hourly rate (commensurate with the employee's 
years of service) as set out in Clause 16.3 above.  This amount shall be paid out on each paycheque in lieu 
of paid vacation leave. 

16.6 Vacation Scheduling 

Other than in the first incomplete calendar year, as of January 1st, each employee shall have one (1) full 
calendar year's entitlement available to her to take any time within that calendar year.  Senior employees 
shall be given preference in the selection of vacation periods.  Employees who wish to take their vacation 
in two (2) periods instead of one (1) unbroken period may do so subject to the following: 
 

(a) The periods are a minimum of one (1) full week or multiples of a full week.  For the purposes of 
this clause, a week is considered to be the normal business week in operation at the Branch or office. 

(b) Employees shall select their vacation periods in order of seniority as defined in this Agreement.  
However, only one (1) vacation period shall be selected by seniority until all employees in the signing 
group have had the opportunity to select one (1) vacation period.  Subsequently, those employees who 
have chosen to take their vacations in two (2) separate periods shall select the second period in order of 
seniority. 

(c) The Employer will post a vacation schedule by January 1st of each year and the employees shall 
select all their vacation periods, including their floating holiday described in Clause 15.1, by 
February 28th.  All vacations so selected by this time shall be confirmed by March 15th.  It is agreed that 
bargaining unit vacation requests shall not be denied or displaced by requests from excluded staff 
members.  This clause shall not be so construed to imply that vacation not selected by February 28th is to 
be disallowed, however, such time shall be scheduled subject to operational requirements. 

(d) All employees with scheduled vacation leave pursuant to Clause 16.6 may, throughout the calendar 
year, seek to modify one (1) block of five (5) vacation days, on a day-for-day basis, to accommodate 
unanticipated leave requirements that may arise in advance of the scheduled vacation.  Requests for such 
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modification will be submitted pursuant to the provisions of Clause 18.6 and reviewed and 
approved/denied accordingly. 

(e) It is understood that such requests will not normally accommodate leave requests during the prime 
time vacation period or be approved to provide additional leave contiguous with a block of vacation 
already approved for the individual making the request. 

16.7 Vacation During Peak Work Periods 

For the calendar year 2000, subject to the provisions of this Article, it is the intent of the Parties that no 
employee shall be restricted in the time of year she chooses to take her vacation entitlement.  However, 
during the "peak work periods" defined as December 15th to January 5th and February 6th to March 7th, no 
more than two (2) employees per Branch shall normally be granted vacation time at any one time.  At all 
other times during the year no more than forty percent (40%) of the staff shall be permitted to schedule 
vacation leave at one (1) time per Branch, with the understanding that no more than one (1) Loan 
Interviewer/Officer shall be permitted to be away at any one (1) time.   
 
Effective January 1, 2001, subject to the provisions of this Article, it is the intent of the Parties that no 
employee shall be restricted in the time of year she chooses to take her vacation entitlement.  However, 
during the "peak work periods", defined as the beginning of the second full week of December to and 
including the end of the first full week of January, and the beginning of the first full week of February to 
and including the end of the first full week of March, no more than two (2) employees per Branch shall 
normally be granted vacation time at any one (1) time.  At all other times during the year no more than 
forty percent (40%) of the staff shall be permitted to schedule vacation leave at one (1) time per Branch, 
with the understanding that no more than one (1) Loan Interviewer/Officer shall be permitted to be away 
at any one (1) time. 
 
16.8 Vacation Pay 

When a scheduled payday occurs within an employee's vacation period, the employee may request 
advance payment of her salary.  Such advances shall be made on the last workday prior to the start of the 
vacation period. 
 
16.9 Displaced Vacation 

When during any period of vacation, an employee qualified for a leave of absence without loss of regular 
salary, as provided for in the present collective agreement, or becomes seriously ill and requires 
hospitalization, or is under a doctor's care, the period of vacation so displaced shall be rescheduled to a 
date agreed to by the employee and the Employer. 
 
16.10 Termination 

(a) An employee terminating her employment shall receive her vacation entitlement less any actual 
vacation time taken, other than in the case of retirement in accordance with the provisions of Clause 23.8. 

(b) Where the employee has taken more vacation time than her actual entitlement to date of resignation, 
the Employer may recover the amount overpaid from the employee's final paycheque. 

16.11 Vacation Credits Upon Death 

Earned but unused vacation entitlement shall be made payable, upon termination due to death, to the 
employee's dependant or, where there is no dependant, to the employee's estate. 
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ARTICLE 17 - ILLNESS AND INJURY 

17.1 Salary Continuation 

(a) The Employer agrees that, where illness or injury prevents attendance at work, an employee who 
works twenty (20) or more hours per week will maintain her basic pay or in accordance with the terms of 
this Article. 

(b) In each instance of illness or injury the Employer will continue to pay an eligible employee for up 
to ten (10) workdays or until Short-Term Disability Benefits are triggered, whichever occurs first.  
Further, where Short-Term Disability Benefits are triggered, the Employer shall enhance the salary 
insurance benefits to ninety percent (90%) of basic salary in the following manner: 

(1) for a period of eighty (80) workdays in the case of a full-time employee or until Short-Term 
Disability Benefits cease or until Long-Term Disability Benefits are triggered, whichever occurs 
first; 

(2) for a period of forty (40) workdays in the case of an eligible part-time employee or until 
Short-Term Disability Benefits cease or until Long-Term Disability Benefits are triggered, 
whichever occurs first. 

17.2 Joint Review 

The Parties to this Agreement recognize the responsible manner in which sick leave provisions have been 
historically utilized by the bargaining unit and the Parties agree to cooperate in attempting to ensure the 
preservation of the benefits described in Clause 17.1.  To this end, the Labour-Management Relations 
Committee shall monitor the use of these benefit provisions and make recommendations it deems 
appropriate on such matters as benefit carriers, wellness initiatives, and the like, to the bargaining 
principals.   
 
17.3 Illness of a Child 

In the case of a sudden illness of a child where the employee is the only person in the home capable of 
dealing with emergency, paid leave pursuant to this Article may be used by the employee to care for the 
child. 
 
17.4 Short-Term Disability 

Short-Term Disability Benefits are payable pursuant to the terms established in section (f) of Letter of 
Understanding 1 regarding Welfare Benefit Schemes. 
 
17.5 Long-Term Disability 

(a) Long-Term Disability Benefits are payable pursuant to section (g) of Letter of Understanding 1 
regarding Welfare Benefit Schemes. 

(b)  An employee in receipt of Long-Term Disability Benefits shall be considered an employee for the 
purposes of all health and welfare benefit plans.   

(c) Such employees shall retain seniority rights in the same manner as if they were not absent for all 
purposes including, but not limited to, the determination of their vacation year.  Where employees return 
to work following an absence on Long-Term Disability they shall have all rights under the Collective 
Agreement; however, payment for vacation leave scheduled in that year will be based on a percentage of 
salary earned since date of return and, where applicable, previous vacation leave earned but not taken in 
advance of their absence on leave. 
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ARTICLE 18 - LEAVES OF ABSENCE 

18.1 Bereavement Leave 

(a) In the case of bereavement in the immediate family, an employee not on leave of absence without 
pay shall be entitled to special leave, at her regular rate of pay, for up to five (5) workdays.  Part-time 
employees shall be granted the leave, with pay, provided they are scheduled to work those days. 

(b) "Immediate family" is defined as the employee's spouse, including a common-law spouse, mother, 
father, son, daughter, foster child, step child, sister, brother, mother-in-law, father-in-law, step parents, 
grandparents and grandchildren. 

(c) For the purpose of this clause, "common-law spouse" means a person of the same or opposite sex 
who has been publicly represented as the spouse of an employee and who has cohabited with the 
employee for a period of not less than one (1) year. 

(d) Where established ethno cultural or religious practices provide for ceremonial occasions, other than 
the bereavement period in (a) above, the balance of the bereavement leave as provided in (a) above, if 
any, may be taken at the time of the ceremonial occasion within a one (1) year period. 

18.2 Illness in Family Leave 

(a) In cases of illness, serious enough to reasonably believe that a member of the immediate family 
may not survive, an employee shall be granted up to one (1) day leave with pay to visit the place of 
residence of the immediate family member.  Immediate family shall be as set out in Clause 18.1(b) of this 
Agreement. 

(b) Employees may be granted up to two (2) additional days' paid leave if travel is required to visit the 
place of residence. 

18.3 Full-time Union or Public Duties 

The Employer shall grant, on written request, leave of absence without pay to two (2) employees in the 
bargaining unit at any given time: 
 

(a) for employees to seek election in a Municipal, Provincial, or Federal election, for a maximum 
period of ninety (90) days; 

(b) for employees selected for a full-time position with the Union or any body to which the Union is 
affiliated for a period of one (1) year; 

(c) for employees elected to a full-time federal, provincial, or municipal office for a maximum period 
of five (5) years; 

(d) for an employee elected to the position of President or Secretary-Treasurer of the B.C. Government 
and Service Employees' Union, the leave shall be for a period of two (2) years and shall be renewed upon 
request. 

(e) seniority shall be maintained while on such leave and no benefit entitlements shall accrue while on 
such leave. 

18.4 Medical and Dental Care Leave 

(a) In instances where an employee is required to attend a medical or dental appointment or receive 
specialized medical or dental care, such appointments shall be scheduled, where possible, on the 
employee’s days of rest or outside of normal work hours.  Where an employee must attend a medical or 
dental appointment during working hours, every effort must first be made to obtain such appointments or 
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care within the surrounding community.  An absence of up to two (2) hours from the workplace will be 
paid.  An employee attending such appointments outside the surrounding community during working 
hours is expected to report to work, provided at least one (1) hour of her normal shift can be worked prior 
to departure.  If medically able, employees shall return to work within a reasonable period of time.  They 
shall not be required to report if less than two (2) hours of their normal shift remain to be worked. 

(b) In instances where medical or dental services are not available within the City of Kamloops, such 
care and treatment shall be scheduled, where possible, on the employee's days of rest, or outside of normal 
work hours.  Where such care and treatment must take place during work hours, with prior approval, 
employees shall be allowed the necessary time, including travel and treatment time, up to a maximum of 
three (3) days’ paid leave per year to receive medical and dental care at the nearest medical centre for the 
employee, her spouse, dependent child and a dependent parent permanently residing in the employee's 
household or with whom the employee permanently resides.  Where additional leave is required, the 
matter will be referred to the Labour-Management Relations Committee.  

(c) In instances where an immediate family member who permanently resides in an employee's 
household, or with whom the employee permanently resides, is required to have surgery or medical 
attention which requires supervision or assistance, and when no other immediate family member is 
available to provide that supervision or assistance, then the employee shall be entitled to up to one (1) 
day's paid leave per year for this purpose. 

18.5 Jury Duty 

(a) The Employer shall grant paid leave to employees, other than employees on leave without pay, who 
serve as juror or witnesses in a court action, provided such court action is not occasioned by the 
employee's private affairs.  An employee in receipt of her regular earnings while serving at court shall 
remit to the Employer all monies paid to her by the court, except travelling and meal allowances not 
reimbursed by the Employer. 

(b) Employees shall return to work within a reasonable period of time.  They shall not be required to 
report if less than two (2) hours of their normal shift remain to be worked. 

(c) Total hours on jury duty and the actual hours worked on the job in the office in one (1) day shall not 
exceed normal working hours for purposes of establishing the basic workday. 

(d) After having completed jury duty, any time worked in the office in excess of the combined total of 
seven and one-half (7½) hours shall be considered overtime and paid as such. 

18.6 General Leave 

(a) Where the requirements of the Employer's operation will permit, the Employer may grant a leave of 
absence without pay for a period of up to thirty (30) days for legitimate personal reasons on advance 
written request from the employee.  Such advance written request shall be waived in the case of 
emergencies.  Permission for such leaves will be at the Employer's discretion and will not be unreasonably 
withheld. 

(b) The definition of "advance written notice" is that the employee shall submit the reasons for such 
request to the Employer a minimum of ten (10) workdays prior to the commencement date of the 
requested leave. 

(c) The Employer shall inform the employee in writing that the requested leave is approved or 
disapproved a minimum of five (5) workdays prior to the commencement date of such leave. 

(d) The leave of absence shall not be charged against other paid leave entitlements or annual vacation. 
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18.7 Other Religious Observances 

(a) Employees who are members of non-Christian religions are entitled to up to two (2) days' leave 
without pay per calendar year to observe spiritual or holy days.  Such leave shall not be unreasonably 
withheld. 

(b) A minimum of two (2) weeks' notice is required for leave under this provision.  Where two (2) 
weeks' notice is not possible due to the unpredictable nature of the spiritual or holy days, then as much 
notice as possible shall be provided. 

18.8 Abandonment of Position 

An employee shall be deemed to have terminated her employment where she fails to return from an 
authorized leave of absence without reasonable cause. 
 
 

ARTICLE 19 - MATERNITY, ADOPTION AND PARENTAL LEAVE 

19.1 Maternity Leave 

Leave of absence without pay in the case of pregnancy shall be granted in accordance with Part 6 of the 
Employment Standards Act (SBC 1995) or any amendment to the Act.  All maternity leave of absence 
requests shall be in writing and show the last day to be worked, the expected date of birth and the 
expected date of return to work. 
 
