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THIS AGREEMENT effective January 1, 2015 

BETWEEN: 

THE NANAIMO ECONOMIC DEVELOPMENT CORPORATION 
(Hereinafter called the "Employer") 

OF THE FIRST PART 

AND: 

THE CANADIAN UNION OF PUBLIC EMPLOYEES, LOCAL NO. 401 
(Hereinafter called the "Union") 

OF THE SECOND PART 

WHEREAS it is the desire of both Parties to this Agreement; 

1. To maintain and improve the harmonious relations and settled conditions of employment 
between the Employer and the Union. 

2. To recognize the mutual value of joint discussions and negotiations in all matters 
pertaining to working conditions. 

3. To encourage efficiency in operation. 

4. To promote the morale, well-being and security of all the employees in the bargaining 
unit of the Union. 

AND WHEREAS it is now desirable that methods of bargaining and all matters pertaining 
to the working conditions of the employees be drawn up in an agreement; 

NOW THEREFORE THE PARTIES AGREE AS FOLLOWS: 

1 
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1. DEFINITIONS OF EMPLOYEE STATUS AND BENEFIT ENTITLEMENT 

2 

(a) Permanent Full-Time Employees 

Permanent Full-Time Employees are those who are regularly schedu led t o work 
on a fu ll-time basis. Full time employees shall work thirty-five (35) hours per week 
under this agreement. 

BENEFIT ENTITLEMENT 

Permanent Full-Time Employees are entitled to all benefits of this Agreement 
except those specifica lly excluded during probation. Employee benefits (Article 
26) shal l be ava ilable on t he first day of the month following comp letion of the 
probationary period . 

(b) Permanent Part-Time Employees 

Perma nent Part-Time employees are those regular ly working a normal week 
consisting of less than a Permanent Full-Time Employee. 

BENEFIT ENTITLEMENT 

(i) Permanent Part-Time Employees with one-ha lf or more than one-ha lf fu ll­
time permanent hours are entitled to all benefits ofthis Agreement subject 
to statutory and carrier limitations except that sick leave, vacations and 
statutory holidays sha ll be pro-rated. Employee benefits (Article 26) shall 
be ava ilable on the first day of the month following comp letion of the 
probationary period. 

(ii) Permanent Part-Time Employees with less than one-half full-time 
permanent hours shall not be ent itled to employee benefits (Article 26) 
other than sick leave, vacation, statutory holidays and other benefits 
required by statute. Sick leave, vacations and statutory holidays shall be 
pro-rated. 

(iii) Part-Time Employees who refuse full-time jobs for wh ich they are qualified 
sha ll not have the right to bump a Permanent Full-Time Employee. 

(iv) Permanent Part-Time Employees sha ll be given first opportunity, in 
seniority order, to work add itional regular stra igh t -t ime hours (i.e. hours 
that are in addition to their norma lly and regularly schedu led shift hours) 
wh ich become avai lable, provided: 

• The Employer sha ll maximize the normal and regular straight time 
hours of perman ent part-time employees when it schedu les these 
employees to work in their current classification, before it makes 
add itional hours avai lable under this Section l(b)(iv). 

• In ord er to be considered for additiona l work under this Subsect ion 

l(b)(iv), employees must have the skil l, knowledge and ability perform 
the work in question. 
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• In order to be considered for additional work under this Subsection 
l(b)(iv), employees must be available to perform the work in question, 
as and when the Employer requires such work to be performed. For 

purposes of this Subsection, an employee is deemed unavailable for 
additional work if he/she is already scheduled to work during the time 
when the Employer requires such additional work to be performed . 
This notwithstanding, the parties may mutually agree, on a case by 
case without prejudice basis, to permit an employee to avail of 
additional work even though the employee is already scheduled. 

• No overtime or other costs will be incurred either directly as a result of 
assigning work in accordance with this Subsection l(b)(iv). 

(c) Probationary Employees 

Newly hired employees, except those designated as temporary or casual 
employees, shall serve a probationary period of sixty (60) days worked or four (4) 
calendar months from their date of hiring, whichever is lesser, to provide 
opportunity for the Employer to determine their suitability for continued 
employment. The length of the probationary period may be extended beyond 
four months to permit the sixty (60) days worked requirement to be reached, 
provided the Union mutually agrees. 

BENEFIT ENTITLEMENT 

During the probationary period, employees shall be entitled to all rights and 
privileges of this Agreement except with respect to discharge and employee 
benefits (Article 26). Benefits shall not be retroactive. 

(d) Temporary Employees 

Temporary Employees are those who are hired on a temporary basis for a specific 
assignment or leave of absence relief of up to twelve (12) months duration or work 
overload assignments up to six (6) months duration . Such period of employment 
shall not be extended unless by mutual agreement between the Parties, which 
agreement shall not be unreasonably denied by either party. Where either Party 
does not agree to extend the period, said employees shall be terminated. No 
employees in this category shall be hired while there are qualified permanent 
employees on layoff that are available to perform the work. 

The Employer shall notify the Union in writing when it employs a temporary 
employee stating the reasons(s) the employee was hired. In the case of 
employment of temporary employees for specific work assignments, the 
Employer shall identify, with as much precision as reasonably pOSSible, the 
particular work the employee will be performing. 

3 
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BENEFIT ENTITLEMENT 

Temporary Employees shall be entitled to the regular wage levels and prorated 
sick leave and they shall be paid ten and four tenths percent (10.4%) in lieu of all 
of the benefits and other perquisites provided under this Agreement (e.g. annual 
vacations, statutory holidays, group life insurance, medical insurance and 

extended health benefits as applicable.) 

Temporary employees who are selected for posted permanent positions will have 
their permanent employee seniority date backdated to include an accumulation 
of their previous days actually worked. 
Temporary employees who have accumulated unused sick leave to their credit 
and who have a break in service of less than ninety (90) consecutive calendar days 
between temporary assignments, shall carry their unused sick leave accumulation 
with them to their new temporary assignment. This right also applies in the case 
of temporary employees who are selected for posted permanent positions with a 
break in service of less than ninety (90) consecutive calendar days since 

completing their last temporary assignment. 

Ie) Casual Employees 

Casual Employees are those who are employed at an hourly rate on an 
intermittent basis, to perform specific short-term or occasional functions, not to 
exceed thirty (30) days. 

BENEFIT ENTITLEMENT 

Casual Employees are entitled to the regular wage levels for their duties available 
under the Agreement. Casual Employees will not accrue seniority and are not 
eligible for employee benefits under the Agreement (Articles 21 and 26) or any 
other benefits that extend payment beyond the initial period of employment). 
Casual Employees shall be paid ten and four tenths percent (10.4%) in lieu of all of 
the benefits and other perquisites provided under this Agreement (i.e. annual 
vacations, statutory holidays, sick leave, group life insurance, medical insurance 
and extended health benefits as applicable.) 

Casual employees, who are selected for a permanent posted position, shall be 
eligible to have their (permanent employee) seniority date backdated to include 

an accumulation of their previous days actually worked. 

If) Recognition of Former Service for Seniority Purposes 

For the purposes of Sections l(d), l(e) and l(f) temporary and casual employees 
who are selected for permanent posted positions shall have their permanent 
employee seniority date adjusted to include an accumulation of their days actually 
worked on a casual or temporary basis in the previous five (5) years. (e.g. five (5) 

shifts worked equals seven (7) days seniority. 



CUPE Local401- and - Nanaimo Economic Development Corporation 

(g) Vol unteers 

(i) Paid positions that are vacant or where the employee is off work for an 
approved reason shall not be backfilled by volunteer staff. 

(ii) Volunteers may not be utilized shou ld the NEDC experience layoffs nor 
shall they be permitted to work during legal work stoppages. 

(iii) It is understood that volunteers may be utilized for visitor information 
front desk services at kiosks or for special events on ly. 

(iv) The use of volunteers sha ll be permitted with the mutual agreement of the 
parties and shall not be unreasonably denied. 

2. MANAGEMENT RIGHTS 

(a) Management Rights 

Subject to the Grievance procedure, the Union recognizes that it is the function of 
the Employer to exercise the regular and customary function of management and 
to direct the working forces of the Employer, subject to the terms of this 
Agreement. 

(b) Not Discriminatory 

The Employer shall not exercise its rights to direct the working forces in a 
discriminatory manner. Nor shall these rights be used in a manner which would 
deprive present employees of their employment, unless through just cause. 

3. RECOGNITION AND NEGOTIATIONS 

Bargaining Unit 

The Employer recognizes the Canadian Union of Public Employees and its Local 401 as the 
sole and exclusive co llective bargaining agency for all of its employees as defined by the 
appropriate Labour Relations Board certification and hereby consents and agrees to 
negotiate with the Union, or any of its authorized committees, concerning all matters 
affecting the relationship between the Parties to this Agreement, looking towards a 
peaceful and amicable settlement of any differences that may arise between them. 

5 
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4. NO DISCRIMINATION 

The Employer agrees that there shall be no discrimination exercised or practiced with 
respect to any employee in the matter of hiring, training, promotion, transfer, lay-off, 
recall, discipline, classification, or any other action by reason of age, race, creed, colour, 
ancestry, national origin, religion, political affiliation or activity, sexual orientation, sex, 
marital or parental status, family relationship, handicap, nor by reason of their 
membership or activity in the Union. 

5. UNION SECURITY 

The Employer agrees that any employee coming within the scope of this Agreement who 
is a member of the Union shall, as a condition of continued employment, maintain 
membership in such Union in good standing. The Employer further agrees that any 
employee who is hereafter employed during the life of this Agreement and who comes 
within the categories of employees covered by this Agreement shall become a member 
of the Union and maintain membership in such Union in good standing. 

6. CHECK-OFF OF UNION DUES 

(a) The Employer shall deduct from every employee any dues, initiation fees, or 
assessments levied by the Union in accordance with its Constitution and Bylaws. 

(b) Deductions shall be made from the payroll period at the end of each month and 
shall be forwarded to the Secretary-Treasurer of the Union not later than the 15th 
day of the month following, accompanied by a complete list of all employees from 
whose wages the deductions have been made, and indicating those who have 
permanent part-time/ full-time status, together with the amounts and the hours 
worked in each case, and to include a total of regular wages of all dues paying 
employees. The Employer shall provide as much additional information as is 
readily available in an electronic format as well as a hard copy from its payroll 
system regarding employee status. 

7. NEW EMPLOYEES 

6 

(a) The Employer agrees to acquaint new employees with the fact that a Union 
Agreement is in effect and with the conditions of employment set out in the 
Articles dealing with Union Security and Dues Check-off. 

(b) Copies of Agreement 

On commencing employment, the employee's immediate supervisor shall 
introduce the new employee to their Union representative. A copy of the 
Agreement shall be presented to the new employee not later than the 
implementation of the Dues/Check-off. 
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8. CORRESPONDENCE 

All correspondence between the Parties arising out of this Agreement or incidental 
thereto, shall pass to and from the CEO or designate to the President and the 1" Vice 
President of the Union, with a copy sent to the 2nd Vice-President of the Nanaimo 
Economic Development Corporation Unit. 

9. LABOUR MANAGEMENT COMMITTEE 

A Labour Management Committee shall be established consisting of a maximum of two 
(2) representatives of the Union and a maximum of two (2) representatives of the 

Employer. The Committee shall enjoy the full support of both Parties in the interests of 
improved service to the public, and job security of the employees. 

10. LABOUR MANAGEMENT RELATIONS 

The Employer and the Union will each appoint and maintain a Bargaining Committee 
(hereinafter referred to as the "Bargaining Committee"). The Bargaining Committee shall 
consist of a Committee of the Employer together with up to two (2) members selected by 
the Union, at least one of whom shall be a Nanaimo Economic Development Corporation 
employee. 

When either of the Parties of the Bargaining Committee wishes to call a meeting of the 
Committee, the CEO or designate shall call the same for a suitable time, not more than 
ten (10) days after receipt of the request. This time may be extended by mutual 
agreement of both of the Parties. 

Any representative in the employ of the Employer and any representative of the Union 
shall have the privilege of attending such meetings. 

11. RESOLUTIONS AND REPORTS OF THE EMPLOYER 

Reports or recommendations dealing with matters of policy and/or conditions of 
employment which affect employees within the Bargaining Unit shall be forwarded to the 
Union in sufficient time to allow the Union a reasonable opportunity to consider them, 
and if deemed necessary, speaking to them before a decision is taken by the Board of 
Directors of the N EDe. 

7 



January 1, 2015 - December 31,2017 Collective Agreement 

12. GRIEVANCE PROCEDURE 

8 

(a) Any difference aris ing between the Parties concern ing the application, 
interpretation or alleged violation of this Agreement shall be resolved without 

work stoppage in the following manner: 

Step 1 

The aggrieved employee(s) shall, with the Union representative in attendance, 
first attempt to resolve the dispute within twenty (20) working days of the 
occurrence of the incident giving rise to the grievance or twenty (20) work days of 
the time that the employee shou ld have reasonably known of such incident, with 
the immediate non-bargain ing unit supervisor. If t he matter is not reso lved within 
five (5) working days of its submission, the matter sha ll be reduced in writ ing and 
be submitted to the next step within a further ten (10) work ing days. The Union 
sha ll advise the Employer in writing as to the article(s) violated and/or on what 
genera l grounds the grievance is based. 