19.2 Seniority Rights and Benefits Entitlements 

In accordance with the Employment Standards Act, the services of an employee who is absent from work 
in accordance with this Article shall be considered continuous for the purposes of vacation entitlement 
and pension, medical, extended health, dental, group life, short-term disability and long-term disability 
benefit plans, and the Employer shall continue to make payment to the plans in the same manner as if the 
employee were not absent where: 

(a) the Employer pays the total cost of the plan; or 

(b) the employee elects to continue to pay her share of the cost of a plan that is paid for jointly by the 
Employer and employee. 

Vacation earned pursuant to this clause may only be carried over by mutual agreement to the following 
calendar year. 
 
19.3 Disability and Illness Claims 

(a) An employee, not on leave of absence, who becomes ill or disabled while pregnant shall not have 
her eligibility to benefits, pursuant to Clause 17.1, affected by virtue of her pregnancy. 

(b) Where an illness or injury occurs during a period of approved maternity leave, parental leave or 
adoption leave, which prevents the employee from returning on the scheduled date of return, the 
provisions of Clause 17.1 will be effective from the scheduled date of return to work. 

19.4 Extension of Maternity Leave 

In instances where an employee ineligible for benefits, pursuant to Clause 17.1, is unable, due to illness or 
disability, to return to work upon expiration of maternity leave, then, on written request of the employee 
and with a medical certificate, leave will be extended in such circumstances. 
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19.5 Parental or Adoption Benefits 

Where an employee qualifies for parental or adoption benefits pursuant to the Employment Insurance Act 
or Part 6 of the Employment Standards Act (SBC 1995), such an employee shall be granted, upon request, 
up to twelve (12) weeks of approved leave of absence without pay, which may be scheduled in addition to 
that period to which the employee may be entitled pursuant to Clause 19.1 above. 
 
 

ARTICLE 20 - OCCUPATIONAL SAFETY AND HEALTH 

20.1 Statutory Compliance 

The Union and the Employer agree to cooperate fully in matters pertaining to the prevention of accidents 
and occupational disease and in the promotion of the health and safety of all employees.  There shall be 
full compliance with all applicable statutes and regulations pertaining to the working environment.  
 
20.2 Joint Occupational Safety and Health Committees 

The Parties agree that the intent of this Agreement is to ensure that all employees shall have the maximum 
possible access to the Occupational Safety and Health Committee structure.  Occupational Safety and 
Health Committees will be comprised of an equal number of Employer and Union representatives and 
will be established and operated as outlined below: 
 

(a) Union representatives shall be employees at the workplace appointed by the Union, and Employer 
representatives shall be appointed by the Employer.  Employees who are representatives of the Committee 
shall not suffer any loss of basic pay for the time spent attending a Committee meeting, job site inspection 
or accident investigation in accordance with WCB Regulations. 

(b) Each Branch shall initiate and maintain an Occupational Safety and Health Committee or, where 
Branch work force numbers are less than the minimum requirements established by statutory regulation, 
Occupational Safety and Health Committees may be established to encompass more than one Branch or 
Department.  Branch combinations may be mutually agreed at the local level.   

(c) The Committees will function in accordance with the regulations made pursuant to the Workers' 
Compensation Act, and will participate in developing a program to reduce risk of occupational injury and 
illness.  

(d) All minutes of the meetings of the Committees shall be recorded on a mutually agreed to form and 
shall be sent to the Union, the Manager of Human Resources and the Workers' Compensation Board. 

(e) Committee meetings shall be scheduled during normal working hours whenever practicable.  Time 
spent by designated Committee members attending meetings held on their days of rest or outside their 
regularly-scheduled hours of work shall not be considered time worked, but such Committee members 
shall receive equivalent time off at straight-time. 

(f) Worksite inspections or accident investigations shall be scheduled during normal working hours 
whenever practicable.  When no Union-designated Committee member is available, time spent by 
employees attending to this business on their days of rest or outside their regularly-scheduled hours of 
work shall not be considered time worked but such employees shall receive equivalent time off at straight-
time. 

20.3 Video Display Terminals 

In the event that an employee who operates a VDT becomes pregnant the following provisions shall apply 
until mutually amended by the Labour-Management Relations Committee: 
 



BCGEU and Thompson Valley Savings Credit Union – Fourth CBA (2003/02/28) Page 31 

  

(a) In instances where a pregnant employee indicates a concern about working on video display 
equipment, the employer will attempt to reassign that employee to work which does not involve exposure 
to video display terminals.  The reassignment of duties will be arranged between the Manager and 
employee.  It is understood that such reassignment may be on a full-time basis or for portions of the 
workday or workweek.  The employee's schedule will be signed by the employee and Manager, with 
copies forwarded to the Manager of Human Resources and the Steward. 

(b) Where it is not practical to reassign the concerned employee, the employee may elect to take an 
unpaid leave of absence.  Such leave shall not jeopardize the employee's continued employment; however, 
during such leave seniority will be maintained but fringe benefits will not be payable by the Employer.  
Nothing in this clause will be construed as denying a pregnant employee all rights and privileges provided 
in Article 19 (Maternity Leave) of this Agreement.  The employee shall request such leave in writing and 
such leave will be uninterrupted. 

(c) Pregnant employees concerned about exposure to video display terminals may request the 
Employer to provide a protective "apron" which can be worn while working on the terminal. 

The Parties agree that the Labour-Management Relations Committee shall investigate concerns regarding 
video display terminals on an ongoing basis and may seek the assistance of knowledgeable individuals 
concerning exposure to video display terminals.  The Parties further agree that each Occupational Safety 
and Health Committee shall be provided with two (2) copies of "How to Make Your Computer Work 
Station Fit You". 
 
20.4 Safety and Health Hazards 

(a) The Parties agree that, in compliance with statutory requirements, workplace inspections shall be 
conducted with each respective Manager, or her designated representative, and a Union-designated 
Committee member.  Minutes will be kept of the inspection meeting, a copy of which will be forwarded 
to the Manager of Human Resources.  Employee concerns may be referred to any member of the local 
Occupational Health and Safety Committee for inclusion at the meeting.  Upon request the minutes of the 
inspection meetings shall be forwarded to the Labour-Management Relations Committee for review. 

(b) The inspection as outlined in Clause 20.4(a) will include an investigation of the following specific 
areas of concern: 

(1) tripping hazards - multiple electrical cords; telephone cords; loose stair risers; frayed 
carpets; 

(2) building (facility) safety - exposed electrical wiring; open floor vents; loose cupboard 
doors; electrical outlets; 

(3) equipment - testing of microwave ovens, safety procedures followed for use of paper 
shredder, electrical cords and plugs; 

(4) ventilation - proper ventilation for photocopier; clean air and fresh air ventilation through 
buildings; 

(5) lighting - ensure work areas have sufficient illumination; 

(6) cleanliness - ensure proper sanitation procedures carried out by janitorial contractor. 

(c) Employees who encounter safety and/or health problems related to the work environment shall 
report these to their supervisor.  The supervisor, if unable to deal with the problem personally, shall refer 
the matter to the Manager.  Matters of other than routine importance shall be referred to the Manager of 
Human Resources and the Branch Occupational Safety and Health Committee. 
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20.5 Injury Pay 

An employee who is injured on the job during working hours and who is required to leave for treatment 
or sent home for such injury shall receive payment for the remainder of her shift. 
 
20.6 Unsafe Work 

No employee shall be disciplined for refusal to work on an assignment which, in the opinion of: 
 

(a) a member of the Occupational Safety and Health Committee, or  
(b) a person designated by an Occupational Safety and Health Committee, or 
(c) a steward at a worksite where there is no Occupational Safety and Health Committee, 

after an on-site inspection and following discussion with a representative of the Employer, does not meet 
the standards established pursuant to the Workers' Compensation Act.  Where an employee acts in 
compliance with Section 3.24 of the Workers' Compensation Board Industrial Health and Safety 
Regulations, she shall not be subject to disciplinary action. 
 
20.7 Employee Working Alone 

(a) The Occupational Safety and Health Committee shall develop a written procedure for checking the 
well-being of a worker assigned to work alone and where the employee may not be able to secure 
assistance in the event of misfortune or injury. 

(b) The procedure for checking a worker's well-being must include the time interval between checks 
and the procedure to follow in case the employee cannot be contacted, including provisions for emergency 
response. 

20.8 Workplace Violence 

(a) It is recognized that at certain worksites or in certain work situations employees may be at risk of 
physical violence or verbal abuse from clients, or the public.   

(b) Where such potential exists: 

(1) employees at those worksites or in those work situations shall receive training in the 
recognition and management of such incidents; 

(2) applicable physical and procedural measures to protect employees shall be implemented. 

(c) The Occupational Safety and Health Committee shall be consulted regarding the curriculum of 
training and the applicable physical and procedural measures referred to in (b) above. 

(d) Employees shall be informed concerning the potential for physical violence or verbal abuse from a 
client, or another member of the public, subject to statutory limitation. 

(e) Immediate critical incident stress debriefing and post-traumatic counselling shall be made available 
for employees who have suffered as a result of violence.  Leave required to attend such debriefing or 
counselling sessions will be without loss of pay. 

20.9 Investigation of Accidents 

(a) Pursuant to Section 3.9 of the Workers' Compensation Board Industrial Health and Safety 
Regulations, all accidents shall be investigated jointly by at least one (1) Health and Safety Committee 
representative designated by the BCGEU and one (1) management representative. 

(b) Reports shall be submitted on an Accident Investigation Form, which may be amended by mutual 
agreement, and copies sent to: 
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(1) the Workers' Compensation Board; 
(2) the Occupational Safety and Health Committee; 
(3) the Employer's designate(s). 

Nothing in this clause restricts the right of the Employer to require the management representative in (a) 
above, if a member of the bargaining unit, to complete other reports related to the accident under 
investigation. 
 
20.10 Occupational Safety and Health Courses 

(a) The Manager of Human Resources shall schedule a training program for Occupational Safety and 
Health Committee members dealing with the objectives and duties of Occupational Safety and Health 
Committees. 

(b) The program shall, at a minimum, reflect the requirements and standards for a safety and health 
program recommended by the Workers' Compensation Board. 

(c) Union Safety Committee members attending the training will be on leave of absence without loss of 
basic pay (including necessary travel time), and shall be reimbursed for expenses by the Employer.  

 
 

ARTICLE 21 - TECHNOLOGICAL CHANGE AND SEVERANCE PAY 

21.1 Notice of Technological Change 

The Employer will provide the Union with as much notice as possible of intention to introduce 
automation, equipment or changes in administrative procedures which might result in the reduction of 
personnel and/or changes in job duties sufficient to change the classification of positions. 
 
21.2 Implementation Procedures for Technological Change 

(a) The Union representatives on the Labour-Management Relations Committee will receive written 
notice at least two (2) months prior to the proposed change.  The written notice will provide the following 
information: 

(1) the nature of the change(s); 
(2) the anticipated date(s) on which the Employer plans to effect change(s); 
(3) the location(s) and number(s) of employees likely to be directly affected. 

(b) Thorough consultation with the Union will precede any such change with a view to minimizing the 
disruption to the bargaining unit; 

(c) In the event that new positions are created as a result of the technological change, then salaries shall 
be negotiated by the Parties and failing agreement on salaries, that matter may be referred to arbitration; 

(d) The Labour-Management Relations Committee shall, on request, meet with the individual 
employees affected by such introduction to review possible options available to the affected employees. 

21.3 Retraining and Reorganization 

An employee becoming redundant due to new equipment and procedures can, based on the employee's 
seniority, be entitled to claim the right to be trained for any new positions that might be created by such 
introduction.  The Employer shall provide such retraining at no cost and without loss of pay to the 
affected employee.  The retraining period shall be in accordance with Clause 12.3. 
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21.4 Layoffs from Reduction in Work 

(a) All employees designated for layoff as a result of such introduction shall also have the right to 
select from the options contained in Clause 12.4. 

(b) An employee laid off by such introduction who opts to be placed on the recall list shall be offered 
positions with the Employer, in accordance with Clause 12.6, should vacancies arise within the same- or 
lower-paid classifications. 

(c) An employee who chooses to be laid off and placed on the recall list may elect to terminate during 
the recall period and be paid her severance pay as provided in Clause 12.7 at time of termination or 
expiration of recall. 

21.5 Salary Protection 

A full-time employee directly affected by technological change, who displaces into a lower-paid 
classification, shall be paid at the rate of pay established in Appendix A for the job but shall, in addition, 
receive a lump sum payment in the amount of the difference between her former rate of pay and the lower 
rate for a projected twelve (12) month period [i.e., eighteen hundred and forty-six (1846) hours]. 
 
 

ARTICLE 22 - HEALTH AND WELFARE 

22.1 Benefit Plans 

(a) All full-time employees shall become eligible for coverage under the Employer's benefit plans as 
described in Letter of Understanding 1. 

(b) It is agreed that in the event the level of benefit changes, the Labour-Management Relations 
Committee shall be consulted and publish an updated Letter of Understanding. 

(c) The full premium on the following plans will be paid by the Employer:  Medical, Extended Health 
Care, Group Life Insurance, Accidental Death, Salary Insurance, Dental Plan. 

(d) For those part-time employees who are scheduled to work twenty (20) hours or more per 
workweek, the Employer agrees to pay the premium costs of those benefits specified in Clause 22.1(c). 

(e) Effective January 1, 2001, for those part-time employees who are scheduled to work less than 
twenty (20) hours per workweek, or who do not work a regular schedule, and who elect to have coverage 
under the Medical Services Plan, upon resident eligibility (three months in B.C.), the Employer agrees to 
pay fifty percent (50%) of the premium cost for single, couple or family coverage.   

22.2 Pay in Lieu of Benefits 

Part-time employees working less than twenty (20) hours per week shall receive additional compensation 
equal to ten percent (10%) of their hourly rate, as specified in Appendix A, for each hour worked in lieu 
of statutory holiday pay, illness and injury leave, and benefit plans coverage. 
 
22.3 Benefits on Layoff 

For full-time and part-time employees who have benefit coverage as per Clause 22.1(d) and/or 22.1(e) 
and who are laid off, the Employer agrees to continue to pay premiums for benefits that they are eligible 
for in Clause 22.1 on the following basis: 

(a) less than one (1) year of service to date of layoff with minimum of two (2) weeks; 
(b) one (1) to five (5) years' service one (1) month; 
(c) five (5) to ten (10) years' service two (2) months; 
(d) ten (10) years' service and over three (3) months. 
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N.B.  Years of service are determined by date of hire.  This coverage shall not continue where an 
employee elects to receive severance pay and thereby becomes displaced from the recall list. 
 
22.4 Group Registered Retirement Savings Plan (RRSP) 

Participation in the Group RRSP shall be subject to the terms of Letter of Understanding 5. 
 
22.5 Benefits Upon Retirement 

An employee with benefits who elects to retire and who meets the criteria set out in Clause 23.8 shall be 
entitled to maintain coverage for herself and her family on the Medical and Extended Health Care Plans 
for a period of six (6) months following date of retirement. 
 
22.6 Employee and Family Assistance Program 

All employees and their dependants shall be covered under a mutually agreed upon Employee and Family 
Assistance Program that provides confidential assessment, counselling and/or referral assistance.  In the 
event that there is a change in carrier or coverage employees shall be immediately advised. 
 
22.7 Health and Welfare Plans 

A copy of the master contracts with the carriers for all health and welfare plans shall be provided to the 
President of the Union (or designate). 
 
 

ARTICLE 23 - PAYMENT OF WAGES AND ALLOWANCES 

23.1 Rates of Pay 

Employees shall be paid in accordance with the salary schedule for their positions as specified in 
Appendix "A" of this Agreement. 
 
23.2 Rate of Pay on Promotion 

Upon promotion, an employee will receive the rate for the position as established in Appendix "A" of this 
Agreement. 
 
23.3 Paydays 

The Employer agrees to pay employees every second Friday.  In the event it is not possible for the 
Employer to pay employees every second Friday, alternate arrangements will be made. 
 
23.4 Substitution Pay 

(a) No employee shall be required to substitute into a higher-paying position unless she is assigned to 
do so in writing.  Such written notice shall specify the start date and expected duration of the substitution 
required, and include a copy of the job description for the job into which the employee is to substitute. 

(b) Any employee assigned to substitute into a higher-paying position shall be paid at the higher rate, as 
determined in Appendix "A" of this Agreement, from the first full day of such assignment, except when 
the assignment is for training purposes. 

23.5 Salary Rate Upon Recall or Demotion 

(a) Employees recalled to their former position or to a position of equal salary shall receive the current 
rate for the job as set out in Appendix "A" of this Agreement. 
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(b) Employees recalled who accept a position in a lower-paid classification than their former position 
shall be paid at the salary rate for that job as set out in Appendix "A" of this Agreement. 

(c) An employee who transfers to a position in a lower job classification for reasons ascribable to the 
employee shall be paid in accordance with Clause 23.5(b) above. 

23.6 Mileage, Meal, and Accommodation Allowances 

(a) Where an employee agrees to be assigned to work outside her seniority block, she will, at the 
Employer’s option, either travel on the Employer’s time or be paid for hours travelled at the applicable 
overtime rates. 

(b) Employees required to use their own vehicle in the performance of their job or an employee 
described in (a) above will be eligible for a vehicle allowance of thirty-three cents (33¢) per kilometre for 
all distances travelled on Employer business. 

(c) Meal allowances paid to such employees shall be: 

Breakfast ...............nine dollars ($9); 
Lunch ....................eleven dollars  ($11); 
Dinner ...................twenty dollars ($20). 

Allowances for breakfast and dinner will not be paid where employees are able to commute to and from 
home at hours consistent with such meals. 

(d) Where the Employer requires that an employee referenced in Clause 23.6(a) temporarily relocates 
to a community within an alternate seniority block, the Employer shall reimburse the employee for 
receipted accommodation costs incurred.  An advance, for this purpose, shall be supplied at the 
employee's option.  Where such employees alternately choose to obtain private accommodation within the 
community they shall be entitled to an allowance of fifteen dollars ($15) per night. 

23.7 Additional Expenses 

Where employees might incur extraordinary expenses by reason of attending Employer-required events 
then, prior to the event, discussions should take place to resolve the matter. 
 
23.8 Retirement Bonus and Pre-retirement Leave 

(a) An employee with benefits who elects to retire between ages fifty-five (55) and sixty-five (65) who 
has completed at least ten (10) years of service or employees with benefits whose age plus years of service 
equals seventy (70) or more, shall be entitled to: 

(1) a special paid leave for a period of three (3) weeks; or 

(2) a special payment equivalent to the cash value of three (3) weeks gross salary to be paid 
immediately prior to retirement and based upon her current rate of pay.  The employee may elect to 
have this amount deposited directly into her RRSP Account. 

(b) Such an employee shall also be granted full vacation entitlement for the final calendar year of 
service. 

 
 

ARTICLE 24 - CLASSIFICATION AND RECLASSIFICATION 

24.1 Job Descriptions 

(a) Job descriptions will be written with the intent to set forth the general duties and requirements of the 
job and to indicate the level of skill required and shall not be construed as imposing any restriction on the 
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right of the Employer to create a new job or to assign duties to employees other than those specifically 
mentioned in job descriptions, providing always that if the assignment of such duties changes the job 
content sufficiently to justify a review of the job rate, the local Union office shall be notified and a revised 
rate may be negotiated between the Parties.  The effective date for the new rate shall be the date the job 
was submitted for review. 

(b) The Employer shall provide the local Union office with copies of current job descriptions for all 
positions in the bargaining unit no later than six (6) months from the date of Union ratification of this 
Collective Agreement. 

24.2 Classification and Salary Assignment 

When a new position is established or the duties of an existing position are significantly changed, the 
Employer shall set an interim salary and category for such position and notify the Union.  The Union, at 
its discretion, may negotiate the salary and category and if agreement cannot be reached, the matter may 
be referred to arbitration as provided in this Agreement. 
 
24.3 Job Evaluation Plan 

The Labour-Management Relations Committee shall meet to work out a process for reviewing job 
descriptions.  The Employer agrees that no job evaluation plan pertaining to positions covered by this 
Agreement will be introduced without the mutual agreement of the Parties. 
 
24.4 Review Process 

As necessary, the Labour-Management Relations Committee shall review and update job descriptions for 
all jobs in the bargaining unit.  An employee shall have the right to appeal the classification of the 
position she occupies.  Such an appeal shall be directed to the Labour-Management Relations Committee 
and shall not be considered a grievance under Article 7 of this Agreement. 
 
 

ARTICLE 25 - GENERAL CONDITIONS 

25.1 TVSCU Membership 

The Employer shall provide the employees with one membership number with free personalized cheques 
and no service charges. 
 
25.2 New Clientele 

The Union agrees to assist the Employer by encouraging unions and their members to become members 
of the Thompson Valley Savings Credit Union, and to do all their business with same in accordance with 
the policy of the Canadian Labour Congress. 
 
25.3 Employee Loans 

The guidelines regarding employee personal and mortgage loans shall be as set out below. 

(a) Conditions:  An employee who has worked at least five hundred (500) hours during the twelve (12) 
months immediately preceding the loan application shall be eligible.  Employee loans will be subject to 
standard loan terms and conditions in place for all Credit Union members and, in addition, the following 
terms and conditions apply.  Except for favourable interest rate adjustments in some cases, existing loans 
are grandfathered and remain unchanged. 

(b) Employee Personal Loans:  So long as a loan may be approved by the Conduct Review Committee 
and it is not prohibited from doing so by the Act or Regulations, an aggregate total of all existing and new 
employee personal loans (including authorized lines of credit) up to a maximum amount of fifty thousand 
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dollars ($50,000) is approved.  This maximum amount includes loans granted under Section 147 of the 
Financial Institutions Act. 

(1) Except as set out in Clause 25.3(a), new personal loans to employees will no longer be 
subject to employment wages or employee length of service. 

(2) New applications for employee lines of credit will be available at the prime rate. 

(3) New employee personal term loan applications and renewals will be available at the lower 
of the prescribed rates subject to a maximum of two percent (2%) lower than the standard lending 
rates for the selected term or standard lending rates published by the Credit Union.  A maximum of 
a three (3) year term may be selected.  The rate selected for the applicable term shall remain in force 
until the term matures or the loan is paid out. 

(4) When an employee terminates her employment the interest rate benefit will be cancelled 
and the rate adjusted to the rate of interest in effect on the date of termination. 

(c) Employee Mortgage Loans:  So long as a loan may be approved by the Conduct Review Committee 
and it is not prohibited from doing so by the Act or Regulations, an employee's residential mortgage loan 
on the borrower's principal residence up to a maximum amount of one hundred and fifty thousand 
dollars ($150,000) is approved.  This maximum amount includes loans granted under Section 147 of the 
Financial Institutions Act. 

(1) Except as set out in Clause 25.3(a), new mortgage loans for employees will no longer be 
subject to employment wages or employee length of service. 

(2) New employee mortgage loans and renewals will be available at the lower of the prescribed 
rates subject to a maximum of two percent (2%) lower than the standard lending rates for the 
selected term or the lowest published rate of the Credit Union for up to a maximum of a three (3) 
year term.  No taxable benefit will result from this policy.  The rate selected for the applicable term 
shall remain in force until the term matures or the mortgage is paid out. 

(3) When an employee terminates her employment the interest rate benefit will be cancelled 
and the rate adjusted to the regular member rate of interest in effect on the date of termination. 

25.4 Indemnity 

The Employer will continue to provide comprehensive general liability coverage which will include 
coverage for employees while acting within the course of the reasonable execution of their duties as 
employees. 
 
25.5 Safety Deposit Box 

All employees, upon completion of their probationary period, shall have the option of obtaining a safety 
deposit box in the same manner as a member.  Once available it shall be provided at the prevailing 
"Package Account" rate. 
 
25.6 Job Sharing 

(a) Job Share Proposals are intended to allow two (2) employees to share one full-time job equally.  

(b) Job Share Proposals may be considered where an employee occupying a full-time position makes 
application for a job sharing arrangement. 

(c) Applications for job sharing will be made via a Job Share Proposal, which will include: 

(1) a written statement, signed by the job owner, specifically identifying the position that she is 
requesting to share; 
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(2) details on what arrangements the partners will make to share necessary information with 
each other, with clients, with colleagues and with the supervisor; 

(3) a proposal of how workload priorities will be determined by the partners on an ongoing 
basis; 

(4) preferred start date; 

(5) preferred work schedule. 

(d) The Employer may approve a Job Share Proposal on a trial basis.  However, the Employer is not 
obligated to approve any Job Share Application and a decision to deny any Application is not grievable. 

(e) Upon approval by the Employer, the Job Share will be posted in the manner described in 
Clause 11.1, Job Postings. 

(f) Trial Period:  The trial period will be six (6) months in duration.   

(1) Either Party may terminate a trial period prior to its expiration with thirty (30) days' written 
notice, at which time the employees will return to their former jobs and/or status, at their former 
classification level. 

(2) The job sharing arrangement shall be reviewed by the employees, the Branch Manager, and 
the Chief Operations Officer with respect to the continuation of the program a minimum of 
thirty (30) days prior to the expiration of the trial period.  If an agreement cannot be reached, the 
issue will be forwarded to the Labour-Management Relations Committee. 

(3) Upon the expiration of the trial period, job sharing partners shall have the option of 
returning to their former jobs and/or status at the same classification level.  At that time, should the 
job sharing program be to the complete satisfaction of the Employer and the employees in the job, 
the program will continue. 

(4) For a period of up to six (6) months following the initiation of the trial period, either of the 
job share partners may give thirty (30) days' notice of their desire to terminate the arrangement.  
The position will then revert to the partner who had the job prior to the job sharing arrangement.  
The other job sharing partner shall be entitled to displace an employee in accordance with 
Clause 12.4 of this Collective Agreement.  After this time period, either employee wishing to 
terminate the job share must either resign without severance pay, bid successfully for a vacant 
position or enter the Unscheduled Part-time Work Roster, in seniority order, for the purposes of 
call-in to available work under the conditions stated in Clause 12.8(b). 

(g) Conditions of the Job Share: 

(1) If either of the job share partners secure alternate employment with the Employer or choose 
to leave the employment of the Employer, the other person sharing the job will revert to working 
full-time until another job share candidate, suitable to the Employer, is found provided she wishes 
to continue the program. 