Step 2 

After the grievance has been submitted by the Union to the Chief Executive Officer 
of the NEDC (CEO) or designate, a second step meeting will be held between the 
parties. The CEO or designate will respond in writing stating t he NEDC's Step 2 
posit ion within seven (7) working days of the Step 2 meeting. If the grievance is 
not satisfactorily resolved, or it is not withdrawn, the dispute shall be submitted 
to Arb itration in accordance with Step 3 below. 

Step 3 

(i) If the Parties fail to reach a sat isfactory resolution to t he grievance wi thin 
the seven (7) working days referred to in Step 2 or such longer time as is 
mutually agreed to, the matter shall be referred to a single, one person 
Arbitrator who may be appointed, if it is mutually agreeable to both 
Parties, failing such agreement the matter sha ll be referred to an 
Arbitration Board no later than twenty (20) work ing days after the 
comp letion of the third step, consisting of two (2) members and a 
Chairperson to be chosen in the following manner: 

(a) Each Party to this Agreement sha ll appoint an Arbitrator and the 
two (2) Arb it rators so appo inted shall appoint a Chairperson, but 
shou ld they fail, the Minister of Labour of Briti sh Columbia shal l be 
asked to appoint a Chairperson. 

(ii) The Arb it rat ion Board shall t hen proceed to hear the Arbitration and shall 
render its decision within fifteen (15) work days from the date of the 

hearing or such longer period as the Parties shall agree to. 

(iii) The decision of any two (2) members of the Board sha ll be the decision of 
t he Board and shall be final and binding on the Parties, providing that if 
there is no majority decision, the decision of the Chairperson sha ll be the 
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majority decision . The Arbitrator/Arbitration Board sha ll not have the 
power to change this Agreement by adding, deleting, amending, altering 
or modifying any of its terms and conditions. 

(iv) Each Party will bear the cost of remuneration and expenses of the 
Arbitrator it appoints and one-half (JI,) of the remuneration and expenses 
of the Chairperson and other expenses of the Board. 

(b) It is mutually agreed that the time limits as contained herein may be extended by 
mutual agreement. Union grievances may be filed at Step 2. 

13. DISCHARGE, SUSPENSION AND DISCIPLINE 

(a) Warnings 

Whenever the Employer deems it necessary to censure an employee in a manner 
indicating that dismissal may follow any repetit ion of the act complained of or 
omission referred to, or may follow if such employee fails to bring their work up 
to a required standard by a given date, the Employer shall, within seven (7) days 
thereafter, give written particulars of such censure to the employee involved with 
a copy sent concurrently to the President, 1" Vice President of the Union and the 
2,d Vice-President for Nanaimo Economic Development Corporation. 

(b) An employee shall have the right to have a Union representative present at any 
discussion with supervisory personnel where formal disciplinary action is to be 
taken. Notwithstanding this Article, it is understood that where circumstances 
dictate, the Employer may take appropriate disciplinary action without a Union 
representative being in attendance. 

(c) The Employer agrees that Union representat ives shall not be interfered with in 
any way in the performance of their duties, nor suffer any loss of wages, while 
investigating disputes and presenting adjustments as provided in this Article. The 
Union recognizes that each Union representative is employed full-time by the 
Employer and they will not leave their work during working hours except to 
perform grievance duties under this Agreement. Therefore, no Union 
representative sha ll leave their work without obtain ing the permission of their 
immediate manager. 

(d) Discharge Procedure 

An employee (except those designated as temporary employees) who has 
completed a probationary period as per Article l(c) may be dismissed but on ly for 
just and reasonable cause and only upon the authority ofthe officials of the NEDC. 

(e) Crossing of Picket Lines During Strike 

No employee shall be required to cross a picket line arising out of a labour dispute. 

9 
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14. SENIORITY 

10 

(a) Seniority Defined 

Seniority is defined as the length of service in the bargaining unit and shall be used 
in determining preference or priority for promotions, transfers, demotions, layoffs 
and recall. Seniority shall operate on a bargaining-un it-wide basis. 

(b) Seniority List 

The Employer shall maintain a seniority list showing the date upon which each 
employee's service commenced. An up-to-date seniority list shall be sent to the 
Union and posted on all bulletin boards in January and July of each year. 

(c) Probationary Employees 

The Employer may terminate probationary employees during their probationary 
period, should it find them unsuitable for continued employment. After successful 
comp letion of the probationary period, seniority shal l be effective from the 
original date of employment. 

(d) An employee shall not lose seniority rights if absent from work because of 
sickness. accident, layoff, or leave of absence approved by the Employer. 

An employee shall only lose seniority in the event of: 

(i) discharge for just cause and is not reinstated; 

(ii) resignation; 

(iii) absence from work in excess of five (5) working days without notifying the 
Employer in writing, unless such notice was not reasonably possible. 

Personal crises of individual employees shall be taken into account; 

(iv) failure to return to work within seven (7) calendar days following a recall 
and after being notified by registered mail sent to their last known address, 
to do so, unless through sickness or other just cause. It shall be the 
responsibility of the employee to keep the Employer informed of their 

current add ress; 

(v) layoff for a period longer than eighteen (18) months; 

(vi) retirement under the Public Sector Pension Plans Act. 



CUPE Local 401- and - Nanaimo Economic Development Corporation 

15. PROMOTIONS AND STAFF CHANGES 

(a) Job Postings 

Where a vacancy or new position of a permanent nature is to be filled in the 
bargaining unit, notice thereof shall be posted in all departments of the Employer 
covered by this Agreement for at least seven (7) consecutive calendar days. 
Vacancies and new positions shall be posted under this article within sixty (60) 

calendar days after the Employer has determined that the applicable permanent 
position is to be filled, provided it is understood that the rate of pay for the 
position may be established through the Job Evaluation process after it has been 
posted and/or filled. Such notices shall set forth the rate of pay for the position 
(interim rate if applicable) and the applicable Job Description shall be attached to 
the posting. 

(b) In filling posted positions vacancies under this Article, the skill, knowledge and 
ability of the applicants for the position shall be the primary consideration, subject 
to the following subsections: 

(i) The skill, knowledge and ability for vacancies posted under this Article 
must be bona fide (i.e. they shall be those necessary to perform the job 
function and they shall not be established in an arbitrary or discriminatory 
or bad faith fashion.) 

(ii) The following preferences shall apply in rank order when filling posted 
vacancies: 

• Permanent employees who have completed their probation period 

and who have a posted permanent position shall receive 
preference over other applicants, provided they have the required 
skill, knowledge and ability. When the skill, knowledge and ability 

of two (2) or more permanent employees covered by th is 
Subsection are relatively equal, seniority shall be the determining 
factor. 

• Temporary and casual employees are deemed external applicants 
for purposes of filling posted vacancies under this Agreement. 

(c) In case of layoffs, seniority shall be the determining factor, if qualified. 

(d) Acting Pay 

If no applicant is appointed to a vacant position in accordance with Article 15(b), 
then consideration for promotion may be given at the discretion of the Employer 
to applicants who do not possess the required qualifications. Such appointment 
shall be on an acting basis. Where the acting appointment is made, the employee 

shall be given a specified period of time in which to qualify. Upon completion of 
the required qualification they will receive permanent status in the position. 
Failure to complete the qualifications will return the employee on acting status to 
their former classification and the position will be re-posted as a vacancy. 

11 
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12 

(e) Trial Period 

Employees promoted or awarded new positions shall be given sixty (60) days 
worked in wh ich to prove satisfactory. In the event the successful app licant 
proves unsatisfactory in the position during the trial period, or if the employee is 
unwilling to continue to perform the duties of the new job classification, or if the 
position is declared surplus or redundant during the trial period, they shall be 
returned to the ir former position, wage or sa lary rate, without loss of sen iority. 
Any other employee promoted or transferred because of t he re-a rrangement of 
positions sha ll also be returned to their forme r posit ion, wage or sa lary rate, 
w ithout loss of sen iority. If the former position no longer exist s, the employee(s) 
shall be returned to another position within the same previous classification. The 
length of the trial period may be extended provided the Union mutually agrees to 
such extens ion. 

(f) Request for Alternate Employment 

On request, the Employer will consider the provIsion of suitable alternate 
employment when, through advancing years, injury, illness or hand icap an 
employee is unable to perform normal dut ies. 

(g) Temporary Vacancies 

Temporary positions of four (4) months or greater duration will be posted. The 
successfu l applicant will be awarded the position and sha ll return to the former 
position upon comp letion of the temporary term. It is understood that any 
subsequent temporary vaca ncy created by an employee relieving in the first 
temporary vacancy may not be posted for competition. Permanent employees 
filling a temporary position shall continue to accrue seniority and other benefits. 

Extensions and/or renewals of temporary positions sha ll be reposted unless the 
parties agree otherwise. 

The post ings of temporary vacancies under this Section [15(g)] shall identify, w it h 
as much precision as reasonably possib le, the particular work the successful 
applicant will be performing. 

(h) In the case of a job posting appointment grievance filed on behalf of a member, 
the employer agrees to provide the Union with access to any and all documents 
or other material used in the determination of the successful app licant for the 
challenged job competition. 
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16. LAYOFFS AND RECALLS 

(a) Definition of Lay Off 

A layoff is defined as a reduction in the permanent work force, or a reduction in 
the hours of work of permanent employees. 

(b) Role of Seniority in Lay Off 

(i) Both Parties recognize that job security shall increase in proportion to 
length of service. 

(ii) Permanent employees shall be laid off in the reverse order of their 
bargaining-unit-wide seniority and may bump any employee with less 
seniority providing the sen ior employee is qualified to perform the 
available work. 

(iii) The above right to bump includes the right to bump down or laterally. The 
Employer must be notified within five (5) days by the Union or the 
employee of where the bumping will occur, unless such notice is not 
reasonably possible. Any employee displaced by this procedure shall be 
entitled to the same bumping rights. 

(iv) Should a layoff occur, the temporary and casual employees working sha ll 
be terminated prior to the permanent employees being laid off provided 
such permanent employees are qualified to perform the work in question . 
Permanent employees who displace temporary or casua l employees under 
this sub-section, shall be eligible for recall while working in such temporary 
or casual capacity. When the temporary or casua l work comes to an end, 
the permanent employee performing such work sha ll be laid off and placed 
on the recall list, at that time. 

(c) Advance Notice of Lay Off 

Unless legislation is more favourable to the employees, the Employer shall notify 
permanent employees who are to be laid off, thirty (30) calendar days prior to the 
effective date of layoff, or award pay in lieu thereof. 

(d) Recall Procedure 

Laid off permanent employees shall be recalled in the order of their seniority, 
provided they are qualified to perform the ava ilab le work . Where an employee 
has been laid off and is subsequently recalled for temporary work of less than 
thirty (30) calendar days duration, and upon completion of such temporary work 
the employee is again laid off, recall rights shall not be extended and sub-section 
(c) above shall not apply. 

13 
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(e) No New Employees 

New employees sha ll not be hired until those laid off have been given an 
opportunity of recall as per clause (d) above. 

17. HOURS OF WORK 

14 

(a) The hours of work for all employees covered by this Agreement sha ll be as follows: 

A normal working week for NEDC office staff shall consist of five (5) normal 
working days Monday through Friday. 

(b) A normal working day for NEDC office employees shall consist of seven (7) 
consecutive working hours between the hours of 8:00 a.m. and 5:00 p.m. with a 
lunch period of one (1) hour. 

(c) (i) A normal working week for permanent full-time staff employed to 
distribute information from remote locations (i.e. Kiosks) sha ll consist of 
five (5) days, seven (7) consecutive hours per day between the hours of 
6:00 a.m . and 9:00 p.m. with a lunch period of one (1) hour. 

(ii) A normal work week for all staff not covered under article (a) or (b) may 
consist of less than five (5) days per week and less than seven (7) 
consecutive hours per day but under no circumstances shall a shift be less 
than four (4) hours per day between the hours of 6:00 a.m. and 9:00 p.m. 
No permanent staff under this article shal l be required to work split shifts. 
Split shifts are permitted for Casual or Temporary Staff not back-filling a 
permanent vacancy but in no case shall the hours in the day be less than 
four (4) hours of work in an eight (8) hour period between 6:00 a.m. and 
9:00 a.m. 

(d) If the Employer develops an operationa l need to change the hours of an employee 
covered by either 17(b) or 17(c) no such change will be implemented until mutual 
agreement has been reached by the Parties. 

(e) Rest Periods 

The Employer sha ll arrange that during each working day there shall be two (2) 
ten (10) minute rest periods for all employees. 
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(f) Flexible working schedules deviating from those specified in this Agreement may 
be established to meet the unique operating circumstances of different functions 
or groups with the mutual agreement of the Employer, the Union and the 
employee(s) affected. 

These flexible schedules may include traditional Flex Time proposals or Job Share 
Arrangements. The parties agree that any proposals must be relatively cost 
neutral, match organizational beliefs as outlined in the preamble ofthe agreement 
or add to operational priorities. Proposals of this nature must be agreed between 
the Employer, the Union, and any staff affected prior to being implemented and 
must contain a review period with the proposal along with a tentative schedule. 
The parties agree that any denials of Flex time or job share proposals will include 
the rational for the denial in order to allow the employee(s) to attempt to address 
any concerns. Requests shall not be unreasonably denied by either Party to the 
agreement. 