(2) As a condition of the job share, if one job share partner is absent for any reason, the other 
will work full-time to accommodate the absence if required to do so by the Employer, provided that 
forty-eight (48) hours’ notice is given, commencing with the first scheduled return-to-work shift of 
the job share partner.  The job share partner who is required to work in relief may agree to waive 
any or all of the notice period or may agree to provide such relief upon being advised of the absence 
of the absent job share partner. 

(3) In a small Branch, both partners sharing a Member Services Supervisor/Coordinator 
position will be required to work during the absence of the Branch Manager if requested to do so by 
the Employer. 
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(4) The Employer reserves the right to terminate the job share program at any time upon 
thirty (30) days' notice.  In this case, the provisions of (f)(4) above shall apply if the termination 
occurs during the initial twelve (12) months of the job share.  Where termination occurs outside the 
twelve (12) month period, the Employer will undertake a pre-layoff canvass amongst the employees 
in the work unit that are at the same classification level.  Failing a voluntary resolution the 
provisions of Article 12 shall be extended to the employee affected. 

(h) Pay: 

(1) The rate of pay for each job share partner will be based on the job classification of the 
position.  

(2) Both job share employees will be paid on an hourly basis.  Hours will be submitted to the 
payroll department in a manner dictated by the administration office. 

(i) Benefits: 

(1) Vacation entitlement will be on the same basis as that set out for a part-time employee 
under Clause 16.5(a) of the Collective Agreement.  

(2) Statutory holiday pay and compensation for the floater day will be calculated at four point 
six percent (4.6%) of pay and paid out on each paycheque. 

(3) The Employer will continue to provide the following benefits at no cost to the job share 
partners:  B.C. Medical, Dental, Extended Health, Group Life Insurance, Accidental Death and 
Dismemberment, Short-Term Disability, Long-Term Disability, Registered Retirement Savings 
Plan, Employee Assistance Program, Canada Pension Plan, Employment Insurance Employer 
contributions, and Workers' Compensation premiums.  Such benefits will be prorated to the extent 
that the benefits are based on the employees' salaries. 

(j) Leaves of Absence:  Professional appointments as outlined in Clause 18.4 shall be scheduled for 
time outside of normal working hours, except for emergency circumstances. 

(k) Mutual Agreement::  All job share proposals shall be subject to mutual agreement between the 
Employer and the Union; similarly, the terms set out in the foregoing shall be subject to review and 
discussion between the Employer and the Union during the life of the Collective Agreement. 

 
 

ARTICLE 26 - TERM OF AGREEMENT 

26.1 Duration 

This Agreement shall be binding and remain in effect to midnight February 28, 2003. 
 
26.2 Notice to Bargain 

(a) This Agreement may be opened for collective bargaining by either Party giving written notice to the 
other Party on or after January 1, 2003 but in any event not later than midnight, January 31, 2003.   

(b) Where no notice is given by either Party prior to January 31, 2003, both Parties shall be deemed to 
have given notice under this clause on January 31, 2003 and thereupon Clause 26.3 applies. 

(c) All notices on behalf of the Union shall be given by the President of the Union and similar notices 
on behalf of the Employer shall be given by the Chief Executive Officer. 
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26.3 Commencement of Bargaining 

Where a Party to this Agreement has given notice under Clause 26.2, the Parties shall, within 
fourteen (14) calendar days after the notice was given, commence collective bargaining. 
 
26.4 Change in Agreement 

Any change deemed necessary in this Agreement may be made by mutual agreement at any time during 
the life of this Agreement.  Such agreed changes shall be incorporated into this Agreement as an 
addendum. 
 
26.5 Agreement to Continue in Force 

Both Parties shall adhere fully to the terms of this Agreement during the period of bona fide collective 
bargaining. 
 
26.6 Effective Date of Agreement 

The provisions of this Agreement, except as otherwise specified, shall come into force and effect on the 
date of ratification of this Agreement.  "Ratification date" means the date by which both Parties have 
received the approval from their principals to execute the terms of the new Agreement.  This Agreement 
was ratified on May 9, 2000. 
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SIGNED ON BEHALF OF SIGNED ON BEHALF OF 
THE UNION THE EMPLOYER: 
 
 
 
________________________________________ ________________________________________ 
George Heyman, President Barry Meckler, Chief Executive Officer 
 
 
 
________________________________________ ________________________________________ 
Betty Scott, Bargaining Unit Chairperson Norma Cannon, Manager, Human Resources 
 
 
 
________________________________________ ________________________________________ 
Dayl Dhaliwal, Bargaining Committee Member Judi Ault, Chief Operations Officer 
 
 
 
_________________________________________  
Karen Folk, Bargaining Committee Member 
 
 
 
__________________________________________ 
D. Kim Smith, Staff Representative 
 
 
 
Dated this __________ day of ___________________, 200_____. 
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APPENDIX A 
JOB CLASSIFICATIONS AND RATES OF PAY 

 
 

RATES OF PAY 
JOB CLASSIFICATIONS  

Current 
00/03/01 
(+ 50¢) 

01/03/01 
(+ 3%)_ 

02/03/01 
(+ 1.5%) 

(*) Trainee/Filing Clerk 12.22 12.72 13.10 13.30 
 

Inventory Clerk/Receptionist/Typist 15.33 15.83 16.30 16.54 

Teller/Member Services Clerk 15.33 15.83 16.30 16.54 
 

Loans/Member Services Clerk 15.83 16.33 16.82 17.07 
 

Accounts Payable/Payroll Clerk 16.55 17.05 17.56 17.82 

Administration Clerk 16.55 17.05 17.56 17.82 

Loans Interviewer 16.55 17.05 17.56 17.82 

Senior Teller 16.55 17.05 17.56 17.82 

 

Member Services Supervisor/Coordinator 18.20 18.70 19.26 19.55 
 

Loans Officer 18.84 19.34 19.92 20.22 

Audit Supervisor 18.84 19.34 19.92 20.22 
(*)  Trainee is an entry training position in which an employee performs routine clerical duties under 
close supervision.  The trainee rate will only be used where the new employee does not have previous 
related job experience.  After not more than ninety (90) calendar days as a trainee, an employee moves 
automatically to the rate for the appropriate job. 

 
NOTE:  Employees hired at the Teller rate or above, shall, during the probationary period, be paid at 
ninety percent (90%) of the rate stipulated for the job.  Upon successful completion of her probationary 
period, an employee will be paid at one hundred percent (100%) of the rate for the job. 
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LETTER OF UNDERSTANDING 1 

WELFARE BENEFIT SCHEMES (ARTICLE 22) 

 

The following is a brief description of our Welfare Benefit Plans.  For a more detailed interpretation refer 
to your Employee Benefits Handbook. 

(a) Medical Services Plan:  Must be a resident of B.C. for at least three (3) months; the Plan covers: 

(1) medically-required services of a physician; 

(2) additional coverage with limitations (may be covered under Extended Health Care); 
chiropractor; naturopathic; physiotherapy; podiatry; optometry; orthopaedic treatments. 

(b) Extended Health Benefits:  The following are general benefits under the plan which may be 
covered:  hospital; convalescent/rehabilitation hospital; nursing care; ambulance; prescription drugs; 
medical equipment; ostomy supplies; orthopaedic supplies; hearing aids; paramedical practitioners; dental 
treatment (due to accident); vision care; out-of-province travel; travel assistance services; etcetera. 

There will be a deductible amount per year of twenty-five dollars ($25).  After the deductible has been 
satisfied, an eligible employee will be reimbursed at the rate of one hundred percent (100%) of insured 
eligible expenses incurred.  For detailed information on extended health benefits, including restrictions 
and maximums allowed under the plan, see pages 23 to 33 inclusive of the benefits booklet. 

(c) Group Life Insurance:  The amount of the insurance benefit is based on three (3) times the annual 
salary of the employee to a maximum benefit of five hundred thousand dollars ($500,000). 

Age change occurs on the first of the month coincident with or next following the month of birth.  On 
the sixty-fifth (65th) birthday of the employee, the amount applicable to the employee will be reduced 
by fifty percent (50%) or to one hundred and twenty thousand dollars ($120,000), whichever is the 
lesser.  The benefit terminates at age seventy (70). 

(d) Accidental Death and Dismemberment:  Based on three (3) times the annual salary to a maximum 
of five hundred thousand dollars ($500,000); see benefits booklet for limitations (page 13). 

(e) Dental Plan:  Covers seventy-five percent (75%) of basic and preventative service, seventy-five 
percent (75%) of major restorative service, seventy-five percent (75%) endodontics and periodontics, and 
fifty percent (50%) of orthodontic to a lifetime maximum benefit of two thousand dollars ($2,000).  For 
expenses not covered, refer to page 38 of benefits booklet. 

(f) Short-Term Disability:  Weekly income insurance when employee is totally unable to perform the 
duties of her regular occupation because of injury or illness, providing she is under the full-time care of a 
physician.  For a description of benefit, see Article 17 of the Collective Agreement. 

�� Benefit - ninety percent (90%) of salary to a maximum of six thousand dollars ($6,000); employees 
shall be entitled to maintain pay for the two (2) week waiting period in accordance with the 
provisions of Article 17; Short-Term Disability coverage begins after fourteen (14) calendar days of 
disability and extends to a maximum of fifteen (15) weeks (15th day to 119th day), after which time 
Long-Term Disability would commence. 

(g) Long-Term Disability:  A monthly income insurance benefit which is payable when an employee is 
disabled and is under the full-time care of a physician. 

�� Benefit - sixty percent (60%) of salary to a maximum of six thousand dollars ($6,000); 
commences on the one hundred and twentieth (120th) calendar day of continuous total disability; 
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duration – two (2) years of total disability [one hundred and four (104) weeks less the fifteen (15) 
weeks of Short-Term Disability and two (2) week waiting period, e.g., eighty-five (85) weeks].  

�� Eligibility during this two (2) year period is established where the employee is unable to perform 
the duties of her regular occupation; benefits will continue if disability prevents the employee 
from performing the duties of any occupation for which she is considered qualified; benefits are 
payable for the duration of the disability but not beyond the employee's sixty-fifth (65th) birthday. 

(h) Details of all benefit programs are contained in the Flexiplan Handbook provided by Desjardins-
Laurentian Life Assurance Company for Group Policy Number 390003. 

 
SIGNED ON BEHALF OF SIGNED ON BEHALF OF 
THE UNION THE EMPLOYER: 
 
 
 
________________________________________ ________________________________________ 
George Heyman, President Barry Meckler, Chief Executive Officer 
 
 
 
________________________________________ ________________________________________ 
Betty Scott, Bargaining Unit Chairperson Norma Cannon, Manager, Human Resources 
 
 
 
________________________________________ ________________________________________ 
Dayl Dhaliwal, Bargaining Committee Member Judi Ault, Chief Operations Officer 
 
 
 
_________________________________________  
Karen Folk, Bargaining Committee Member 
 
 
 
__________________________________________ 
D. Kim Smith, Staff Representative 
 
 
 
Dated this __________ day of ___________________, 200_____. 
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LETTER OF UNDERSTANDING 2 

VEHICLE PARKING FEE 

This Letter of Understanding will confirm that the Thompson Valley Savings Credit Union agrees to 
continue providing free vehicle parking to those Credit Union employees who make use of this facility. 

DATED:  April 30, 1991. 
 
 
  

 
LETTER OF UNDERSTANDING 3 

EMPLOYMENT STANDARDS ACT 

The Parties agree that the Employment Standards Act (1995) will apply to the members of the B.C. 
Government and Service Employees' Union in the manner and under the circumstances set out therein. 

AMENDED:  July 4, 1997. 
 
 
  

 
LETTER OF UNDERSTANDING 4 

WORKLOAD AND VACANCY COVERAGE 

It is hereby agreed that the delivery of quality services to the Credit Union membership is a mutual 
commitment and objective of both Parties.  The maintenance of sufficient staffing levels and the 
identification of ongoing training needs are acknowledged as critical components for the delivery of 
quality services. 

Where operational concerns or workload issues arise it is agreed that it is in the best interest of both 
Parties to encourage open discussion at the Branch and Department levels and to adopt a problem-solving 
approach to such concerns.  Where such discussions fail to adequately address the concerns, matters shall 
be referred to the Joint Labour-Management Relations Committee for resolution. 

SIGNED:  July 4, 1997. 
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LETTER OF UNDERSTANDING 5 
REGISTERED RETIREMENT SAVINGS PLAN 

A non-contributory plan in which the employees are not required to make contributions.  To increase 
retirement benefits, employees may choose to contribute, on a voluntary basis, an amount not to exceed 
their maximum personal income tax limit.  Voluntary contributions do not attract additional Employer 
contributions. 

�� Eligibility - all full-time employees are eligible to participate in the plan upon completion of their 
probationary period; all part-time employees are eligible to participate, however only those regularly-
scheduled at least twenty (20) hours per week shall receive Employer contributions. 

�� Contribution not "locked-in" - an employee can withdraw both the Employer's and her own 
contributions at any time. 

�� Employer Contribution - Employer must contribute a percentage of each eligible employee's regular 
earnings to the RRSP Plan based on the following schedule: 

Employee Group Employer Contribution 

Scheduled part-time employees Three percent (3%)  

Less than fifty (50) years old Six percent (6%)  

Fifty (50) to fifty-four (54) years old Seven percent (7%)  

Over age fifty-five (55) Eight percent (8%) 
 
 
SIGNED ON BEHALF OF SIGNED ON BEHALF OF 
THE UNION THE EMPLOYER: 
 
 
________________________________________ ________________________________________ 
George Heyman, President Barry Meckler, Chief Executive Officer 
 
 
________________________________________ ________________________________________ 
Betty Scott, Bargaining Unit Chairperson Norma Cannon, Manager, Human Resources 
 
 
________________________________________ ________________________________________ 
Dayl Dhaliwal, Bargaining Committee Member Judi Ault, Chief Operations Officer 
 
 
_________________________________________  
Karen Folk, Bargaining Committee Member 
 
 
__________________________________________ 
D. Kim Smith, Staff Representative 
 
 
Dated this __________ day of ___________________, 200_____. 
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LETTER OF UNDERSTANDING 6 
PENSION PLAN 

The Parties agree that employees will vote in favour or against the introduction of a pension plan sponsored 
by the B.C. Central Credit Union Trust, to take effect no earlier than January 1, 2001. 

The vote will be conducted by the Union and the Employer agrees to cooperate in the facilitation of necessary 
joint briefings and the taking of the vote. 

The Employer will be provided a minimum notice of two (2) months in the event of a vote in favour by 
employees. 

The plan will be the defined benefit plan generally described as being based upon the 1.75% pension formula.  
In addition, it will consist of the following specific provisions: 

� Eligibility will be to all full-time and part-time employees upon completion of probation, and 
participation will be mandatory. 

� Earnings, for purposes of calculating employee contributions, shall be based upon salary rates, as set 
out in Appendix "A", and additionally as follows: 

� Employees on Short-Term Disability or WCB benefits... participation would be as if the 
employee was still at work (the normal rate of pay), however if the employee chooses not to 
pay her contribution, the Employer contribution will not be paid. 

� Employees on Long-Term Disability benefits... employee contributions are waived, however 
the Employer will continue its contributions based upon the normal rate of pay. 

� Employees on unpaid leaves of absence (e.g. maternity leave) … may participate on the same 
basis as those on Short-Term Disability or WCB benefits. 

Pending introduction of the Pension Plan, the Employer will continue the Registered Retirement Savings Plan 
as set out in Clause 22.4. 
 
SIGNED ON BEHALF OF SIGNED ON BEHALF OF 
THE UNION THE EMPLOYER: 
 
 
________________________________________ ________________________________________ 
George Heyman, President Barry Meckler, Chief Executive Officer 

 
________________________________________ ________________________________________ 
Betty Scott, Bargaining Unit Chairperson Norma Cannon, Manager, Human Resources 

 
________________________________________ ________________________________________ 
Dayl Dhaliwal, Bargaining Committee Member Judi Ault, Chief Operations Officer 

 
_________________________________________  
Karen Folk, Bargaining Committee Member 

 
__________________________________________ 
D. Kim Smith, Staff Representative 
 
Dated this __________ day of ___________________, 200_____. 
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STATEMENT OF PRINCIPLES 

FROM 

THOMPSON VALLEY SAVINGS CREDIT UNION 

TO 

B.C. GOVERNMENT AND SERVICE EMPLOYEES' UNION 

 
Training and Related Issues: 
 
During bargaining, the matter of mandating cross-training and selection of employees for training based upon 
seniority was a central focus of the Union's presentations.  Much of the focus centred around the concern that 
if the Employer did not select the senior employee for training, then the person who was trained by the 
Employer might have a "demonstrable edge" when those same employees competed for a posted job. 
 
Thompson Valley Savings Credit Union is not prepared to negotiate language that mandates the number of 
positions for which cross-training will be provided, and nor is it prepared to require that in every instance the 
senior employee will be selected for such training. 
 
Thompson Valley Savings Credit Union has demonstrated to the Union, that in 86% of the competitions 
conducted in 1998 and 1999 (19 of 22), the successful candidate was the senior applicant.  In the remaining 
competitions (3), "demonstrable edge" was a factor in the final selection, however, the Employer has also 
demonstrated that the circumstances and timing of the competitions had a large impact on the decisions made 
in such selections. 
 
Knowing, however, the importance of this matter to the Union and its members, we wish to reiterate some 
principles upon which we are operating, and to make some commitments as well. 
 
�� First, Thompson Valley Savings Credit Union, out of necessity, is fully committed to training 

employees in order to increase productivity and competitiveness.  We have demonstrated this in the 
recent past and will continue to provide necessary training and cross-training in the future to ensure that 
we can provide quality service equally throughout the year.  We are committed to the provisions of 
Clause 11.7(a) of the Collective Agreement: 

 
(a) It is recognized that it is in the best interest of the Employer, the employees and the 
Credit Union membership that: 

(1) a skilled workforce is maintained through timely and adequate training that is necessary 
to perform current responsibilities; 
 
(2) development opportunities are made available in requisite skills, knowledge and 
experience areas which are not needed in an employee's present position but needed in potential 
future responsibilities or when replacing staff. 

 
� Secondly, Thompson Valley Savings Credit Union reaffirms its commitment to the provisions of 

Clause 11.3(a) of the Collective Agreement: 

(a) The Parties recognize that job promotion should increase in proportion to the employee's 
length of service .… 
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To this end, Thompson Valley Savings Credit Union provides the following commitments: 
 

If, for any reason, the Employer does not select the most senior employee for a training 
opportunity, then the Employer will first provide the reason for the selection to the Labour-
Management Relations Committee, and if requested, will provide the reasons in writing to the 
senior employee not selected. 

 
We trust that this will reaffirm our commitment to the principles we have outlined and reassure the members 
of the bargaining unit that we have no intentions of changing our practices. 
 
On behalf of Thompson Valley Savings Credit Union: 

 
 
_____________________________________ Barry Meckler, Chief Executive Officer 
 
 
_____________________________________ Norma Cannon, Manager, Human Resources 
 
 
_____________________________________ Judi Ault, Chief Operations Officer 
 
 
Dated: ____________________________ 
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CORPORATE HARASSMENT POLICY 
 

POLICY/PROCEDURES: HR#6 
   TVSCU 
  HARASSMENT IN  
 THE WORKPLACE 

  EFFECTIVE DATE:              

   LAST REVISED DATE:  DEC.08/98 

 
  AUTHORITY:           
       HUMAN RESOURCES 
        

 
  REVISION # 

   PAGE NO.  1     OF   8 

 
I. PURPOSE: 
 

The purpose of this policy is to outline in a clear concise fashion the philosophy of 
Thompson Valley Savings Credit Union (Hereinafter referred to as the "Employer") 
respecting harassment in the workplace. 

 
II. POLICY 
 

All employees have the right to freedom from harassment in the workplace. 
 

The Employer is committed to providing a work environment in which all individuals are 
treated with respect and dignity and provides procedures herein to ensure such rights. 

 
Each individual has the right to work in an atmosphere which promotes equal 
opportunities and prohibits discriminatory practices. 

 
This policy applies to all employees of the Employer and the Employer encourages 
reporting of all incidents of harassment regardless of who the offender may be. 

 
Notwithstanding the existence of this policy, every employee continues to have the right 
to seek assistance from the B. C. Council of Human Rights, even when steps are being 
taken under this policy. 

 
The employer will provide protection whenever possible to any employee who uses this 
policy as a mechanism of redress. 
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POLICY/PROCEDURES: HR#6  
  TVSCU 
  HARASSMENT IN THE WORKPLACE 

  EFFECTIVE DATE:    

   LAST REVISED DATE:  DEC.08/98 

  AUTHORITY:  
    HUMAN RESOURCES 
             

 
  REVISION # 

   PAGE NO.  2     OF   8 

 
Retaliation against any individual for reporting harassment will not be tolerated.  Any 
employee found to have retaliated against another employee for reporting or assisting in 
the complaint of harassment will be subject to the same disciplinary action provided for 
harassment offenders. 

 
If any allegation of harassment is made against a non-employee, the issue is to be referred 
to the Manager of Human Resources who will review the situation and ensure that the 
appropriate action is taken. 

 
1. GUIDELINES 
 

1. DEFINITIONS 
 

1.1 HARASSMENT 
 

Harassment is defined as a course of vexatious comment or action that is known, 
or ought reasonably to be known, to be unwelcome.  The employer, persons 
acting for the employer and co-workers are prohibited from harassing an 
employee on the grounds of race, ancestry, place of origin, colour, religion, 
creed, age, record of offences, marital status, family status, sex, sexual 
orientation, or handicap. 

 
An example could be a course of comment or conduct consisting of words and/or 
actions that insult or cause humiliation to a person in relation to one of the 
prohibited grounds. 

 
1.2 SEXUAL HARASSMENT 

 
Any conduct, comment, gesture or contact of a sexual nature 

 
a) that is likely to cause offence or humiliation to any employee; or 
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b) that might, on reasonable grounds, be perceived by that 

employee as placing a condition of a sexual nature on 
employment or on any opportunity for training or promotion. 

 
It is recognized that both females and males can be victims of sexual harassment. 

 
Examples of sexual harassment are: 

 
- unwelcome sexual remarks, physical contact, leering;  
- unwelcome advances from one employee to another; 
- the firing or demotion of an employee because the employee has 

refused a proposition of a sexual nature; and 
- display of offensive/pornographic materials. 

 
1.3 ABUSE OF AUTHORITY: 

 
Exists when an individual uses his/her expressed or implied authority or position 
to undermine, sabotage or otherwise interfere with the career of another 
employee or the provision of goods and services to clients.  This definition 
includes such blatant acts of misuse of power as intimidation, threats, blackmail 
and coercion and applies to the distribution of work assignments or training 
opportunities, promotional opportunities, performance evaluations or the 
provision of references.  Abuse of authority also includes favouritism of one 
employee to the disadvantage of another. 

 
1.4  For the purpose of this policy "employee" shall include: all full and part time, 

contract, and temporary employees, both management and non-management. 
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2. PROCEDURE 

 
2.1 RESPONSIBILITIES 

 
The Employer is responsible for the due care and protection of its employees' 
human rights in the workplace.  The Employer is responsible for the 
discriminatory conduct of, and sexual harassment by its employees. 

 
2.1.2 THE MANAGER/SUPERVISOR 

 
Management has the responsibility to: 

 
. ensure that the acts of all employees are in no way discriminatory or 

encroach upon the rights of others:  
 

. provide protection to any employee from retaliation for having made a 
good faith complaint: 

 
. investigate every complaint of harassment: and 

 
. make all employees of the Employer aware of issues associated with 

harassment and the existence of the procedures available under this 
policy 

 
2.1.3 THE EMPLOYEE 

 
It is the responsibility of all employees to: 

 
. make reasonable effort to understand the meaning of workplace 

harassment; 
 

. refrain from making frivolous or malicious complaints; 
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. provide evidence, details and facts and cooperate with any investigation; 

and 
 

. assist in the eradication of harassment in the workplace. 
 

2.2. CONFIDENTIALITY 
 

The provision of confidentiality extends to the complainant, the alleged harasser, 
and any other individual who reports harassing behaviour.  Should there be a 
complaint it will be necessary to keep a file on pertinent information and such a 
file will be maintained separately from the employee's personnel file.  

 
Information on the employee, the employee complained against and  
any others who may report incidents of harassment shall be held in the  
strictest of confidence throughout the investigatory process to the  
extent practicable and appropriate under the circumstances.  However,  
if it is necessary to proceed with the complaint to a hearing process, the  
complainant may be required to participate. 

 
The contents of a file will be kept for a period of three years from the  
date of the finalization of each formal complaint and then destroyed.  A statistical 
record shall be maintained for a length of time deemed appropriate by the 
Manager of Human Resources.  
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2.3 COMPLAINT PROCEDURE 
 

2.3.1 THE EMPLOYEE 
 

An employee who feels she/he is subject to harassment (or retaliation for having 
brought forward, or assisting in, an harassment complaint) is encouraged to bring 
the matter to the attention of the alleged harasser immediately in an attempt to 
reach a resolution to the situation. 

 
For each and every incident the employee should keep a written record of dates, 
times, the nature of the behaviour and witnesses, if any.  If the employee is not 
comfortable speaking to the alleged harasser or if the harassment does not stop 
after the employee has spoken to the alleged harasser, the employee should speak 
to a supervisor and follow the conversation up with a confirming letter.  If the 
alleged harasser is a Supervisor, speak immediately to a higher level supervisor 
or the Manager of Human Resources. 

 
For ease of mind, the complainant may request that the Manager, Human 
Resources arrange for an interviewer of the same gender to take his/her statement 
and assist in the investigation. 

 
Because each case is unique, the employee may feel it is more appropriate to 
bypass the process and speak directly with the supervisor or the Manager of 
Human Resources.  In such instances such actions should be taken immediately. 