18. OVERTIME 

(a) Overtime shall be defined as all work in excess of the applicable normal and/or 

regularly scheduled work day or the applicable normal and/or regularly scheduled 
work week as set out in Article 17. 

(b) Overtime rates shall be time and one-half for the first three (3) hours and double 
time (2X) thereafter for each assignment. 

(c) All overtime performed by employees on Saturdays, Sundays and statutory 
holidays shall be paid at the rate of double time (2X), with the exception that 
overtime performed between the hours of 8:00 a.m. and 4:30 p.m. on Saturdays 
shall be paid at the rate of time and one-half (l.5X). This Section does not apply 
to employees who are required to work on Saturdays and/or Sundays as part of 
their regularly scheduled hours of work. Double time (2X) on statutory holidays 
shall be in addition to statutory holiday pay. 

(d) In the event an employee is called back to work from annual vacation for 
emergency duty, the employee shall be paid at the rate of double time (2X) for the 

number of days worked and shall also be entitled to receive the unused number 
of days of annual vacation credits remaining when recalled for duty. If an 
employee is called back for emergency duty for only one day or part of any week 
of annual vacation, the employee will be permitted to work the balance of that 
week and shall be paid double time (2X) for the number of days worked. The 
employee shall also be entitled to receive the unused number of days of annual 
vacation credits remaining when called back for emergency duty. 

15 
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(e) Accumulated Overtime 

Union personnel will be allowed to accumulate up to a maximum of eighty (80) 
hours overtime in the calendar year. 

No time off will be allowed in lieu of overtime between June 1st and September 1st 

unless a waiver of these regulations is obtained from senior management and 
must be attributable to extenuating circumstances. 

All accumulated overtime shall be taken as time off at a mutually acceptable time 
no later than the month of May 31'" for the previous years' overtime. 

Any accumulated time left at the end of May 31" shall be paid out in June at the 
employee's current classified rate. 

(f) Scheduled overtime (i.e. overtime that is scheduled by the Employer in advance 
of the time it is worked) shall be allocated on the basis of seniority among the 
applicable employee(s) who normally perform the work in question. 

(g) Unscheduled overtime (i.e. overtime that is contiguous with a scheduled shift) 

shall normally be worked by the employee(s) who are actually performing the 
work in question at straight time on the scheduled shift. If two (2) or more 

employees are actually performing the work in question, seniority shall apply. 

19. HOLIDAYS 

16 

(a) All employees shall, in addition to such special holidays as may be declared from 
time to time by the Employer or the Federal or Provincial Governments, be 
entitled to the following Statutory Holidays with pay: 

New Year's Day 
Family Day 
Good Friday 
Easter Monday 

Victoria Day 
Canada Day 
British Columbia Day 
Labour Day 

Thanksgiving 
Remembrance Day 
Christmas Day 
Boxing Day 

The rate of pay for Statutory Holidays will be the same as that paid on the 
immediate preceding working day provided, however, that if an employee did not 
work on such preceding working day, the rate shall be in accordance with their 
regular classification. 

In the case of special and Statutory Holidays occurring while an employee is on 
annual holidays, the employee shall be granted extra days off with pay in lieu of 
such holidays. 

When any of the above noted holidays fall on a Saturday or Sunday and is not 
declared or proclaimed as being observed on some other day, the following 
Monday (or Tuesday, where the preceding Monday is declared or proclaimed a 
holiday) shall be deemed to be the holiday for the purpose of this Agreement. 
Alternate arrangements to the above may be made by mutual agreement 
between the Parties. 



CUPE Local 401- and - Nanaimo Economic Development Corporation 

(b) In a seven (7) day operation, statutory holidays are to be observed on the actual 
day of the holiday. 

(c) When an employee's regular day off falls on a genera l holiday or on the day 
designated for a general holiday where applicab le, the employee sha ll be ent itled 
to a day off with pay in lieu of the holiday, to be taken at a mutually agreeab le 
future date. 

(d) When an employee is required to work on a general holiday or on the day 
designated for a general holiday where app licable, the employee shall be paid at 
the app licable overtime rate, plus they shall be ent itled to a day off with pay in 
lieu of the holiday, to be taken at a mutually agreeable future date. 

20. VACATIONS 

Shou ld interpretation be required, the Employment Standards Act will be referred to. 

(a) Vacation ent it lement shall be based on a ca lendar year, in accordance with 
provisions of clause (c) of this Article . Permanent employees shall be eligib le for 
their fu ll entitlement commencing January 1't of each ca lendar year, to be paid at 
the classified rate for that year. Employees sha ll use their entitlement in the 
current year, to be schedu led during mutually agreed time periods. 

(b) Upon written request to the employer by December 15th of any year, employees 
will have the opt ion of carrying over and banking up to five (5) days per year of 
their annua l vacat ion entitlement, however they must fi rst use a minimum of 
fifteen (15) days per year of their vacation entitlement. Approval of an application 
to access an employee's vacation bank will be at the Employer's discretion. 
Vacat ion entitlement must be taken as time off on ly. This notwithstanding, when 
for operationa l or health reasons, an employee cannot take their vacation in any 
year, the employee sha ll be paid out for all such vacation not taken as soon as 
operat iona lly possible following December 31st of that year, except for vacation 
carried over as above. This payout does not app ly when an employee has 
commenced their vacation and subsequently becomes sick or injured during such 
vacation. The Employer may require employees to provide medical 
documentation certifying that they have such health problems. 

(e) All permanent employees shall receive annual vacation as follows: 

During first ca lendar year 3 weeks 6% of regu la r wages 

During second to fifth ca lendar years 
During sixth to thirteenth ca lendar years 
During fourteen to twentieth calendar 
years 

pro-rated at 
3 weeks 
4 weeks 
5 weeks 

During twenty-first and subsequent 6 weeks 
ca lendar years 

6% of regu la r wages 
8% of regu la r wages 
10% of regu lar wages 

12% of regular wages 

17 
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(d) Sen ior employees sha ll be given preference in the selection of vacation periods, 
provided the Employer is advised of the selection of periods by March 15. The 
Employer shall make all reasonable efforts to provide a response on or before 
March 31. 

(e) Employees may elect t o take vacation during separate periods, rather than during 
one unbroken period, provided the periods are a minimum of one full work week, 
or multiples of a full work week. Notwithstanding this clause, the Employer may, 
at its discret ion, allow vacat ion to be taken in periods of less than one week, but 
in no case shall any such period be less than one full hour. 

(f) The Employer agrees that an employee's rest days immediately preced ing and/or 
immediately following and contiguous with a period of vacation or a holiday when 
such holiday is included in the period of vacation, are an employee's free time to 
be enjoyed at the employee's discretion as part of the vacation break. 

21. SICK LEAVE PROVISIONS 

18 

(a) All permanent employees shall be entitled to an aggregate of eighteen (18) days 
sick leave with pay in each ca lendar year to be used only where the illness or 
inju ry, wh ich is not compensable under the "Workers' Compensation Act", of any 
such employee, incapacitates such employee to the extent of rendering such 
employee incapable of ca rrying out regular employment with the Employer. 
Temporary employees shall receive annual sick leave w ith pay pro-rated on the 
bas is ofthe average daily hours paid in the calendar month, to a maximum of one 
and one half (nl) days, provided that in no case shall the aggregat e of such sick 
leave exceed eighteen (18) working days in anyone calendar year. 

An employee may be required by the Employer to produce a Certificate from a 
qualified Medical Practitioner for any illness, or a Formal Declaration, certifying 
t hat such employee is unable to carry out duties due to illness or non­
compensable accident. Where such Medical Certificate or Declaration is not 
produced, there shall be no sick pay allowed. The Employer sha ll pay the fee, if 
any, charged by the doctor to furni sh such medical ce rt ificates. 

(b) In addition to the annual sick leave to which any employee is entit led under this 
Section, employees shall be entitled to any accumulated sick leave standing to 

their credit as provided in the following paragraph, provided that in any case 
where there is an accumulation of sick leave, any sick leave used in any calendar 
year shall not be taken f rom such accu mulation until t he sick leave to which the 
employee is entitled in respect of that year has been exhausted. 

(c) In addition to existing sick leave credits, employees shall receive one hundred 
percent (100%) accrual of unused sick leave allotment for their future benefit 
during their term of employment with the Employer. 
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(d) Any employee who is considered by the Employer to be guilty of abusing the 
privileges ofthis Section may be immediately suspended by the Employer. 

(e) All permanent employees after completion of seven (7) years continuous service, 
shall, upon retirement, other than voluntary severance of service or dismissal for 
cause, be paid a gratuity for the unused balance of sick leave, if any, due them at 
that time up to a maximum of sixty (60) days. In the event of death of any 
employee before retirement, a gratuity based on the unused balance of sick leave 

shall not be paid to an estate, but shall be paid to a surviving spouse, or in the 
event of there being no surviving spouse, be paid at the discretion ofthe Employer 
to a child, brother, sister or parent of such employee who was dependent on the 
employee for support at the time of death. 

(f) Gratuity payments for unused sick leave as shown in clause 21 (e) shall not be 
affected by the Act providing an employee meets the other requirements for 
retirement as defined in the B.C. Pension (Municipal) Act. 

(g) Except as provided below, the rate paid on sick leave shall be the employee's 
classified rate of pay. In the event that an employee becomes ill while working in 
a temporary or substitution pay position, the rate of pay while on sick leave shall 
be the rate applicable on the last day worked prior to the sick leave, provided in 
the case of substitution pay only, the employee has been substituting in such 
position a minimum of five (5) working days. This rate shall apply only for the 
du ration of the period that the employee would have worked in the temporary or 
substitution position. 

(h) Sickness or disability resulting from an accident suffered or incurred while 
engaged in carrying out duties shall not constitute a ground for the discharge of 
any employee, provided it is possible for such employee, in the opinion of the 
Medical Officer of the Employer to, upon recovery, carryon duties in the service 
of the Employer and if the said Medical Officer is of the opinion that the employee 
is physically and mentally fit to perform the duties of such position, such employee 
shall continue in the position held prior to such sickness or accident. 

22. LEAVES OF ABSENCE 

(a) Paid Union Business 

Time off with pay shall be granted to official representatives of the Union, upon 
application to and permission of the CEO or designate when it becomes necessary 
to transact local business with the Employer in connection with matters affecting 

the members of the Union. Such time off shall not be unreasonably denied or 
delayed. 
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(b) Unpaid Union Business 

Leave of absence may be granted without pay upon request to the Employer, to 
employees elected or appointed to represent the Union on Union business. Such 
permission wi ll not be unreasonab ly withheld . Payment of wages will be as 
normal with the Union reimbursing the Employer for wage loss with a twenty-five 
percent (25%) upload fee. 

(c) Leave for Union Members 

Any employee who is elected or selected for a full time position w ith the Union or 
anybody with which the Union is affiliated, or who is elected to public office may 
be granted leave of absence by the Employer for a period of one (1) year. Such 
leave may be renewed each year during their term of office . 
On the employee's first request for such leave of absence, the leave shall not begin 
until a suitable replacement is found, if required. When the employee returns to 
work, they shall return to a posit ion at the same rate of pay (includes negotiated 
changes) as t he position vacated . 

(d) Bereavement Leave 

All permanent and probationary employees shall be entitl ed to a maximum offive 
(5) working days bereavement leave in case of death in their immediate family. 
Immediate family shall include the father, mother, spouse, common- law spouse, 
children, brothers, sisters, parents-in-law, sister-in-law, brother-in-law, step­

parents, grandch ildren and grandparents of an employee. 
In this Art icle, sister-in-law, brother-in-law, parents-in-law, and step-parents 
include married and common-law relationships. 

Common-law spouse as used in this Article sha ll mean a person who continues to 
and has co-habitated with an employee for a period of at least one (1) year and 
who is publicly represented as a spouse. 

(e) Family Illness 

Employees sha ll be entitled to use a maximum total of five (5) days of their annual 
sick leave entitlement per yea r, irrespective of the number of individua ls or 
incidents involved, in the case of illness of a dependent child, when no one at an 
employee's home other than the employee can provide for the needs of such 
chi ld, or in the case of serious (life threatening) illness of other members of an 
employee's immediate family, as defined in Article 22(d). 
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(f) Exceptions During Vacation 

When an employee qualifies for bereavement leave or is admitted to hospital 
during their period of vacation, there shall be no deduction from their vacation 
credits for such absence. The period of vacation so displaced shall either be added 
to the vacation period or reinstated for use at a later date. 

(g) Jury Duty 

Any employee serving as a juror or court witness shall sign over jury or court 
witness pay to the Employer and shall receive from the Employer in lieu thereof, 
pay at the regular rate for the time for which jury or court witness pay applies. 

(h) General Leave 

Leave of absence without pay may be granted to employees for good and 
sufficient cause, upon written application to the Employer. 

(i) Promotion to Management Position 

Any member promoted from within the bargaining unit to a management position 
shall be granted a leave of absence of one (1) year with the right to return as a 
member of the bargaining unit within such time without loss of benefits or 
seniority. 

(j) Pregnancy Leave 

(1) A pregnant employee who requests leave under this section is entitled to 
up to seventeen (17) weeks of unpaid leave: 
(a) beginning 

(i) no earlier than eleven (11) weeks before the expected birth 
date, and 

(ii) no later than the actual birth date, and 

(b) ending 
(i) no earlier than six (6) weeks after the actual birth date, 

unless the employee requests a shorter period, and 
(ii) no later than seventeen (17) weeks after the actual birth 

date 

(2) An employee who requests leave under this section after the birth of a 
child or the termination of a pregnancy is entitled to up to six (6) 
consecutive weeks of unpaid leave beginning on the date ofthe birth or of 
the termination of the pregnancy. 
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(3) An employee is entitled to up to six (6) additiona l consecutive weeks of 
unpaid leave if, for reasons related to the birth or the termination of the 
pregnancy, she is unable to return to work when her leave ends under 
subsection (1) or (2) above. 

(4) A request for leave must 
(a) be given in writing to the employer, 
(b) if the request is made during the pregnancy, be given to the 

employer at least four (4) weeks before the day the employee 
proposes to begin leave, and 

(c) if required by the employer, be accompanied by a medical 
practitioner's cert ificate stating the expected or actua l birth date 
or the date the pregnancy terminated or stating the reasons for 
requesting addit ional leave under subsection (3) above. 

(5) A request for a shorter period under subsection (1) (b) (i) above must 

(a) be given in writing to the employer at least one (I) week before the 
date the employee proposes to return to work, and 

(b) if required by the employer, be accompanied by a medical 
practit ioner's certificate stating t he employee is ab le to return to 
work. 

Employment during Pregnancy 

The Employer sha ll not deny a pregnant employee the right to cont inue 
employment during the period of pregnancy when duties can reasonably be 
performed. The Employer may requ ire proof of the employee 's capability to 
perform normal work through the production of a medical cert if icate. 

(k) Parental Leave 

(1) An employee who requests parenta l leave under this section is entitled to, 

(a) for a birth mother who takes pregnancy leave under section 22(j) 
above in relation to the birth of t he child or children w ith respect 
to whom the parental leave is to be taken, up to thirty-five (35) 
consecutive weeks of unpaid leave beginning immediately after t he 
end of the pregnancy leave taken under section 22(j) above, unless 
the employer and employee agree otherwise, 

(b) for a birth mother who does not take pregnancy leave under 
section 22(j) above in relation to the birth of the child or chi ldren 
with respect to whom the parenta l leave is to be taken, up to thirty­
seven (37) consecutive weeks of unpaid leave beginning after the 
child's birth and w it hin fifty-two (52) weeks after the event, 
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(c) for a birth father, up to thirty-seven (37) consecutive weeks of 
unpaid leave beginning after the child's birth and within fifty-two 

(52) weeks after that event, and 

(d) for an adopting parent, up to thirty-seven (37) consecutive weeks 
beginning within fifty-two (52) weeks after the child is placed with 
the parent. 

(2) If the child has a physical, psychological or emotional condition requiring 
an additional period of parental care, the employee is entitled to up to five 
(5) additional weeks of unpaid leave, beginning immediately after the end 
of the leave taken under subsection (1). 

(3) A request for leave must 

(a) be given in writing to the employer, 

(b) if the request is for leave under subsection (l)(a) or (b), be given to 
the employer at least four (4) weeks before the employee proposes 
to begin leave, and 

(c) if required by the employer, be accompanied by a medical 
practitioner's certificate or other evidence of the employee's 

entitlement to leave. 

(4) An employee's combined entitlement to leave under this section 22(j) and 
pregnancy leave under section 22(j) is limited to fifty-two (52) weeks, plus 
any additional leave the employee is entitled to under subsection 22(j) (3) 
or subsection (2) of this section. 

(I) Employment Deemed to be Continuous 

(1) The services of an employee who is on pregnancy/parental leave under 
this Article are deemed to be continuous for the purposes of: 

(a) calculating annual vacation entitlement, and 

(b) any pension, medical or other plan beneficial to the employee. 

(2) In the following circumstances, the Employer must continue to make 
payments to the health and welfare benefit plans and pension as though 
the employees were not on leave: 

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

(b) if both the Employer and the employee pay the cost of the plan and 
the employee chooses to continue to pay the employee's share of 
the cost. 

(3) The employee is entitled to all increases in wages and benefits the 
employee would have been entitled to had the leave not been taken. 
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(4) Subsection (1) above does not apply, if the employee has, without the 
Employers consent, taken a longer leave than is allowed under sections 
22(j) and 22(k) above. 

23. PAYMENT OF WAGES AND ALLOWANCES 
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(a) When any employee is sent to perform duties contracted for by the Employer, 
they shall be paid the Union rate in that classification. 

(b) Call Out Pay 

(i) Defined - Call out is defined as unscheduled overtime work which is not 
contiguous to an employee's scheduled shift. 

(ii) Employees required to work on "call out" shall be paid for four (4) hours at 
regular rates of payor for the actual time worked at applicable overtime 
rates, whichever is the greater. 

(c) Overtime Meal Allowance 

An employee shall be entitled to receive a meal allowance in the amount of 
seventeen dollars ($17.00) unless a meal has been provided. 

(i) A meal allowance is intended to compensate an employee for the expense 
of a meal during unscheduled overtime shifts. 

(ii) Where an employee is required to work overtime in conjunction with their 
normal working day, one meal allowance will apply after three (3) hours of 
overtime worked and each additional four (4) hours of overtime worked 
thereafter. 

(iii) Where an employee is called out, one meal allowance will apply, and after 
a minimum of three (3) hours worked. 

(iv) In the case of a call-out overtime shift being longer than a normal working 
day, the employee would be entitled to two (2) meal allowances. One 
allowance would apply after the first three (3) hours and one allowance 
after each additional (7) hours worked thereafter. 

(v) Under no circumstances will a meal allowance apply during regularly 
scheduled shifts. 
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(d) Rates for Lead Hand 

When the employer requires an employee to perform some of the duties of a 
supervisory nature, compensation in the form of ten percent (10%) on top of the 
employee's regular rate of pay will apply and in the following circumstances. 

(i) When an employee is directed to perform these tasks by a representative 
ofthe employer. 

(ii) This Article is not intended to interfere with or compromise the practice of 
substitution pay where applicable as per this Agreement. 

(e) Wage Schedule 

The rate of pay for all employees shall be on an hourly basis. A starting rate of 

ninety-five percent (95%) shall be paid to all new employees during their first sixty 
(60) days actually worked following their initial date of employment. 

(f) Substitution Pay 

When an employee is required by an official of the Employer to perform the duties 
of any position superior to that occupied by them for any reason, they shall receive 
increased pay for the period so worked at the minimum rate of pay for their 
superior. Provided, that such minimum is greater than already received and 
provided further that if an employee works one-half (JI,) a normal work day at a 
higher classification, they will receive the higher rate for the day. 

(g) Direct Deposit 

All new permanent full-time employees shall be paid every second Friday by 

means of a direct deposit payroll system. 

(h) Subrogation Rights 

An employee may use sick leave credits for time lost through accidental injuries 
provided that if they should later make a claim or commence an action for 
damages against a third Party in respect of such injuries, they shall include 
therewith a claim for loss of wages and cost of benefits and shall reimburse the 
Corporation to the extent that they recover in respect of the claim for loss of 
wages and cost of benefits less any reduction for legal fees and/or liability for the 
accident . After receipt of such monies the Corporation shall credit the employee 
with the number of sick days equivalent thereto and any resultant gratuity days 
to which they may be entitled. 
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(i) Employees who are required as a condition of employment to have certifications, 
memberships, tickets or licenses are eligible for the following provisions: 

(i) The fees, dues, tuition, etc. for the membership, ticket or license shall be 
paid by the Employer provided the employee successfu lly comp letes the 
requirements for obtaining/mainta ining the membership, ticket or li cense, 
as applicable. 

(ii) Employees covered by this Section may app ly, along with all other 
employees, to be covered by various training budgets that the Employer 
may establish from year to year. Employees approved by the Employer at 
its discretion to receive funds from its training budgets may, on a case-by­
case basis, rece ive paid time off during t heir normal working hours (no 
overtime) to receive approved tra ining. 

24. HARASSMENT 
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(a) The NEDC and the Union both recognize the right of employees to work in a 
harassment free environment. 

(b) For the purposes of this Art icle, "harassment" means: 

(i) Any unwelcome conduct of a sexua l nature, at or related to the workplace, 
whether intentiona l or unintentional, that detrimentally affects the work 
environment or leads to job-related conseq uences for the vict im(s) of the 
harassment. 

(ii) Any discriminatory behavior at or related to the workp lace, whether 
intentional or unintentiona l, that denies an individua l their dignity and 
respect or affects their job security by creating an intimidating, offens ive, 
embarrassing or humiliating work environment. 

(c) Allegat ions of harassment shall be dealt w ith in accordance with the NEDC's 
Workplace Harassment Poli cy and/or its current Workp lace Harassment 
Procedures Policy, or such policies as may in the future amend or replace these 
policies. Any grievance or Hu man Rights comp laint, when app licab le, sha ll be held 
in abeyance until the completion of investigation process under the above 
referenced policies. 

(d) Nothing in this Art icle is to be interpreted or applied so as to limit or restrict in any 
way the Employer's ab ility to exercise, in good faith, its managerial rights and 
responsibilities. 

All personnel have the right to work without harassment. Any complaint al leging 
harassment will be dealt with in the Grievance Procedure and wil l commence at Step 2, 
as outli ned in Artic le 12. 
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25. JOB CLASSIFICATION AND RECLASSIFICATION 

(a) The Employer will establish job classifications in its operation and the employees 
appointed to each of such classifications will be paid for all time worked with the 
Employer while so classified, at the prevailing rate of pay for each such 
classification. The Employer will endeavour to maintain the number of employees 
assigned to each class ification. A reduction in the number of employees rated in 
any classification will on ly be made in the event that the Employer considers such 
a reduction to be justified owing to the fact that the number of employees in such 

classification cannot be gainfully employed as such. 

(b) In the event of reduction in classification the employee so affected shall have the 
opportunity to bump in accordance with Article 16. 

(e) When duties of any job are materially changed, or where the Employer or the 
Union and/or employee feels a job is incorrectly classified, or when a new job 
within the bargaining unit is created or established, the rate of pay shall be 
reviewed, and subject to negotiations between the Employer and the Union. If 
the Parties are unable to agree on the reclassification and/or rate of pay for the 
job in question, such dispute shall be submitted to grievance and arbitration. The 
new rate shall become retroactive to the time the new posit ion was first filled by 
an employee or, in the case of a revised job, the date upon which the material 
change occurred . 

(d) The Employerwill prepare and submit to the Union a job description for all present 
Union classifications and for any new Union classification developed during the 
term of this Agreement. 

(e) The Employer will prepare and submit semi-annually to the Union a computer 

printout showing members' names, job titles, seniority dates and rates of pay of 
Union members. 

26. EMPLOYEE BENEFITS 

(a) Pensions 

(i) All employees shall be advised three (3) months in advance of the date of 

their superannuation. 

(ii) The Employer and eligible employees shall be covered by the terms of the 
Municipal Pension Plan rules made under the Municipal Pension Plan Joint 
Trustee Agreement pursuant to the authority of the Public Sector Pension 
Plans Act. 
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(b) Medical Insurance 

(i) The monthly contributions for coverage under the Medical Services Plan 
of B.C. and the Extended Health Benefit Plan on behalf of all permanent 
employees covered under such plans shall be One Hundred Percent (100%) 
Employer paid. 

(ii) The monthly contributions to Dental Plan on behalf of all permanent 
employees covered under the Medical Services Contract shall be paid One 
Hundred Percent (100%) by the Employer. This plan shall include 
orthodontic coverage reimbursed by the carrier at the rate of fifty percent 
(50%) of its approved fee schedule, to a lifetime maximum of three 
thousand ($3000.00) for each dependent child, as defined in the plan 
documents. 

(iii) The Extended Health Benefit Plan shall be amended to include Vision Care 

coverage in the amount of four hundred dollars ($400.00) every two (2) 
years exclusive of optometrist fees. The premium cost for this coverage 
shall be paid one hundred percent (100%) by the Employer, provided the 
Employee's share of the EI rebate has first been applied to the cost of 
providing medical insurance under this Section (b). Should the EI rebate 
cease, the premium for vision care shall be split 50/50 between the 
Employer and employees by payroll deduction. 

Note: Massage Therapy, Physiotherapy and Psychologist amounts will be 
increased from four hundred dollars ($400.00) to five hundred fifty dollars 
($550.00). 

(c) Group Life Insurance 

The Employer shall arrange to establish and maintain group insurance policies 
which provide Group Life, Accidental Death and Dismemberment Insurance 
coverage negotiated by the Parties. 

Basic Plan 
Each employee will be covered for one hundred thousand dollars ($100,000) 
Group Life and one hundred thousand dollars ($100,000) Accidental Death and 
Dismemberment Insurance. 

Optional Plan 
Each employee may apply for an additional one hundred thousand dollars 
($100,000) Group Life and one hundred thousand dollars ($100,000) Accidental 
Death and Dismemberment Insurance. This insurance requires medical evidence 
of insurability from each applicant and coverage will become effective only with 
the written approval of the insurer. No employee shall have present benefits 
reduced by a change in carrier. 