 
2.3.2 THE SUPERVISOR/MANAGER, HUMAN RESOURCES 

 
Management has the responsibility to ensure that the acts of all employees are not 
discriminatory or encroach upon the rights of others.  
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To this end, management must respond immediately to complaints and proceed 
accordingly: 
a) notify the alleged harasser, who has the right to be apprised of the 

allegations; 
b) Where deemed appropriate, take remedial action pending the Disposition 

of the complaint 
c) interview separately, the complainant and the alleged harasser as soon as 

possible; 
d) interview any witnesses; 
e) document the situation accurately and completely; 
f) in consultation with the Manager of Human Resources render a decision 

as soon as possible and advise the parties of the action to be taken, if any.  
If higher authority is required to make a decision, the Manager of 
Human Resources shall forward all the material as soon as practicable to 
the appropriate authority and advise the parties concerned of the action 
taken; 

g) The Employer’s designate shall complete a written report within 
three (3) workdays of the completion of the investigation.  The 
complainant, the respondent, and the local Staff Representative shall be 
apprised of the recommendations and/or actions to be taken. 

h) Management has a continuing responsibility to stop any harassment that 
occurs in the workplace whether there has been a complaint or not. 

 
2.3.3 CONSEQUENCES 

 
Upon completion of an investigation concerning harassment and where such 
investigation concludes that disciplinary action is warranted, such discipline may 
take any of the following forms depending upon the severity of the harassment in 
each case:  

 

 
 
 
 
 



BCGEU and Thompson Valley Savings Credit Union – Fourth CBA (2003/02/28) Page 58 

  

 
 

POLICY/PROCEDURES:   HR#6 
 TVSCU  
 HARASSMENT IN  
 THE WORKPLACE 

  EFFECTIVE DATE:  

   LAST REVISED DATE:  DEC.08/98 

  AUTHORITY: 
 
   HUMAN RESOURCES  
   

 
  REVISION # 

   PAGE NO.   8    OF     8 

 
a) verbal warning; 
b) written warning; 
c) suspension without pay;  
d) demotion; 
e) transfer; and  
f) termination. 

 
Discipline is the responsibility of the Manager/Supervisor but should be carried 
out subsequent to discussion with the Manager of Human Resources. 

 
2.3.4 REMEDIES TO THE VICTIM 

 
Where a victim of proven harassment has suffered a loss, it is appropriate to 
correct such loss. 

 
Where the loss was in respect to such things as demotion, transfer or denial of a 
promotion such person should be restored to their proper employment position.  
In such cases the victim should also be entitled to receive compensation for loss 
of benefits such as back pay.  Other employees moved as a result of the incident 
will be returned to their previous positions as though the action had not taken 
place. 

 
Other remedies may include a written or oral apology from the harasser. 

 
2.3.5 UNJUSTIFIED COMPLAINT 

 
Where a complaint is found to be frivolous or vexatious, it is appropriate to 
grant similar remedies and consequences to the Respondent. 
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TERMS OF REFERENCE 

 
CORPORATE HEALTH AND SAFETY COMMITTEE 

 
1. ROLE OF THE COMMITTEE (WCB 3.4(d)) 
 

The Corporate Health and Safety Committee is made up of branch and head office representatives 
working together to identify and resolve health and safety problems which affect the Corporation 
as a whole.  The Committee shall assist in creating a safe work environment by recommending 
actions which will improve the effectiveness of the health and safety program and promoting 
compliance with both health and safety legislation and Corporate policy and programs. 

 
2. COMPOSITION OF COMMITTEE 
 

The Corporate Health and Safety Committee shall be made up of the President/CEO, the Manager 
of Human Resources, the Chief Operations Officer, and the Branch Managers.  Office Supervisors 
will act as Alternates for each Branch Manager.  The names of Corporate Committee members 
and Alternates will be posted on staff room notice boards.   

 
3. CHAIR OF COMMITTEE 
 

The Manager of Human Resources will Chair the Committee and be responsible for: 
 

a) controlling meetings 
b) maintaining an unbiased viewpoint 
c) arranging agenda 
d) reviewing previous minutes and materials 

 
 
 
 
 
 
 



BCGEU and Thompson Valley Savings Credit Union – Fourth CBA (2003/02/28) Page 60 

  

 
 

POLICY/PROCEDURES:  HR8-C 
   
TERMS OF REFERENCE - CORPORATE 
HEALTH AND SAFETY COMMITTEE 

  EFFECTIVE DATE:   

   LAST REVISED DATE:  Dec. 08/98 

  AUTHORITY: 
 
 

 
  REVISION # 

   PAGE NO.   2     OF    6 

 
4. SECRETARY 
 

The members of the Committee will choose a Secretary who will be responsible for: 
 

a) preparing the agendas 
b) writing and distributing the minutes of meetings 
c) assisting with the conducting of the meeting 

 
5. TERM OF OFFICE 
 

The positions noted above will remain constant on the Corporate Health and Safety Committee.  
Committee members will change as new employees are hired into the positions noted in #2, 
above. 

 
6. REGULAR MEETINGS 
 

a) Regular meetings will be held on the fourth Wednesday of every third month.   
 

b) The January meeting each year will be devoted to a discussion of the Annual Reviews 
done in each facility by the local Committees during the previous month (December of 
each year). 

 
7. QUORUM AND ATTENDANCE 
 

A quorum will consist of a majority of the members of the committee. 
 
8. SPECIAL MEETINGS 
 

Emergency or special meetings of the Committee may be called from time to time, as 
circumstances dictate. 
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9. ORDER OF BUSINESS 
 

Committee meetings will include, but not be restricted to, the following agenda items: 
 

a) Roll call, noting both present and absent members, as well as guests 
 

b) Correction and Adoption of the previous minutes 
 

c) Business Arising from the Minutes 
 

d) New Business for consideration 
 

e) Review of Local Committee Reports 
 

f) Training and education/New H & S Technologies 
 

g) Rehabilitation of Injured Employees/WCB Update 
 

h) Other business 
 
10. RECORDS 
 

Minutes of each meeting shall be taken.  Once they have been adopted by the Committee, they 
will be signed by the Chair and Secretary and circulated as follows: 

 
a) one copy in Health and Safety Minute Book kept in the Head Office 
b) one copy posted on the staff room notice boards 
c) one copy sent to the all Committee Members 
d) one copy to WCB 
e) one copy to Union Representative, if applicable 
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11. PLANNED INSPECTIONS 
 

At each meeting, the Corporate Committee will review any deficiencies found during a planned 
inspection which was not (or could not be) corrected to the satisfaction of the local Committee (or 
which appeared to have Corporate wide significance) and was, therefore, forwarded to the 
Corporate Health and Safety Committee by the Local Committee for action.  Action taken by the 
Corporate Committee will be documented as follows: 

 
a) one copy in the Health and Safety Planned Inspections Book kept at Head Office 

 
b) one copy to the Supervisor and Branch Manager in charge of the area containing the 

unsafe condition 
 

c) one copy to the Chair of the Local Committee 
 
12. ACCIDENT INVESTIGATIONS 
 

Accident investigations which required the participation of the Manager of Human Resources (i.e. 
resulted in lost time on the job) will be placed on the Agenda of the next meeting of the Corporate 
Health and Safety Committee for review and discussion. 

 
Copies of the Investigation Team's Accident Investigation Report will be sent to Corporate 
Committee members, along with the agenda for the meeting. 
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13. EMPLOYEE COMPLAINTS 
 

Employees will be instructed to bring complaints concerning health and safety directly to their 
supervisor.  However, if the situation is not handled to the satisfaction of the employee, the 
employee must feel free to bring the issue to a local committee member.  The committee member 
will then involve the local Health and Safety Committee in an effort to resolve the issue.  It is not 
the intention that the Health and Safety Committee act as a grievance committee, but rather that it 
be seen as a vehicle to address legitimate workplace safety issues.  The atmosphere is intended to 
be one of cooperation, as opposed to the more confrontational approach often found in grievance 
settlements. 

 
An employee complaint which is dealt with by the Local Committee must be documented in 
writing and forwarded to the Manager of Human Resources. 

 
As a rule, employee complaints will not be heard by the Corporate Committee, unless they are 
forwarded to that group by the Local Committee. 
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14. REFUSAL TO WORK  (WCB 3.24) 
 

Workers Compensation Board regulations set out procedures to be followed if an employee 
invokes the right to refuse to work because of an activity or process she/he considers to be 
hazardous.  Members of the Health and Safety Committee on site may be called upon for 
assistance in this instance. 

 
The local Health and Safety Committee must contact the Manager of Human Resources 
immediately in the event of a Refusal to Work.  Committee members should document as many 
details as possible of the circumstances surrounding the refusal for future reference. 

 
It is the responsibility of Committee Members and the Manager of Human Resources to protect 
the rights of the employee by ensuring that the proper procedures (as dictated by current 
legislation) are followed.  It is also the responsibility of Committee Members to work with the 
employer to develop a solution.  If the matter cannot be resolved, it is referred to an officer of the 
Workers Compensation Board. 

 
All Refusals to Work are to be brought to the attention of Corporate Committee members by the 
Manager of Human Resources when they occur.  The refusal and its resolution (if any) are to be 
placed on the next agenda of the Corporate Committee for review and discussion. 
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TERMS OF REFERENCE 

 
HEALTH AND SAFETY COMMITTEE (LOCAL) 

 
1. ROLE OF THE COMMITTEE (WCB 3.6(2) a to c) 
 

The local Health and Safety Committee is made up of employee and employer representatives 
working together to identify and resolve health and safety problems in a specific facility or 
Branch.  The Committee shall assist in creating a safe work environment by recommending 
actions which will improve the effectiveness of the health and safety program and promoting 
compliance with both health and safety legislation and Corporate policy and programs. 

 
2. COMPOSITION OF COMMITTEE (WCB 3.5) 
 

Each Branch or facility shall have a Committee made up of at least one management 
representative and one employee representatives.  The employee representative will be chosen by 
the employees within the Branch or facility.   An Alternate for the employee member should be 
chosen in the same manner.  The names of Committee members and Alternates will be posted on 
staff room notice boards.   

 
3. CHAIR OF COMMITTEE (WCB 3.5 (1) (c), 3.5(2)) 
 

One member of the Committee will act as Chair and will be responsible for: 
 

a) controlling meetings 
b) maintaining an unbiased viewpoint 
c) arranging agenda 
d) reviewing previous minutes and materials 
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4. SECRETARY (WCB 3.5(2)) 
 

The other member of the Committee will act as Secretary and will be responsible for: 
 

a) preparing the agendas 
b) writing and distributing the minutes of meetings 
c) assisting with the conducting of the meeting 

 
5. TERM OF OFFICE 
 

The term of office for the employee member will be two years.   
 

The management representatives will be the Branch Manager and the Office Supervisor (one will 
act as the Alternate).  These representatives will be replaced only when a new employee is hired 
into either position. 

 
6. REGULAR MEETINGS (WCB 3.6 (2) (d)) 
 

a) Regular meetings will be held on the first Wednesday of each month, prior to the start of 
the work day. 

 
b) Every third month, the regular meeting will take the form of a regular inspection of the 

premises and of work procedures. 
 

c) The December meeting each year will be devoted to the Annual Review of the entire 
facility.  The review will include air quality, the physical condition of the facility, the 
effectiveness of measures taken to comply with ergonomic requirements, risk assessment 
in relation to Violence in the Workplace and the work safety procedures for each position 
in place in the Branch. 
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7. QUORUM AND ATTENDANCE 
 

A quorum will consist of one management representative and one employee representative. 
 

Employees attending Health and Safety Committee meetings outside regular working hours will 
be compensated according to their Terms and Conditions of Employment. 

 
Committee meetings will not normally be held on the regularly scheduled day off of any 
Committee member. 

 
8. SPECIAL MEETINGS 
 

Emergency or special meetings of the Committee may be called from time to time, as 
circumstances dictate. 

 
9. ORDER OF BUSINESS (WCB 3.6 (d)) 
 

Committee meetings will include, but not be restricted to, the following agenda items: 
 

a) Roll call, noting those present, including guests 
 

b) Correction and Adoption of the previous minutes 
 

c) Business Arising from the Minutes/Remedial Action Taken since Previous Meeting 
 

d) New Business for consideration 
 

e) Accident Review (if any) 
 

f) Training and education 
 

g) Inspection and Investigation Reports 
 

h) Other business 
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10. RECORDS (WCB 3.6 (d)) 
 

Minutes of each meeting shall be taken.  Once they have been adopted by the Committee, they 
will be signed by the Chair and Secretary and circulated as follows: 

 
a) one copy in Health and Safety Minute Book kept in the Branch 
b) one copy posted on the staff room notice board 
c) one copy sent to the Manager of Human Resources 
d) one copy to each Committee member 
e) WCB Office 
f) Union Representative, if applicable 

 
11. PLANNED INSPECTIONS (WCB 3.4(f), 3.15 to 3.18) 
 

Every third month, the regular meeting will take the form of a planned inspection of both site 
conditions and work practices.  As a result of this inspection, the Committee will complete an 
Occupational Health and Safety Inspection Form noting the unsafe condition, the danger involved, 
the corrective action required, the hazard rating and the final disposition of the matter.  The 
following copies will be distributed: 

 
a) one copy in the Health and Safety Planned Inspections Book kept in the Branch 

 
b) one copy to the Supervisor in charge of the area containing the unsafe condition 

 
c) one copy to the Manager of Human Resources 

 
Any deficiency found during a planned inspection which is not (or cannot be) corrected to the 
satisfaction of the local Committee (or which appears to have Corporate wide significance) should 
be forwarded to the Corporate Health and Safety Committee through the Manager of Human 
Resources. (WCB 3.19 to 3.21) 
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12. ACCIDENT INVESTIGATIONS (WCB 3.4(f), 3.7 to 3.14) 
 

Accidents within a Branch or facility will be investigated by the Branch Manager, the 
Supervisor (if different from the Branch Manager) and the employee member of the local 
Health and Safety Committee.  Investigations involving lost time must include the Manager of 
Human Resources as a team member. 