Cost 
The Employer shall pay for one hundred percent (100%) of the cost of the Basic 
Group Life Insurance Coverage. For employees covered by both plans, the total 

cost will be shared equally between the Employer and the employee by payroll 
deduction. 
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(d) Supplementation of Compensation Award 

(i) Employees absent from duty as a result of a compensable illness or injury 
received while on duty shall have their net take home pay and benefits 
maintained during such absence, for a period not exceeding twelve (12) 
months for anyone illness or injury, provided monies received from the 
Workers' Compensation Board shall be remitted to the Employer during 
that period. In this regard, the normal pensionable earnings of employees 
covered by this Section shall be maintained. Should any compensable 
illness or injury be of a longer duration than twelve (12) months, the 
following sub-section shall apply. 

(ii) Should any compensable illness or injury be of a longer duration than 
twelve (12) months, employees covered by this Agreement who are unable 
to attend work because of a disability resulting from such illness or injury 
shall have their total Medical Services Plan of BC, Superannuation, Group 
Insurance and Dental Plan (if participating) payments paid by the Employer 
until the said employee returns to work or until judged medically unfit to 
resume their present occupation. 

(iii) In the event of sickness of a permanent employee or of a permanent 
employee being injured during their employment by the Employer or of a 
permanent employee being temporarily laid off, the Employer will 
continue to pay on behalf of such employee its share of the monthly 
contributions under the Medical Services Plan of BC and the Group 
Insurance Contract and Dental Plan Contract (if participating) while any 
such employee is on sick leave; and further, that the Employer will 
continue to pay on behalf of such employee its share of the said 
contributions for a period of three (3) months immediately following the 
date of layoff or the date of the expiration of sick leave benefits up to a 
maximum of three (3) months in any twelve (12) month period, provided, 
that in all cases the employee or Union shall likewise continue the 
employee contributions under the said contracts. 

(e) Coverage 

Medical and Group Life Plans will be available to same sex spouses. 

(f) Employee Assistance Plan 

The Employer shall arrange with a carrier for the provision of employee assistance 
plan coverage. The cost for such coverage shall be borne seventy-five percent 
(75%) by the Employer and twenty-five percent (25%) by the Union. The Parties 
shall appoint representatives to participate in the NEDC's EAP Program. 
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(g) Long Term Disability 

(i) The actua l benefit that may be received under this plan sha ll be as 
prescribed in the plan documents entered into w ith carrier. Should any 
conflict arise between this Agreement and the plan documents, or should 
any question arise as to whether an employee is eligible to receive 
benefits, including the extent of any benefit that may be received, the 
terms and conditions of the carrier's plan shall app ly and shall take 
precedence. The benefit description set out below is for information 
purposes only. 

(ii) Employees shall complete a one hundred and twenty (120) calendar day 
waiting period before an LTD Claim can be approved and receive benefits 
pursuant to such claim. They may remain on LTD until age sixty-five (65), 
provided they are deemed by the carrier to be totally and permanently 
disabled and unable to do any job or occupation for which they are 
reasonably su itable after two (2) years on claim. The LTD benefit level shall 
be sixty percent (60%) of the eligible employee's normal basic earn ings, to 
a maximum oftwenty-five hundred dollars ($2500) per month. 

(iii) The Employer sha ll pay fifty percent (50%) of the premium costs for such 
coverage, provided that the eligible permanent full-time employees pay 
the remaining fifty percent (50%) of the premium costs by payroll 
deduction. 

In order to ensure that this plan is a non-taxable benefit for employees and 
provided that Revenue Canada's interpretation ofthe tax rules permits this 

approach, the Employer shall increase the gross pay received by eligib le 
full-time employees by the amount of their fifty (50%) percent share of the 
LTD premium, after which the Employer shall deduct one hundred (100%) 
percent of the cost of LTD premiums from employees' pay. If Revenue 
Canada's interpretation of the tax rules does not permit this approach, the 
standard formula shall apply. 

(h) The benefits and/or benefit levels provided under the Oental Plan, Extended 
Health Benefits Plan and Group life Insurance Plan shall not be reduced without 
the mutual agreement of the parties. It is understood that this does not include a 
change in carriers provided the same benefits and/or benefit levels are 
maintained. Cop ies of the benefit plan documents provided to the Employer by 
the carrier shall be provided to the Union. 

27. SAFETY AND HEALTH 
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(a) Safety and Health Reports, Records and Data 

The Employer shall provide the Union with the details of every accident, incident, 
or occurrence of an occupational disease that occurred at the work site in the 
previous month. The NEDC agrees to promptly rectify any adverse conditions 
identified. 
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28. CONTRACT OR SUB-CONTRACTS 

Every contract made by the Employer for providing any service or function sha ll be subject 
to the following condition: 

"Minimum rate of pay for work performed under this Contract or under Sub-contract sha ll 
be as class ified in the current Agreement between the Nanaimo Economic Development 
Corporation and the Canadian Union of Public Employees, Loca l No. 401" . 

29. CONTRACTING OUT 

Restrictions on Contracting Out 

The Employer agrees that all work or services performed by the employees sha ll not be 
contracted, sub-contracted, transferred, leased, assigned, or conveyed, in whole or in 
part, to any other plant, person, company or non-unit employee if it would result in lay 
off of any permanent employee, or failure to recall those employees on layoff who are 
able to perform the work. 

30. GENERAL CONDITIONS 

Employee Indemnification 

If legal proceedings are taken against an employee setting out a claim for damages aris ing 
out of the performance of that employee's duties, the Employer will pay the legal costs 
incurred by the employee in a Court Proceeding arising out of the claim. 

The employee shall provide the Employer with full particulars of alleged offenses or claims 
for damages within seven (7) days of the employee's knowledge of such claim or alleged 
offense. Failure to provide full particulars within seven (7) days will absolve the employer 
from indemnifying the employee, unless the employee is unable to give the particulars 
due to illness, absence, or lack of knowledge. 

31. COPIES OF AGREEMENT 

The Union and the Employer desire every employee to be familiar with the provisions of 
this Agreement and rights and obligations under it. For this reason, the Employer shall 
print, on an equally cost-shared basis with the Union, sufficient copies of the Agreement 
in booklet form within ninety (90) days of signing of the Agreement. 
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32. GENERAL 

Wherever the singular or masculine is used in this Agreement it shall be considered as if 
the plural or feminine has been used where the context or the Party or Parties hereto so 
require. 

33. TERM OF AGREEMENT 

(a) Effective Date 

This Agreement shall be binding and remain in effect from January 1, 2015 to 
December 31, 2017 and shall continue from year to year thereafter until a new 
Agreement is reached as provided for in the statutes of the Province of British 
Columbia. 

(b) Agreement to Continue in Force 

Where such notice requests revisions only, the following conditions shall apply: 

(i) The notice shall state specifically the revisions requested and bargaining 
negotiations shall be restricted thereto unless the Parties otherwise 
mutually agree. 

(ii) Both Parties shall adhere fully to the terms of this Agreement during the 
period of a bona fide collective bargaining, and if negotiations extend 
beyond the anniversary date of this Agreement any revision in terms, 
mutually agreed upon shall, unless otherwise specified, apply retroactively 
to that date. 

IN WITNESS WHEREOF the Parties hereto have caused this Agreement to be executed as of the 
day and year first above written. 

SIGNED ON BEHALF OF THE NANAIMO 
ECONOMIC DEVELOPMENT 
C N: 

CEO (Sasha Angus) 
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SIGNED ON BEHALF OF THE CANADIAN 
UNION OF PUBLIC EMPLOYEES, LOCAL 
NO. 401 
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WAGE SCHEDULE 

Wage rate per hour 
Jan. 1, Jan . 1, Jan. 1, Jan. 1, 
2014 2015 2016 2017 

Classification Dept 2% 2% 2% 

Economic Development Officer ED $43.44 $44.31 $45.20 $46.10 

Economic Development Coordinator ED $30.84 $31.46 $32.09 $32.73 

Administrative Assistant ED $22.89 $23.35 $23.81 $24.29 

Destination Marketing Officer TN $34.11 $34.79 $35.49 $36.20 
Stakeholder/Communication 
SpeCialist TN $24.03 $24.51 $25.00 $25.50 

Destination Development Specialist TN $24.03 $24.51 $25.00 $25.50 

Visitor Services SpeCialist TN $22.57 $23.02 $23.48 $23.95 

Visitor Information Counsellor/Clerk TN $15.34 $15.65 $15.96 $16.28 

Visitor Information Counsellor TN $11.96 $12.20 $12.44 $12.69 

/ 
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LEITER OF AGREEMENT 

BETWEEN: 

THE NANAIMO ECONOMIC DEVELOPMENT CORPORATION 

AND: 

THE CANADIAN UNION OF PUBLIC EMPLOYEES, LOCAL 401 

Re: [Contracting Out Issues] 

The Nanaimo Economic Deve lopment Corporation and CUPE Loca l 401 agree to the foll owing 
condit ions in order to provide an interpretation of Article 28, Contracts or Sub Contracts. 

(a) Where the Union can provide documented evidence to prove to the Corporation's 
satisfaction that a contractor hired by the Nanaimo Econom ic Development Corporation 

is not paying wage rates pursuant to Art icle 28, the Corporation will follow the process 
out lined in Appendix I (next page.) 

(b) The Corporation agrees to provide ava ilable cost informat ion on contracts to the Union 
upon request. 

(c) Thi s Agreement will be effective on new contracts awa rded after date of sign ing and on 
current contracts on which the Union provides evidence of breach of Article 28. 

(d) Thi s Letter of Agreement forms part of t he Collective Agreement and remains in effect in 
the same manner and to the same extent as any other provision in the Collective 
Agreement. 

(e) All issues arising under the grievance and/or issues relating to contracts in effect up to 
the sign ing of this Letter shall be deemed to be resolved and, no grievance w ill be filed in 
respect of any such issues with the exception of current contracts where either Party 
discovers that a contractor is contraven ing Art icle 28. 

(f) In the event a dispute occurs between the Parties regarding the implementation of this 
Agreement, either Party may refer the matter to mut ually agreed arbitrator on an 
expedited basis for resolution. 

fort~ __ _ 

CEO 
Nanaimo Economic Development 
Corporation 
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for the Union 
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CUPE Local 401- and - Nanaimo Economic Development Corporation 

Appendix I 

DEFINITIONS 

"Work performed" refers to the current classifications conta ined in the Parties' Collective 
Agreement and not directly connected to the job which is contracted. 

PROCESS 

1. Each contract assigned to a contractor by the Nanaimo Economic Development 
Corporation will contain terms: 

(a) Requiring that the contractor adhere to the provIsions of Article 31 of the 
Collective Agreement. Current classified rates will be included. 

(b) Specifying that failure to adhere to the provisions is a breach of the contract and 
may give rise to termination of the contract. 

(c) Entitling the Corporat ion to copies of information showing the wage rates paid to 
its employees. (The Corporation will provide copies to the Union if requested.) 

2. In the event the Corporation has concerns that a contractor is in violation of Article 31, 
the following shall apply: 

(a) The Corporation shall immediately inform the contractor of its concerns and 

require the contractor to comply. 

(b) The Corporation shall follow up contact and if violation still exists within thirty (30) 
days provide written request for comp liance. 

(c) If violation continues, the Corporation shall provide second request within a 

further thirty (30) days and demand compliance or contract forfeiture may occur. 

(d) If violation continues, the Corporation shall provide final request within a further 
thirty (30) days and may give two weeks notice for failure to comply with provision 
of contract. 

(e) The Corporation may terminate the contract and/or withhold funds and/or 
require the contractor to submit appropriate mon ies to rectify the breach of 
contract. 

(f) If the Corporation does not require forfeiture, such decision must be for bona fide 
operational or legal reasons. 

(g) Notwithstanding the above, the Corporat ion may proceed to (d) or (e) directly. 
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MEMORANDUM OF AGREEMENT 

BETWEEN: 

THE NANAIMO ECONOMIC DEVE LOPMENT CORPORATION 

AND: 

CANADIAN UNION OF PUBLIC EMPLOYEES, LOCAL 401 

Re: Reintegration of Injured Workers 

The Parties recognize that employees who are temporarily or permanently disab led due to illness 
or injury may be ab le to fulfill some of their duties or other meaningful work on a full-time or 
part-time temporary or permanent basis. 

The Part ies agree to an early intervention program that will recognize abil ities and enab le 
employees to return to meaningful work as soon as pract ica l. 

The Corporation wi ll develop policy and procedures to deal wit h disabled workers to ensure 
consistency in process. 

1. Representatives 

The Corporation wil l appoint a rehabilitation coordinator to manage the program. The 
Corporation will appoint a management representative and the Union wi ll appoint a 
Union representative. The representatives will assist the coord inator on matters of 
procedures and policy. 

2. Consultat ion 

When the Employer cons iders an employee a cand idate for early intervention, the 
Program Coordinator will communicate with the employee and manager. The employee 
has the right to Union representati on. The planned program will be discussed w ith the 
employee, manager and Union prior to implementation. Details ofthe return to work will 
be provided in wri t ing to the Union's representative. 

3. Confidentiality 

The Parti es jointly recognize the importance of confid ent iality and will ensure that full 
confidentiali ty is guaranteed. Contact with physician and access to medical informat ion 
wil l not occur without the employee's consent. 

4. App lication 

This program is applied to permanent employees. 
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5. Pay and Benefits 

(a) Employees who receive injuries receive salary and benefits pursuant to Articles 1, 
23 and 28 of the Collective Agreement. 

(b) Employees in receipt of LTD benefits will not suffer adverse effect of entitlement 
by participating in a return to work program (with carrier approval). 

6. Assessments 

(a) Employees shall not be returned without confirmation from a medical 

professional that the duties identified as alternate/transitional work will not 
adversely affect the employee's current health condition. 

(b) The Corporation may utilize rehabilitation or occupational therapy professionals 
as a means to determine the degree of accommodation necessary for a safe return 

to work. 

7. Postings 

(a) The Parties agree that disabled employees will be given preference to vacancies if 
qualified and that positions may be filled without posting. 

(b) In order to accommodate employees with limited abilities, positions may be 
modified and rated accordingly, if operationally reasonable. 

8. This letter may be cancelled by either Party on thirty (30) days written notice to the other. 

for th 

CEO Nanaimo Economic 
Development Corporation 

~l..:f=IT \?f ( Q::)\$ 
Date 

for the Union 

?f2~-_/ 
presi~ UPE Local 401 
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LETTER OF UNDERSTANDING 

BETWEEN 

THE NANAIMO ECONOMIC DEVELOPMENT CORPORATION 

AND 

CANADIAN UNION OF PUBLIC EMPLOYEES 

LOCAL 401 

Re: Special Sick Leave 

The Nanaimo Economic Development Corp. (NEDC) has agreed that shou ld such circumstances 
arise that an employee in t he list below exhausts their entire annua l and accrued sick leave 
allotment and their entire earned to date annua l vacation, they may make application for Special 
Sick Leave. 

Application for Special Sick Leave may be made by an employee on the list below who has 
suffered a major illness or who has suffered a major injury which is not compensable under the 
"Worker's Compensation Act". Such app lication sha ll be subject to the approval of the NEDC. 

The number of Special Sick Leave days shall in no case exceed seventy-five (75) working days in 
respect of anyone (1) illness. Employees shall not be eligible for Special Sick Leave after they 
have comp leted the wa iting period for receipt of long term disability benefits. 

The provisions of this letter app ly solely and exclusive ly to the employees listed below: 

1. Amrit Manhas 
2. Chelsea Barr 

Specia l Sick Leave entitlement and t his letter shall expire for each individual employee with any 
of: 

(i) A return to employment with the City of Nanaimo; 
(ii) Termin ation of employment (voluntary or invo luntary) with the NEDC 

This letter automatically renews 

agre~t to expire. 

CEO 
Nanaimo Economic Development 
Corporation 
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CUPE Local 401- and - Nanaimo Economic Development Corporation 

LEITER OF UNDERSTANDING 

BETWEEN 

THE NANAIMO ECONOMIC DEVELOPMENT CORPORATION 

Re: Articles 25 and 28 

Whereas 

AND 

CANADIAN UNION OF PUBLIC EMPLOYEES 
LOCAL 401 

The Nanaimo Economic Development Corporation (NEDC) has been newly created and the 
positions required in order to fulfi ll its mandate are not yet established, therefore the parties 
agree that: 

1. Article 2S(a) and 28 of the Collective Agreement will continue to apply in re lation to 
the two (2) positions transferred from the City of Nanaimo to the NEDC. 

2. In relation to all other positions at NEDC, Article 2S(a) will be placed in abeyance for 
the duration of the current Collective Agreement. 

3. The Union will not rely on and will not bring any claim against the City of Nanaimo 
arising under Article 31 of the Collective Agreement between the City of Nanaimo and 
CUPE Local 401 in relation to the NEDC, but will raise any concerns relating to fair 
wage issues directly with NEDC pursuant to the Collective Agreement adopted 

~"" Coco, '"' eo' <he "''' 

~ 2:a?1 -
CEO President 
Nanaimo Economic Development CUPE Local 401 
Corporation 

~""* \.~I ;:)0\-::;-
Date 
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LEITER OF UNDERSTANDING 

BETWEEN 

THE NANAIMO ECONOMIC DEVELOPMENT CORPORATION 

AND 

CANADIAN UNION OF PUBLIC EMPLOYEES 
LOCAL 401 

Re: First Aid Attendant 

The Nanaimo Economic Development Corporation agrees to support the ava ilability of a 
designated qualified First Aid Attendant by paying one (1) person a premium of one hundred 
dollars ($100.00) per month upon ach ieving qualifi cations and also providing for the 

maintenance of the training associat ed with the appropriate qualification. In case more than 
one em 10 is interested in this posting, seniority will be the determining factor. 

CEO 
Nanaimo Economic Development 
Corporation 

. 8~~0bcbS 
Date 
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LEITER OF UNDERSTANDING 

BETWEEN 

THE NANAIMO ECONOMIC DEVELOPMENT CORPORATION 

AND 

CANADIAN UNION OF PUBLIC EMPLOYEES 
LOCAL 401 

Re: Nanaimo Economic Development Corporation Staff Transferred from the City of 
Nanaimo Economic Development Department 

In recognition of the Nanaimo Economic Development Corporation taking over responsibility 
for economic deve lopment from the City of Nanaimo and the resulting transfer of all related 

services, responsibilities and resulting work to the new Corporation the parties agree to the 
following to facilitate a fair and equitable transfer of staff. 

1. This letter applies to the following Nanaimo Economic Development Corporation 
employees: 
(a) Chelsea Barr - Communications Clerk, Seniority date: September 12, 2006 
(b) Amrit Manhas - Research & Information Analyst, Seniority date: October 27, 

2000 

2. The affected employees are deemed to have the seniority date listed above with The 
Nanaimo Economic Development Corporation. 

3. The roles, duties and pay levels of these employees shall be in accordance with the job 
descriptions as attached to this letter in addendum 1. The parties agree that 

modifications to those duties may only be made through the mutual agreement of the 
parties. 

4. The Employees covered by this letter shall be entitled to maintain all pension benefits, 
medical insurance and group life insurance at the same level or better as specified in the 
ongoing agreements between The City of Nanaimo and Canadian Union of Public 
Employees Local 401. 

5. Without limiting anything under item four above for greater certainty in recognition of 
the rights, privileges and perquisites to which those listed were entitled as City of 
Nanaimo employees, the Nanaimo Economic Development Corporation agrees to 
continue to provide the following: 
(a) Parking shall be provided at any new location at a reasonable rate. The taxa ble 

benefit for parking shall be appropriate to the circumstances. 
(b) Opportunities to sign up for and participate in City of Nanaimo training as 

presented in the annual City training guide shall be permitted and not 
unreasonably denied. 
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6. This agreement app lies to CUPE 401, the Economic Development Corporation and any 
successor parties. 

7. This agreement is made on a Without Prejudice basis and sha ll be renewed 

..:;; ......... -:.:ically unless mutual agreement to cance l is reached. 

CEO 
Nanaimo Economic Development 
Corporation 
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CUPE Local 401- and - Nanaimo Economic Development Corporation 

LETTER OF UNDERSTANDING 

BETWEEN 

THE NANAIMO ECONOMIC DEVElOPMENT CORPORATION 
AND 

CANADIAN UNION OF PUBLIC EMPLOYEES 
LOCAL 401 

Re: Changes Associated with Collective Agreement Bargaining in October 2011 

In recognition of the Nanaimo Economic Development Corporation taking over responsibility 
for economic development from the City of Nanaimo and the resulting transfer of all related 
services, responsibilities and resulting work to the new Corporation the parties agree to the 
following to facilitate a fair and equitable transfer of staff. 

It is understood and agreed that for the full term of this agreement between the parties that 
changes negotiated in the Collective Agreement bargaining process between the City of 
Nanaimo and CUPE Local401 in the following areas shall apply in relation the employees of NEDC; 

• General Wage Increases 

• Employee Benefits (as defined in Article 28 of the Collective Agreement between the City of 
Nanaimo and CUPE Local 401) 

• Family Illness (as defined in Article 24 (e) of the Collective Agreement between the City of 
Nanaimo and CUPE Local 401) 

• Vacations (as defined in Article 22 (c) of the Collective Agreement between the City of 
Nanaimo and CUPE Local 401) 

• Other changes to the City of Nanaimo and CUPE Local 401 Collective Agreement that have 
be to as a result of the above changes. 

CEO 
Nanaimo Economic Development 
Corporation 

~ \ -=ti ;;:X::X'::::; 
Date 

President 
CUPE Local 401 
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LEITER OF UNDERSTANDING 

BETWEEN 

THE NANAIMO ECONOMIC DEVElOPMENT CORPORATION 

AND 

CANADIAN UNION OF PUBLIC EMPLOYEES 
LOCAL 401 

Re: Economic Development/Tourism Services Work Program 

In recognition of the Nanaimo Economic Development Corporation's annual requirement for a 
specia l projects assistant; and whereas it is the desire of both parties to support the work of the 
NEDC in an ongoing manner: 
The parties agree to th e following: 

1. The NEDC may hi re one practicum student annually for up to four (4) months through any 
of VIU's Faculty of Management programs (Bachelor of Tourism Management, Masters of 
Business Administration, Bachelor of Hospita li ty Management, etc.) 

2. The student wi ll be permitted to work on special projects over and above the norma l 
duties of cu rrent staff 

3. The student wi ll not be used for relief of incumbent staff due to vacation, sick or other 

approved or non-approved leaves 

4. The work produced through this agreement will be reviewed by a union ized staffmember 
prior to being presented to the N EDC Board or outside agencies 

5. Th e student will be supervised by a CUPE member in the performance of his/her duties. 

The intent of this letter is not to replace staff or fill an existing vacancy but to provide 
supplementary assistance to the NEDC for specia l projects of a specia l nature and to establish an 

=,-",_ionship with the VIU's Faculty of Management wh ich wi ll assist w ith recruitment 
. t he NEDC. 

-----=-~== ~ CEO, Nanaimo Economic President 
Development Corporation CUPE Loca l 401 

~\-=t ,~s-
Date 
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LETTER OF UNDERSTANDING 

BETWEEN 

THE NANAIMO ECONOMIC DEVELOPMENT CORPORATION 

AND 

CANADIAN UNION OF PUBLIC EMPLOYEES 
LOCAL 401 

Re: Personal & Professional Development Committee 

The Parties agree to establish a Personal & Professional Development Committee with the 
mandate to formalize a Letter of Understanding regarding the following: 

1. A fund which can be accessed by staff for professional development and related training 
opportunities. 

2. A fund which employees an access for personal Wellness and/or Health initiatives. 

The committee shall consist of two (2) management representatives and two (2) Union 
representatives. The Committee's recommendations shall form the basis of a letter of 
understanding to be formalized prior to September 2015. It is understood that this program will 

apply - t staff and will include a budget criteria for approval. 

CEO, Nanaimo Economic 
Development Corporation 

President 
CUPE Local 401 

~~ \ -=fr;t:::>\. S 
Date 
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LETTER OF UNDERSTANDING 

BETWEEN 

THE NANAIMO ECONOMIC DEVElOPMENT CORPORATION 

AND 

CANADIAN UNION OF PUBLIC EMPLOYEES 
LOCAL 401 

Re: Short Term Disability Plan 

The Nanaimo Economic Development Corporation agrees that as part of the Collective 
Agreem ent discussions immediate ly following the first agreement between the parties, the 

parties shall work together to estab lish a Short Term Disability Plan for employees represented 
by CUPE Local 401. 

~-
CEO, Nanaimo Economic 
Deve lopment Corporation 

h=er""* \~~S 
Date 
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CUPE Local 401- and - Nanaimo Economic Development Corporation 

Job Descriptions 

Position Administrative Assistant 
Department Economic Development Division 
Status Full-time, permanent 35 hours/week 
Reports to Economic Development Officer 
Rate of Pay $22.89/hour (2014 rate) May 15, 2015 

Position Description 
The Administrative Assistant is responsible for providing administrative support to the 
Nanaimo Economic Development Corporation staff, Board of Directors and sub- committees. 
Duties include general reception and day to day administrative support functions. 

Key Duties: 

• Reception of visitors and stakeho lders. 

• Hands incoming and outgoing mail. 
• Screens incoming calls and responds to general information inquiries. 

• Providing administrative support to the Chief Executive Officer. Schedules 
appointments, arranges meeting dates and locations. Makes travel arrangements, 
accommodation bookings and event registrations. 

• Administrative assistance at board and committee meetings i.e.: taking of minutes, 
distribution of documents, communication co-ordination 

• Compiling board reports, updating contact information, sort ing and filing documents 

• Providing administrative support to the Economic Development and Tourism Divisions 
as required 

• Appropriate archiving and maintaining of historical data, documentation, receipts and 
records for purposes of audit and review upon request 

• Ordering and maintaining sufficient office supplies 
• Maintain manual and computerized information filing systems. 