 
The Investigation Team will complete an Accident Investigation Report and distribute it as 
follows: 

 
a) one copy in the Accident Report Book kept in the Branch 
b) one copy to the Manager of Human Resources 
c) one copy to WCB Office 

 
13. EMPLOYEE COMPLAINTS 
 

Employees will be instructed to bring complaints concerning health and safety directly to their 
supervisor.  However, if the situation is not handled to the satisfaction of the employee, the 
employee must feel free to bring the issue to a committee member.  The committee member will 
then involve the local Health and Safety Committee in an effort to resolve the issue.  It is not the 
intention that the Health and Safety Committee act as a grievance committee, but rather that it be 
seen as a vehicle to address legitimate workplace safety issues.  The atmosphere is intended to be 
one of cooperation, as opposed to the more confrontational approach often found in grievance 
settlements. 

 
An employee complaint which is dealt with by the Committee must be documented in writing and 
forwarded to the Manager of Human Resources. 
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14. REFUSAL TO WORK  (WCB 3.24) 
 

Workers Compensation Board regulations set out procedures to be followed if an employee 
invokes the right to refuse to work because of an activity or process she/he considers to be 
hazardous.  Members of the Health and Safety Committee may be called upon for assistance in 
this instance. 

 
The local Health and Safety Committee must contact the Manager of Human Resources 
immediately in the event of a Refusal to Work.  Committee members should document as many 
details as possible of the circumstances surrounding the refusal for future reference. 

 
It is the responsibility of Committee Members and the Manager of Human Resources to protect 
the rights of the employee by ensuring that the proper procedures (as dictated by current 
legislation) are followed.  It is also the responsibility of Committee Members to work with the 
employer to develop a solution.  If the matter cannot be resolved, it is referred to an officer of the 
Workers Compensation Board. 
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PURPOSE: 
 
The Corporation is committed to the health and safety of all its employees and is cognizant of its duties 
and responsibilities as defined in the Workers Compensation Act and its accompanying Industrial 
Health and Safety Regulations, as amended. 

 
To this end, the Corporation has implemented a program to ensure that working conditions are in 
accordance with the Act in order to prevent occupational injuries and illnesses.  These responsibilities 
extend to all levels of the Corporation.  Management is responsible for providing safe and healthy working 
conditions and ensuring that all employees receive the necessary knowledge, instruction and supervision to 
enable them to perform their work safely.  All employees have a personal responsibility to carry out the 
policies implemented by the Corporation in order to preserve their health and to work safely within these 
established practices and procedures in accordance with the Workers Compensation Act and its 
accompanying Industrial Health and Safety Regulations. 
 
POLICY: 
 
Within the scope of the Health and Safety Policy of the Corporation, the responsibility for the 
implementation and control of the Health and Safety Program is delegated to all levels of the organization.  
The chain of this responsibility is shown below: 
 

LEVEL 5 - President/CEO 
LEVEL 4 - Manager of Human Resources 
LEVEL 3 - Senior Managers – includes Branch Manager and Chief Operations Off., 

Controller and Chief Financial Officer 
LEVEL 2 - Line supervisors – includes Office Supervisor, Head Teller, Member Service 

Supervisor 
LEVEL 1 - Employees – includes all employees whether full-time, part-time, casual or 

contract. 
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RESPONSIBILITIES 

 
Employees at all levels must understand their responsibilities as prescribed in the Workers Compensation 
Act and its accompanying Industrial Health & Safety Regulations. 

 
ARTICLE 2 - LEVEL 5 – PRESIDENT and CEO 

 
-directs the creation, implementation and administration of the Health and Safety Policy and 
procedures for the Corporation, in compliance with legislation 

 
LEVEL 4 - MANAGER OF HUMAN RESOURCES 
 

-ensures that the Health and Safety Policy is understood by all levels of responsibility and is 
practised  consistently in the work place. 

 
-ensures that the specific requirements of the Policy are delegated to the appropriate level of 
responsibility. 

 
-monitors the application of the Policy to ensure that the required results are obtained. 

 
LEVEL 3 - SENIOR MANAGERS 
 

-ensure that healthy and safe work conditions prevail on  the job site. 
 

-ensure that employees are observed, monitored and encouraged in their application of the Policy 
& Regulations 

 
LEVEL 2 - LINE SUPERVISORS 
 

-implement the Policy and Regulations in accordance with the Act. 
 

-observe, monitor, and encourage healthy and safe work practices. 
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LEVEL 1 – EMPLOYEES 
 

-understand and comply with the Corporate Health and Safety Policy and Regulations. 
 

-take every reasonable precaution to protect themselves and fellow workers from health hazards 
and unsafe working conditions. 

 
DUTIES 

 
LEVEL 1 – EMPLOYEE 
 

-Works in compliance with the provisions of the Workers' Compensation Act and its 
accompanying Industrial Health  & Safety Regulations. 

 
-Is responsible for working safely and with such skill and care as is necessary to prevent an 
accidental injury. 

 
-Is familiar with the Corporate Health and Safety Policy and its accompanying Program. 

 
-Confirms that all personal safety equipment is maintained and in proper working condition. 

 
-Knows the location and operation of all safety equipment. 

 
-Is familiar with the responsibilities identified in the Fire Safety Plan. 

 
-Is responsible for the prompt reporting of health and safety hazards to the immediate supervisor. 

 
-Ensures that all accidents and injuries are reported immediately to the Supervisor. 

 
-Respects the Corporate concern for Health and Safety. 
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DUTIES 

 
LEVEL 2 - LINE SUPERVISOR 
 

-Is familiar with the Workers Compensation Act and its accompanying Industrial Health and 
Safety Regulations. 

 
-Ensures that all employees are fully aware of the Health and Safety Policy and its accompanying 
Program. 

 
-Ensures that employees have received and understood instructions when working with 
equipment. 

 
-Ensures that employees use all required safety equipment. 

 
-Is familiar with required safe working practices. 

 
-Maintains the required accident prevention plans. 

 
-Reports any unsafe conditions to the immediate Supervisor. 

 
-Corrects any unsafe conditions. 

 
-Reports details of all accidents immediately. 

 
-Ensures that an injured employee, requiring medical attention, is treated at the nearest medical aid 
centre, as quickly as possible. 

 
-Makes recommendations on the prevention of similar injuries. 

 
-Carries out regular inspections of the work place to ensure a healthy and safe work environment. 
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DUTIES 

 
LEVEL 3 - SENIOR MANAGER 
 

-Familiar with the Workers Compensation Act and its accompanying Industrial Health and Safety 
Regulations and ensures that the requirements of the Act are followed. 

 
-Familiar with the Health and Safety Policy and Program and ensures that they are implemented 
and followed. 

 
-Ensures that staff are aware of potential hazards in the work place. 

 
-Ensures that staff are aware of their responsibilities in the applicable Fire Safety Plan. 

 
-Familiar with required safe working practices and determines a safe, competent method of 
performing all work. 

 
-Ensures that employees work with proper instructions, supervision and equipment. 

 
-Ensures that all equipment is maintained in a safe operating condition, and that all materials are 
properly transported, handled and stored. 

 
-Attends Corporate and Branch Safety meetings and Accident Investigations when required. 

 
-Is informed and aware of all accidents associated with work responsibilities. 

 
-Completes proper forms for the recording and reporting of accidents and if necessary, obtains 
medical attention, when an injury occurs. 

 
-Establishes an accident prevention plan for all work procedures. 

 
-Ensures maximum protection and minimum inconvenience to members and the public. 
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DUTIES 

 
ARTICLE 3 - LEVEL 4 – MANAGER OF HUMAN RESOURCES 

 
-Understands, implements and ensures compliance with the Workers Compensation Act and its 
accompanying Industrial Health & Safety Regulations. 

 
-Understands, implements and ensures compliance with the Corporate Health & Safety Policy and 
Program. 

 
-Establishes objectives, regulations and standards consistent with applicable Health & Safety 
Regulations. 

 
-Monitors all levels of responsibility and directs corrective action as required. 

 
-Provides information, instructions and assistance to all supervisory staff. 

 
-Ensures that all staff are equipped with safety equipment as prescribed in the Act. 

 
-Provides on-going safety education programs and approved first aid training courses as required. 

 
-Acts as Chair for all accident investigations 

 
-Implements, maintains and ensures compliance with Fire Safety Plans in all Credit Union 
buildings. 

 
-Chairs regularly scheduled Corporate Health & Safety meetings called by the General Manager. 

 
-The following are examples of possible agenda items for the regularly scheduled Health & Safety 
meetings: 

 
*Rehabilitation of injured employees 
*New health & safety technology 
*Hazardous work areas 
*WCB and Personal Injury Reports 
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LEVEL 5 - GENERAL MANAGER 
 

-Oversees the implementation and administration of the Health and Safety Policy and Program 
through delegated authority to Senior Managers, Supervisors and employees. 

 
-Directs the creation of Health and Safety Committees, including a Corporate Health and Safety 
Committee, whose purpose shall be to monitor the work environment and recommend corrective 
action to ensure compliance with appropriate legislation. 

 
-Calls and attends regularly scheduled meetings of the Corporate Health and Safety Committee. 

 
-Reviews and initials all Health and Safety Committee reports. 
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PURPOSE: 
 
This Health and Safety Program has been developed in conjunction with the Corporation's Occupational 
Health and Safety Policy.  Its purpose is to put into place mechanisms which will ensure a high level of 
health and safety in our workplace by:  (WCB 3.4 b-h) 
 

a) encouraging awareness of hazards in the workplace, 
 

b) training employees in health and safety issues, and 
 

c) creating an environment of co-operation between employees and managers in order to 
identify health and safety issues and take whatever corrective action might be necessary 
as quickly as possible. 

 
PROGRAM: 
 
In order to maintain a healthy and safe work environment, the following three step Occupational Health 
and Safety Program will be put into place: 
 
STEP I: IDENTIFYING HAZARDS   (WCB 3.4 b)  
 
Accidents are normally caused by a combination of conditions such as employee fatigue, lack of job skill, 
absence of standard operating procedures for the job and hazards which are naturally inherent in a 
workplace where machines exist along side people.  Work procedures and equipment will be analyzed for 
potential hazards.   
 
STEP II: MONITORING THE WORKPLACE 
 
Following the analysis, the Corporation will regularly monitor work procedures, equipment and machinery 
to ensure that hazards to employees are controlled or eliminated.  This monitoring will be accomplished by 
the creation of Occupational Health and Safety Committees, described in Step III, Part 4(h), below. 
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STEP III: CONTROLLING HAZARDS 
 
Hazards which are identified through the Occupational Health and Safety Program will be controlled in 
one of the following ways: 
 
1) ELIMINATION OR SUBSTITUTION: 
 

Where at all possible, the hazard which has been identified will be removed from the workplace, 
or a substitution will be made which will eliminate the hazard. 

 
2) ENGINEERING CONTROLS: (WCB 4.54-4.63) 
 

Where elimination or removal of the hazard is not possible, engineering controls will be used to 
minimize the risk.  Examples of these controls are guards, barriers and lock-out mechanisms on 
equipment. 

 
3) PERSONAL PROTECTIVE EQUIPMENT: (WCB 4.50(2)/8.2-8.10) 
 

Where elimination, substitution and engineering controls are not feasible, personal protective 
equipment shall be worn wherever employees are exposed to hazards.  Training in the use and 
care of this equipment will be provided.  An example of protective gear which might be required 
are ear defenders for employees working with noisy equipment. 

 
4) ORGANIZATIONAL CONTROLS: 
 

The Corporation will control hazards in the environment by putting into place a number of 
administrative controls, as follows: 

 
a) Occupational Health and Safety Policy: 

 
The Occupational Health and Safety Policy is a formal expression of the Corporation's 
commitment to health and safety in the workplace.  The duties and responsibilities of all 
employees are outlined in the document.  The Policy will be posted in all Corporate 
facilities in order to ensure that employees are aware of its contents and their 
responsibilities, as described therein. 
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b) Written Work Procedures: (WCB 3.4 c) 

 
Standard work procedures will be developed by the Branch/Dept. and maintained for all 
jobs.  They will include specific health and safety issues for the job, including procedures 
for employees working alone.  The written procedures will be reviewed whenever a 
change in the job occurs or when a new employee enters the position.  Regardless of 
change, the written procedures must be reviewed twice annually by the 
supervisor/manager of the work. 

 
c) Education and Training: 

 
Each employee will receive the training necessary to work safely.  The supervisor will 
follow up regularly to ensure that all employees demonstrate the ability to follow safe 
work procedures.  Records of all formal training will be maintained and reviewed 
periodically to ensure that all training requirements have been met. 

 
d) Hazardous Materials and Substances: (WCB 5.2) 

 
The Workplace Hazardous Materials Information System (WHMIS) requires suppliers to 
provide information in the form of labels and material safety data sheets for all controlled 
products.  Employees will receive WHMIS training to enable them to interpret labels and 
to ensure that they are aware of safe use procedures and first aid measures required in 
case of an accident or spill. 

 
e) First Aid Equipment and Service: (WCB 33.2, Sched. 1, Table 6) 

 
Each facility will be provided with first aid equipment and supplies, suitable to the degree 
of hazards on the job, travel time to the hospital and number of employees on site (as 
dictated by current legislation).  In addition, the Corporation will ensure that the required 
number of employees are trained in first aid, to the level required by legislation. 
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f) Records:   
 

All injuries will be recorded in the following places, as required by legislation:  
(WCB 3.7, 3.11 (2)) 

 
i) Treatment Record Book, which will be in place in each facility,   
ii) WCB Form 7A, "First Aid Report", to be completed by the employee 

providing First Aid, and 
iii) WCB Form 7, "Employer's Report of Injury", to be completed by Supervisor. 