• Other Duties as assigned 
• Takes reasonable care to protect own health and safety and the health and safety of 

other persons affected by their actions by following health and safety requirements 
affecting their job, asking for training if unfamiliar with work they are requested to 
perform, working safely and encouraging co-workers to do the same and correcting 
unsafe conditions or reporting them to their supervisor. 

Required Knowledge, skills and Abilities 

• Proficient with Microsoft Office package (Word/ExceI/PowerPoint), Internet, Email and 
Databases 

• Minimum typing speed of 60 w.p.m. 
• Knowledge of Simply Accounting Software desirable 
• Excellent communicat ion, organizational skills and ability to multi-task 

• Solid understanding of Nanaimo as both a place to visit, invest and do business 

• Ability to work in a team-oriented environment 
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• Excellent interpersonal ski lls 

• Ability to maintain strict confidentia lity 

Training & Experience Required 

• Three years' experience in an administrative assistant position or a combination of 
experience and a diploma or certificate in a recognized business program 

Required Licenses, Certificates and Registrations 

• Valid Class 5 BC Driver's License 
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Position Destination Deve lopment Specialist 
Department Tourism Division 

Status Permanent, 35 hours per week (Flexible Schedule) 
Reports to Execut ive Director of Destination Management (EDDM) 
Rate of Pay $24.D3/hou r July 10, 2014 

Position Description 
Reporting to the Executive Director, Tourism Division, the Destination Deve lopment Specialist 
will coordinate the ongoing destination development activities of the NEDC. In add ition to 
building strategic alliances with key stakeholders, the Destination Deve lopment Specialist will 
participate in the development and execution of a range of strategies and tactics within the 
destination development plan. 
This position primarily works regular hours Monday to Friday 8:30 - 4:30 pm, with f lexibility 
required to work occasional weekends or evenings as needed. 

Key Duties: 

• Supports the ED to identify, develop and maintain strategic partnership with local, 
regional, provincial and federal organizat ions re lated to tourism product development 
and sports tourism 

• Participates in t he creation and execution of annua l destination development strategies 
together with the tourism division team, Tourism Leadership Committee (TLC) and other 
stakeholders 

• Acts as a liaison with community partners and regional organizations on bid development, 
solicitation and support of new and existing sport tourism events in the region 

• Supports the ED wi th the administration and delivery of destination development service 
agreements with regional stakeholders 

• Identifies opportunities for and coord inates destination development and sport 
development familiarization tours in partnership with stakeholders 

• Tracks development plan activities and prepares monthly destination development 
reports for the TLC, NEDC Board and other stakeholders 

• Participates in the development, admin istration and monitoring ofthe annual destination 
development budget in consultation with stakeholders and funding partners, including 
leveraging incrementa l development dollars where possible 

• Supports NEDC staff to create destination development marketing, campa ign and 
promotional materials 

• Acts as a liaison to Economic Development staff to provide a tourism lens & input on 
economic development activities that have an impact on tourism 

• Performs other duties as required 

Qualifications: 

• Understanding of Be's & Canada's Destination Marketing system 

• Understanding of tourism bid preparation and project management 
• Knowledge of Tourism Nanaimo's key markets 

• Familiar with regiona l, provincial and national sport tourism organizations 

• Knowledge of Tourism Nanaimo stakeholder and industry partners, and tourism assets 
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• Ability to build strong relationships with stakeholders and colleagues 

• Proficient in MS Office, including Word, Excel, Powerpoint and Outlook 

• Understanding of social media and its ro le in destination marketing 

• Strong financial administration skills 

• Strong project management and organizational skill s 

• Excellent verbal & written communication skills 

• Ability to work independently as well as part of a team 

• Strong presentation skills 

• Some evening and weekend work, minimal trave l required, ability to work a flexible 
sched ule 

• Ab le to lift 30lbs 

Minimum Training and Experience Required 

• Degree in Tourism/Recreation Management or similar area of study 

• Minimum 2 years relevant experience 

• Industry certifications an asset 

• Valid Class 5 BC Drivers License & clean driving record 
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Position Destination Marketing Officer 

Department Touri sm Division 

Status Full-time, permanent, 35 hours per week, Flexible Schedule 

Reports to Executive Director of Dest ination Management (EDDM) 

Rate of Pay $34.11/hour July 30,2014 

Position Description 
In consultation with the EDDM the Destination Marketing Officer prepares, implements, 
coordinates and eva luates marketing and communication plans and strategies. This position 
invo lves liaising with extern al stakeholders, researching media opportunities, writing 
promoti onal materials, media releases and providing input into departmental budget and 
assisting in organizing protocol events. 

Key Duties: 

• In consultation wi th the EDDM, researches, prepare, implement and eva luate marketing 
and commun ication plans and strategies. 

• Helps maintain positive re lationsh ips with a wide variety of media outlets and 
community stakeho lders 

• Attend appropriate events and functions representing the Nanaimo Economic 
Development Corporation and Tourism Nanaimo for the purpose of promoting Nanaimo 
Region. 

• Helps develop and recommend editoria l, advertising and partnership opportunities with 
a broad range of stakeho lders. 

• Maintains relevant media information database and image bank. 

• Organize and deliver media familiarization tours, hosted independently or in 
conjunction with the region/Island partners. 

• Develop and implement an ann ual media relations program to attract writers and other 
media 

• Research advertising opportunit ies, coordinate creative deve lopment and 
implementation of dest ination marketing campaigns. Track marketing campaigns and 
prepare reports for TLC and NEDC Board. 

• Supports the economic development staff on marketing and communication init iatives. 

• Provides support to t he Stakeholder and Communication Specialist in regards to 
co llatera l development, social media strategy and marketing campa igns. 

• Assists in implementing t he Socia l Media strategy by contributing to and reviewing daily 
posts in various platforms. 

• Prepares editorial for internal and external publications, prepares and distributes media 
releases. 

• Helps maintain brand standards by reviewing all signage, documents and publications. 

• Takes reasonable care to protect own hea lth and safety and the health and safety of 
other persons affected by their act ions by following hea lth and safety requ irements 
affecting their job, asking for training if unfamiliar with work they are requested to 
perform, working safe ly and encou raging co-workers to do the same and correcting 
unsafe conditions or report ing t hem to their supervisor. 

• Performs other duties as required. 
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Required Knowledge, skills and Abilities 

• Knowledge of tourism and business trends, key issues and stakeholders. 

• Thorough knowledge of media campaigns, graphic designs, scripting and media buys; 
able to negotiate budgets and outcomes for complicated marketing campa igns. 

• Strong written, oral communications and interpersona l skills. 

• Strong knowledge of social media platforms and emerging trends 

• Working knowledge of budgeting and report writing. 

• Ability to estab lish and maintain effective and co-operative relationships with media, 
businesses, stakeho lders and the general public. 

• Ability to plan, prioritize, work under pressure of deadlines, manage multiple 
priorities and respond to requests in a timely manner. 

• Ability to work both independently and in a team environment and to complete 
work assignments with minimal supervision . 

Training & Experience Required 

• University Degree in Travel, Tourism, Marketing or Communications 

• Min imum three (3) years' re levant experience. 

Required Licenses, Certificates and Registrations 

• Valid Class 5 BC Driver's License 
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Position Economic Development Coordinator 
Department Economic Development 

Status Full-time, permanent 35 hours per week 
Reports to Economic Development Officer 

Rate of Pay $30.84/hour May 2015 

Position Description 
Reporting to the Economic Development Officer, the Economic Development Specialist carries 
out the Business Retention and Expansion activities, assists in business attraction activities, 
provides research assistance and handles general econom ic development inquires for the 
Nanaimo Economic Development Corporation. 

Duties & Responsibilities: 
• Carries out the business retention and expansion activities as outlined by the Economic 

Development Officer. May include organizing stakeholder meetings and forums. 

• Provides research assistance to the Economic Development officer; gathers information 
and statistics from existing information sources; maintains databases of community 
information, and business assistance programs. 

• Assists in activities, projects and programs relating to the attraction of business 
investment. 

• Provides assistance for special projects which may include developing terms of 
reference and funding proposa ls. 

• Supports the economic development staff on marketing and communication initiatives. 

• Assists in implementing the Socia l Media strategy by contributing to and reviewing daily 
posts in various platforms. 

• Helps maintain positive relationships with a wide variety of media outlets and 
community stakeho lders. 

• Maintain and update information on NEDC website. 

• Produce a quarterly e-newsletter for stakeholders. 
• Prepares editorial for internal and external publications, prepares and distributes media 

releases. 
• Attends appropriate events and functions representing the Nanaimo Economic 

Development Corporation for the purpose of promoting the Nanaimo Region. 

• Performs other duties as required. 

• Takes reasonable care to protect own health and safety and the health and safety of 
other persons affected by their actions by following health and safety requirements 
affect ing their job, asking for training if unfamiliar with work they are requested to 
perform, working safely and encouraging co-workers to do the sa me and correcting 
unsafe conditions or reporting them to their supervisor. 

Required Knowledge, skills and Abilities 

• Knowledge of research methods; familiar with research sources for community 
demographic and economic information; familiar with government assistance programs; 
familiar with local business and economic development organ izations. 

• Knowledge of business trends, key issues, and stakeholders. 
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o Knowledge of business retention and expansion programs and techniques. 

o Strong written, ora l communications and interpersonal skills. 

o Ability to communicate with tact and discretion when settling requests, compla ints, or 
clarifying information. 

o Excellent knowledge of Microsoft Word, PowerPoint, Excel, and email. 

o Strong knowledge of socia l media platforms and emerging trends. 

o Working knowledge of budgeting and report writi ng. 

o Abil ity to estab li sh and maintain effective and co-operative relationships with media, 

businesses, stakeho lders, and the genera l public. 

o Ability to plan, prioritize, work under pressure of deadlines, manage multiple priorities 

and respond to requests in a timely manner. 

o Strong project management and organizationa l skill s. 

o Abi lity to work both independent ly and in a team environment and to complete work 
assignments with minimal supervision. 

o Some even ing and weekend work, minimal travel required; ability to work a flexible 

schedu le. 

Minimum Training & Experience Required 

o Completion of Grade 12, supplemented by a minimum of two (2) years commercial or 

business schoo l equivalent. 

o Minimum of five (5) years' experience in Economic Development within a municipal or 

government environment or other related fie ld. 

Required Licenses, Certificates and Registrations 

o Valid Class 5 BC Driver's License 

o Economic Development cert ification would be an asset 
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Position Economic Development Officer 
Department Economic Development 

Status Full-time, permanent 35 hours per week 
Reports to Chief Executive Officer 
Rate of Pay $42.59/hour January, 2013 

Position Description 
Reporting to the Chief Executive Officer, this position is responsible for developing and 
implementing the business retention and expansion program and research plans for the 
Economic Development Corporation. Responsib le for the overall supervision and 
administration of the office, ensuring the day to day needs of the office are met. 

Typical Duties and Responsibilities 

• Oversees the business retention and expansion program and identifies through 
consultation with affected parties, a so lutions-based approach to business development 

• Participates in developing, implementing, and monitoring the marketing and 
communications plan 

• Provides research and in-depth analysis of the community's demographic, socia l, 
economic, industrial, labour force, income, and real estate characteristics and develops 
comparative and trend ana lysis 

• Provides support to the CEO in implementing a business attraction plan 
• Develops and maintains strong relationships with local, regional, provincial institutions, 

government and businesses to advance the corporation's economic development goals 

• Writes funding proposals, manages deliverables and financial reporting 

• Develops terms of reference for key projects, participates in the selection and appraisal 
of consu ltants and manages contracts 

• Deve lops and delivers community education programs, including public presentations 
and information needs analysis 

• Participates in a team approach with the economic development staff to strategically 
address corporate initiatives of cross functional needs such as marketing or sector 
development 

• Provides comprehensive business development services to new and existing businesses, 
including information and advice related to their marketing, financing, management, 
and organization plans 

• Prepares proposals for site se lection, develops marketing and promotional materials 
and implements the Economic Development Strategy 

• Provides leadership and supervision to junior staff in economic development 

• Takes reasonable care to protect own health and safety and the health and safety of 
other persons affected by their actions by following health and safety requirements 
affecting their job, asking for training if unfamiliar with work they are requested to 
perform, working safely and encouraging co-workers to do the same and correcting 
unsafe conditions or reporting them to their supervisor 

• Perform other duties as required 
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Required Knowledge, skills and Abilities 

• Good knowledge of business planning, including assisting compan ies with their 
marketing, financing, management, and organizational plans 

• Good know ledge and experience of research principles and methodology 

• Good know ledge of published and computerized data from Statistics Canada and other 
sources 

• Knowledge of business assistance programs offered by the public and private sector 
organ izations 

• Ab ility to commun icate with tact and discretion when responding to requests, 
comp laints, or clarifying information 

• Abi lity to plan, assign and supervise work of junior staff 

• Advanced computer skills in spreadsheet, database and word processing programs (such 

as Excel, Access, Word and Outlook) 

• Exce llent marketing skil ls 

• Strong facilitation ski lls, and experience bu ilding group consensus 

• Exce llent verbal and written communication skills, and strong interpersona l skills, 
particularly with regard to the development and delivery of presentations 

• Good ana lytica l skills and knowledge of database management programs 

• Ab ili ty to work varied hours as necessary 

• Knowledge of the Worker's Compensation act and OH&S regu lations applicable to the 
work area 

Training & Experience Required 

• University degree in Economics or Business, or an equ iva lent combination of education, 
training and experience 

• Minimum f ive (5) years experience in the field of econom ic development, or business 
development, w ith at least one year experience in a supervisory role 

Required Licenses, Certificates and Registrations 

• Valid Class 5 BC Driver's License 
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CUPE Local 401- and - Nanaimo Economic Development Corporation 

Position Stakeholder Communicat ions Specialist 

Department Tourism Division 

Status Permanent 35 hours per week (Flexible Schedule) 

Reports to Executive Director of Destination Management (EDDM) 

Rate of Pay $24.03/hour March 19, 2014 

Position Description 
The Stakeholder & Communications Specialist is responsible for developing, maintaining and 
expanding the relationship between Tourism Nanaimo and its stakeholders. This includes 
identification, attraction and retention of stakeholders included in Tourism Nanaimo 
marketing programs. The primary responsibility is to stimu late revenue for the NEDC 
through innovative co-operative programs developed together with the Tourism Nanaimo 
team. Additionally, this position acts as the primary lead in planning & executing Tourism 
Nanaimo's social media strategy. 

This position will also promote Nanaimo to both visitors and residents to help them become 
aware of the diversity of Nanaimo experiences to encourage return visits and longer stays. 

Key Duties: 

• Co-ordinate Visitor Guide and other stakeholder program sales through discussions/ 
meetings with stakeholders, arrange for subsequent invoicing and any required 
stakeholder awareness and education to increase the impact and effectiveness of 
stakeholder programs 

• Research & assist with implementation of stakeholder database 

• Maintain & update information on Tourism Nanaimo's website 

• Plan and execute stakeholder events and forums 
• Product a quarterly e-newsletter for stakeho lders 

• Produce a quarterly consumer e-newsletter highlighting information, events, area 
attractions, activities, etc. 

• Assist with the design and printing of Tourism Nanaimo's stakeholder publications 
including Nanaimo Bar Trail, Cedar Ye llowpoint Artisan Trail, flat map, and assist with the 
publication of the Visitor Guide as needed 

• Maintain stakeholder information on TourismNanaimo.com together with the 
Destination Marketing Officer 

• Attend Commun ity Events representing Tourism Nanaimo or the NEDC as required 

• Take reasonable care to protect own health and safety and the health and safety of other 
persons affected by their actions by following health and safety requirements affecting 
their job, asking for training if unfamiliar with work they are requested to perform, 
working safety and encouraging co-workers to do the same and correcting unsafe 
cond itions or reporting them to their supervisor. 

• Other duties as required 

Qualifications: 
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• Minimum 2 years experience in sales & destination marketing 

• Degree in Tourism/Recreation Management or similar area of study 

• Sound understanding of Be's & Canada's Destination Marketing system 

• Exceptional interpersona l skill s with the ab ility to work independently as we ll as part of a 
team 

• Excel lent verbal & written communication skills 

• Attention to detail and the ability to multi-task 

• Strong sales and customer service skills 

• Strong presentation skills 
• Strong knowledge of Nanaimo and area, its tourism products and stakeholders 

• Excellent knowledge of M icrosoft Word, Powerpoint, Excel and email 

• Strong knowledge of social media platforms and emerging trends in this area, ability to 
plan and seed socia l media content 

• Valid Class 5 BC Drivers License & clean driving record 

• Working knowledge of Publisher/ Indesign and/or database management or customer 
contact systems considered an asset 

• Some evening and weekend work, minimal travel required, ab ility to work a flexible 
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CUPE Local 401- and - Nanaimo Economic Development Corporation 

Position Visitor Centre Counsellor & Distribution Clerk 

Department Tourism Division 

Status Temporary term position, 20-30 hours per week, Flexible Schedule 
Term Period Approximately 5 months starting December 2014 

Reports to Visitor Services Specialist 
Rate of Pay $15.34/hour November 21, 2014 

Position Description 
This is a temporary, term position working approximately 4-5 hours daily, five days a week. 
Hours of work are negotiable within certain parameters that meet the needs of Tourism 
Nanaimo. Weekend work is required . 
The Visitor Information Counsellor & Distribution Clerk is responsible for maintaining the day-
to-day operations of the Visitor Centre under the direction of the Visitor Services Specialist. 
This includes ensuring that the Visitor Centre is represented to the public in a pleasing, 
organized and professional manner. Full training for this position is provided upon 
commencement of employment. 

Key Duties: 
• Deal with visitors in a professional, prompt and friendly manner 

• Answer visitor enquiries by mail, phone, fax, email and in person 
• Research relevant community information that may be of interest to visitors 

• Keep brochure racks and storage organized and well stocked. Re-order brochures when 
necessary 

• Maintain and update files and reference materials for the Visitor Centre on a continual 
basis 

• Post current information of interest to the visitor (Road Reports, Tourist Alert, Weather, 
Ski Reports, etc.) 

• Plan travel itineraries in response to visitor requests and enquiries 
• Encourage new, longer and return visits to the city of Nanaimo 

• Book accommodations, tours, ferry reservations etc. in response to visitor requests 

• Develop sales techniques and make sales transactions for merchandise in the gift shop 
• Keep up-to-date and organized daily statistics and provide weekly statistics to Visitor 

Services Specialist 
• Together with the Visitor Services Specialist provide support and organization of the 

brochure distribution program including deliveries, delivery co-ordination, shipping and 
postage 

• Assist the Visitor Services Specialist with other day-to-day administrative duties such as 
filing, correspondence, website research and fulfilling Nanaimo Visitor Guide requests. 

• Other duties as assigned. 

Desired Experience: 
• Excellent interpersonal skills, telephone and organ izational abilities 

• Ability to communicate professionally in both verbal and written formats 

• Must work well independently as well as part of a team 

• WorldHost" Fundamentals and T/VIC Certifications an asset 
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• Second language an asset 

• Experience working with volunteers an asset 

• Extensive knowledge of British Columbia, specifically the greater Nanaimo area and 
Vancouver Island 

Training & Experience Required 

• Grade 12 graduate 

• Minimum 2 year experience and/or formal training and education in the tourism 
industry. 

• Good working knowledge of computers, specifically Microsoft Office, internet search 
engines and social media 

• Must be able to lift 30lbs 

Required Licenses, Certificates and Registrations 

• Valid Class 5 BC Driver's License 

Note: Due to the nature ofthe tourism industry and the respon sibilities of this position, weekend 
work will be required. 
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CUPE Local 401- and - Nanaimo Economic Development Corporation 

Position Visitor Information Counsellor 
Department Tourism Division 
Status Seasonal - 35 hours per week (Varied Schedule) 
Reports to Visitor Services Specialist 
Rate of Pay $13.16/hour March 3, 2014 

Position Description 
The Visitor Information Counsellor is responsible for maintaining the day-to-day operations 
of the Visitor Centre under the direction of the Visitor Centre Coordinator. This includes 
ensuring that the Visitor Centre is represented to the public in a pleasing, organized and 
professional manner. Full training for this position is provided upon commencement of 
employment. 

Key Duties: 

• Deal with visitors in a professiona l, prompt and friendly manner 

• Answer visitor enquiries by mail, phone, fax, emai l and in person to the best of their ability 
• Research relevant community information that may be of interest to visitors 

• Keep brochure racks and storage organized and well-filled. Re-order brochures when 
necessary 

• Maintain and update files and reference materials for the Visitor Centre on a continual 
basis 

• Post current information of interest to the visitor (Road Reports, Tourist Alert, Weather, 
Ski Reports, etc.) 

• Plan travel itineraries in response to visitor requests and enquiries 

• Encourage new, longer and return vis its to the city of Nanaimo and Region 

• Book accommodations, tours, ferry reservations et c. in response to visitor requests 

• Develop sales techniques and make sales transactions for merchandise in the gift shop 
• Keep up-to-date and organized daily statistics and provide weekly statistics to Visitor 

Centre Coordinator 

• Assist the Visitor Centre Coordinator with other day-to-day administrative duties such as 

filing, correspondence, website research and fulfi lling Nanaimo Visitor Guide requests 

Qualifications: 

• Must have good interpersonal ski lls, telephone and organizational abili ties 

• Ability to commun icate professionally in both verba l and written formats 

• Must work we ll independently as well as part of a team 
• Experience working with volunteers an asset 

• Resourceful with an extensive knowledge of British Columbia, specifically the greater 
Nanaimo area and Vancouver Island 

• Good working ,knowledge of computers, specifically Microsoft Office, internet search 
engines and social media 

• Weekend work required 
• Va lid BC Driver's license mandatory 
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• Grade 12 graduate and at least 2 years experience and/or formal training and education 
in the tourism industry. Enrollment in t he Tourism & Recreation Management program 
at VIU an asset. 

• SuperHost® Fundamentals and T/VIC Certifications an asset 

• Second language an asset 



CUPE Local 401- and - Nanaimo Economic Development Corporation 

Position Visitor Services Specialist 

Department Tourism Development 

Status Full-time, permanent position 35 hours per week, Flexible Schedule 
Term Period Starting date immediate 

Reports to Executive Director for Destination Management (EDDM) 
Rate of Pay $22.57/hour March 2015 

Position Description 
This is a permanent, full-time position working 5 days a week. Hours of work may be 
somewhat flexib le within parameters that meet the needs of Tourism Nanaimo. Weekend 
work is required . 

The Visitor Services Specialist is responsible overseeing and coordinating the day-to-day 
operations of the official Nanaimo Visitor Centre (Northfield Road) and the seasonal Visitor 
Information locations under the direction of the Executive Director. This includes ensuring that 
the Visitor Centre is represented to the public in a pleasing, organized and professional manner 
and promoting the community, region and province to enhance the visitor experience, and 
extend visitor stays. Additionally, the Visitor Services Specialist coordinates summer staffing 
and training, and assists with ad -hoc projects as needed. 

Key Duties: 

• Supervise the operation of all Visitor Centre locations to ensure that the Visitor Centre 
Network requirements and standards are met. 

• Provide input on the operational budget for the Visitor Centres. 

• Supervise an inventory control system for publications and maintain the brochure 
racking and acceptance program. 

• Liaise with the Ministry of Transportation, Destination British Columbia and the City of 
Nanaimo to ensure proper signage meets standards. 

• Collect and maintain accurate statistical reports to be provided to Destination BC and 
other interested stakeholders. 

• Implement and supervise visitor service retail systems and work to grow retail revenue 
opportunities. 

• Oversee the distribution program of official Tourism Nanaimo visitor publication to 
stakeholders, other Visitor Centres, potential visitors and other organizations that will 
distribute the guides on beha lf of Tourism Nanaimo. 

• Supervise the Visitor Centre staff and volunteers to ensure high quality of visitor service 
experience. 

• Train all staff and volunteers on the T/TIVC program and Tourism Nanaimo service 
expectations. 

• Help facilitate cruise ship, event, conference, and other visitor services & programs by 
working closely with relevant stakeholders to deliver high quality visitor experiences to 
Nanaimo's visitors. 

• Organize Tourism Nanaimo's presence at key community events. 

• Act as a liaison on Tourism Nanaimo programs and services. 
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• Coordinate and participate in the recruitment and interviewing of visitor centre staff 
and volunteers. 

• Work as part of the Tourism Nanaimo team to develop and implement visitor products 

and services. 

• Deal with visitors in a professional, prompt and friendly manner 

• Respond to visitor enquiries by mail, phone, fax, email and in person 

• Research relevant community information that may be of interest to visitors 

• Support Tourism Nanaimo's onl ine presence and positive reputation by reviewing 
popular socia l media channels and responding in a timely manner to visitor inquiries, 
forum questions and information needs from visitors travelling to Nanaimo and Region. 
Where required, forward inquiries to other communities' visitor information counsellors 
for response. 

• Assist with on line and social media content creation and curation as needed. 

• Take reasonable care to protect own health and safety and the health and safety of 
other persons affected by their actions following health and safety requirements 
affecting their job, asking for training if unfamiliar w ith work they are requested to 
perform, working safely and encouraging co-workers to do the same, and correcting 
unsafe cond itions, or inappropriate behaviour, or reporting them to a supervisor. 

Desired Experience: 

• Excellent interpersonal skills, telephone and organ izationa l abi lities 

• Ability to commun icate professionally in both verbal and written formats 

• Attention to detail and able to meet deadlines 

• Must work well independently as well as part of a team 

• Second language an asset 

• Experience working with volunteers an asset 

• Experience w ith delivering classroom and on-site training 

• Extensive knowledge of British Columbia, specifically the greater Nanaimo area and 
Vancouver Island 

• Knowledge of popular travel-related social media platforms 

• 2 years superv isory experience an asset 

• WorldHost® Fundamentals and T/VIC Certifications an asset 

Training & Experience Required 

• Grade 12 graduate and minimum 3 years of experience and/or formal training and 
education in the tourism industry. 

• Excellent knowledge of computers, specifica lly Microsoft Office, internet search engines 
and socia l media 

• Must be able to lift 30lbs 

Required Licenses, Certificates and Registrations 

• Valid Class 5 BC Driver's License 

Note: Due to the nature of the tourism industry and the responsibilities of this position, 

weekend work will be required. 
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