 
Originals of all completed forms are to be forwarded to Head Office for transmission to 
WCB and for storage, with copies kept in the originating Branch. 

 
g) Fire Safety/Emergency Evacuation Plan:  (WCB 4.13, 4.14, 4.16) 

 
Each Corporate facility shall have in place a written Fire Safety/Emergency Evacuation 
Plan, which will include the following: 

 
i) Identification of persons in authority and their roles 

 
ii) Description of possible emergency or risk (e.g. fire, robbery) - when to 

implement plan 
 

iii) Floor Plan of the facility 
 

iv) List of Emergency Telephone Numbers 
 

v) Description of Warning System 
 

vi) Outline of evacuation procedure, including provisions for security of the Branch 
 

vii) Procedure for evacuating members and/or public 
 

viii) Description of staff training program 
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h) Inspections: (WCB 3.4b, 3.15 to 3.18) 

 
In addition to general monitoring of the workplace, there will be four different types of 
regular inspections, as follows: 
 
i) Planned Inspections:  These inspections will be carried out by the Health and 

Safety Committees in each Branch on a regular basis and shall include both the 
observation of work practices and site conditions. 

 
ii) Equipment Inspections:  Employees will be required to inspect their equipment 

and workspace regularly and to be constantly alert for hazards.  In addition, 
equipment will be inspected by technicians for preventative maintenance, as 
required by the manufacturers specifications. 

 
iii) Special Inspections:  Special Inspections will be undertaken following an 

equipment malfunction or an accident. 
 
iv) Supervisory Inspections:  Supervisory Inspections are ongoing and include job 

observation, as well as hazard control. 
 

Hazard Ratings:  All hazards noted during any inspection must be rated as follows: 
 

A HAZARD:  Requires immediate corrective action as it is an imminent hazard.  Work must be 
discontinued until the hazard is eliminated. 

 
B HAZARD:  Urgent situation.  Requires attention as soon as possible. 

 
C HAZARD:  Not an emergency but needs to be corrected without delay. 
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Any deficiencies found during regular inspections by the local Health & Safety Committee should 
be reported immediately to the Supervisor by using the Occupational Health and Safety Inspection 
Form.  If corrective action is not taken to the satisfaction of the local Committee, the items should 
be forwarded to the Corporate Health and Safety Committee for review and action.   

 
i) Joint Health and Safety Committees: 

 
Joint Health and Safety Committees, with both management and employee 
representatives, will be established in accordance with the OH&S Regulations and the 
Terms of Reference for both Local and Corporate OH&S Committees (HR8-B, HR8-C).  
The purpose of the Committees shall be: 

 
i) to assist in creating a safe place of work, 

 
ii) to recommend actions which will improve the effectiveness of the occupational 
health and safety program, and 

 
iii) to promote compliance with the Workers Compensation Act, Chapter 437 and its 
accompanying Industrial Health and Safety Regulations, and the Corporate Occupational 
Health and Safety Policy and its accompanying Health and Safety Program. 

 
The structure, composition and scope of responsibility for the Health and Safety 
Committees are contained in the Terms of Reference which have been developed for that 
purpose. 
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j) Accident Investigation: (WCB 3.4e, 3.11(2)) 

 
All accidents will be investigated by the Branch Manager, the Supervisor and an 
employee member of the Health and Safety Committee within the Branch where the 
occurrence took place.  The Investigation Team for accidents with significant 
consequences (i.e. loss of time on the job) will include the Manager of Human of Human 
Resources.  The Investigation Team must complete an Accident Investigation Report, a 
copy of which must be sent to the Manager of Human Resources and WCB.  Remedial 
measures should be agreed upon and implemented without delay at the end of the 
investigation. 

 
k) Annual Review:  (WCB 4.23, 4.28, 4.31, 4.52) 

 
Health and Safety Committees will carry out a systematic and critical examination of the 
entire facility annually, in order to identify the effectiveness of existing safety activities, 
as well as deficiencies.  The review should look at air quality, the physical condition of 
the facility, the effectiveness of measures taken to comply with ergonomic requirements, 
risk assessment in relation to Violence in the Workplace and the procedures which are in 
place to promote working safely. 
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PURPOSE: 
 
The Corporation recognizes the potential for violent acts or threats directed at staff by persons other than 
credit union employees.  For purposes of this policy, violence has been defined by the Workers 
Compensation Board as: 
 
“………the attempted or actual exercise by a person. other than a worker, of any physical force 
so as to cause injury to a worker, and includes any threatening statement or behaviour which 
gives a worker reasonable cause to believe that he or she is at risk of injury.” 

 
POLICY: 
 
Every effort will be made to identify the sources of threats to employees.  Every Manager and Supervisor 
is responsible for ensuring that all staff members are aware of the hazards identified and are trained in the 
appropriate actions to take for protection from acts or threats of violence.  Employees will follow the 
procedures implemented for their protection and are obliged to immediately report all incidents of violence 
in the workplace. 
 
Employees at all levels are expected to conduct themselves according to the attached procedures. 
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1) RISK ASSESSMENT: 
 

A risk assessment will be performed annually in every office, using the “Violence in the 
Workplace Risk Assessment Survey” (See Appendix 1, attached), which all employees will be 
required to complete. 

 
2) PROCEDURES: 
 

a) When a risk of injury to workers from violence is identified by the annual assessment, 
written procedures will be established to eliminate the risk.   

b) Where elimination of the risk is not possible, written procedures will be put into place to 
minimize to the greatest extent possible the risk to employees. 

 
3) TRAINING: 
 

Employees will be advised of potential risks as identified by the “Violence in the Workplace Risk 
Assessment Survey” and will be instructed in the procedures which have been developed as a 
result, including: 

 
a) the recognition of potential violence, and 
b) the appropriate employee response. 

 
4) REPORTING: 
 

Employees must report all incidents of violence immediately to their immediate supervisor or 
manager.  In addition, a “Violent Incident Report Form” (See Appendix 2, attached) must be 
completed by the immediate supervisor or manager in consultation with the employee reporting 
the incident and forwarded immediately to the Manager of Human Resources. 

 
5) INVESTIGATION AND CORRECTIVE ACTION: 
 

A violent incident in the workplace is considered to be a workplace hazard.  As such, the 
investigation of such an incident will be as described in the Occupational Health and Safety 
Program. 

 
Corrective action identified by the investigation will include advising an injured worker to 
consult with a physician for treatment or referral.  
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PROCEDURES IN CASE OF ROBBERY 

 
Employees will not interfere with or resist during a robbery attempt, nor will they attempt to alert the 
police during such an attempt, but rather will conduct themselves according to the following procedures: 
 
1) RESPONDING TO CALL FROM RCMP: 
 

If the police call to advise that the silent alarm has been activated: 
 

a) DO NOT HANG UP OR PUT CALLER ON HOLD. 
 

b) Quietly attract the attention of another staff member, preferably the supervisor, and advise 
of the situation. 

 
c) Be observant.  Watch movement within the Branch while the supervisor determines if the 

alarm is real. 
 

d) Give the "all clear" to the caller, using specific code words, only when instructed to do so 
by the supervisor. 

 
e) If the police arrive at the Branch and the alarm is false, the supervisor will meet the police 

outside the Branch to so advise. 
 
2) DURING A HOLD-UP: 
 

a) Remain calm. 
b) NEVER resist or argue with the bandit.  Remember that the cash is insured. 
c) Do EXACTLY as the bandit asks. 
d) Do not attempt in any way to act in a heroic manner. 
e) Without being obvious, observe the bandit carefully to assist with identification later. 
f) Do not get cash ready until the bandit gives instructions to do so. 
g) Do not give the bandit any more than asked. 
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h) Attempt to include the bait bundle in the cash which is given to the bandit to assist the 

police in identifying the cash later.  
 

i) Do not volunteer information.  Answer only questions posed. 
 

j) Know where the silent alarm is located and how to activate it.  DO NOT ACTIVATE 
while the bandit is in the branch in order to avoid a hostage situation. 

 
3) AFTER THE BANDIT LEAVES THE BRANCH: 
 

EMPLOYEES' ROLE: 
 

a) Activate the silent hold-up alarm and inform the supervisor of the robbery. 
 

b) Complete the bandit description form provided by the supervisor immediately, while 
events are still fresh.  Do not compare or discuss the form with other employees, rather 
complete it independently. 

 
c) Do not discuss the statement with the press or anyone other than the police and the 

supervisor or Branch Manager. 
 

d) NEVER touch a hold-up note or anything else the bandit has touched in the event the 
police wish to take finger prints. 

 
e) Do not touch or tamper with anything which may be used by the police as evidence. 

 
SUPERVISOR'S/BRANCH MANAGER'S ROLE: 

 
a) Seal off the area or wicket where the robbery took place. 

 
b) If required, call an ambulance. 

 
c) Call the police.  
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d) Close and lock the office doors.  Restrict entry and exit to all but the police and senior 

Corporate officials. 
 

e) Distribute Robbery Tear Sheets, assigning various duties to staff members. 
 

f) Arrange for the distribution of bandit description forms to all employees, members and 
other witnesses, both inside and outside of the branch. 

 
g) Meet police outside the branch to indicate that the bandit is no longer on the premises. 

 
h) Inform Head Office. 

 
4) WHEN THE POLICE ARRIVE: 
 

EMPLOYEES' ROLE: 
 

a) Co-operate fully. 
 

b) Answer all questions fully and briefly, without embellishment or exaggeration. 
 

c) When instructed by the police officer in charge, balance cash in order to determine the 
amount of the theft. 

 
SUPERVISOR'S/BRANCH MANAGER'S ROLE: 

 
a) Arrange for the collection and delivery to the police of all completed bandit description 

forms. 
 

b) Provide interview space or any other assistance the police may require. 
 

c) If the Corporate auditor is not available, supervise the cash count. 
 

d) Report amount of cash loss to the police, the Branch Manager and Head Office. 
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6) POST ROBBERY: 
 

SUPERVISORS/BRANCH MANAGERS ROLE 
 

a) Contact Human Resources to arrange for Post Traumatic Stress counselling prior to the 
branch reopening. 

 
b) Distribute information on Post Traumatic Stress to all employees and any members who 

were in the branch during the robbery. 
 

c) Meet with Human Resources to discuss alternate work arrangements for employees 
unable to return immediately to the teller line. 

 
d) Remind employees of the availability of the Employee Assistance Program and 

encourage its utilization for employees experiencing adjustment difficulties. 
  

HEAD OFFICE ROLE 
 

a) Arrange for Post Traumatic Stress counselling. 
 

b) Provide assistance to the Branch in the creation of alternative work for stressed 
employees, if required. 

 
c) Meet with employees to express concern and allow a forum for their views on the 

experience. 
 

d) Inform Risk Management Department of B. C. Central Credit Union. 
 

e) Hold post mortem on procedures followed before, during and immediately after the 
robbery in order to determine changes which might be needed for the future.  Debrief and 
request the input of employees, members in the branch during the event and the police in 
order to affect change. 
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ARTICLE 4 – EMPLOYEES WORKING ALONE 
 

The well-being of employees working alone will be monitored according to the following procedure: 
 
1) EMPLOYEES WORKING OUTSIDE COMPANY PREMISES: 
 

a) Employees who leave their office on corporate business (e.g. to attend an automobile 
dealership, etc) are required to report to their supervisor or a fellow employee by telephone 
at agreed upon intervals. 

b) If an employee absent on  company business is detained beyond the end of the normal 
working day, at least one employee must remain in the office until such time as the absent 
employee returns from the field. 

c) When leaving  to return to his/her home office, an employee must advise the office by 
telephone of his/her estimated time of arrival. 

 
2) EMPLOYEES WORKING ALONE IN COMPANY-OWNED OFFICES: 
 

a) Employees working alone, either before or after normal office hours, will ensure that the 
office doors are locked and that no-one is allowed to enter. 

b) Employees working alone during normal opening hours who encounter potential danger must: 
i) in alarmed buildings:  activate the silent alarm system to alert the police 
ii) in buildings not alarmed:  activate the automatic dialing system on the telephone to a 

pre-determined number in order to signal an alert. 
 
3) PREVENTION: 
 
Employees should always be alert to their surroundings whether working alone or not.  Employees must 
report all suspicious incidents to their immediate supervisor or manager as soon as possible (e.g.  
suspicious people or cars around or near the office, people entering the office for no apparent reason, odd 
behaviour, etc). 
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