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This Agreement is made this 8th day of November, 2024. 

Between: The Canadian Union of Public Employees/Syndicat canadien de la fonction publique, 
Local 3902, hereinafter referred to as “the Employer”, 

And: The Canadian Union of Public Employees/Syndicat canadien de la fonction publique, and 
its Local 1281, hereinafter referred to as “the Union”. 

DEFINITIONS 

CUPE 3902: As defined by the Constitution of the Canadian Union of Public Employees 
(CUPE) and Local by-laws. 

Department Staff in the local are divided into two departments, Servicing and 
Administration. All members of the bargaining unit hired under the Staff 
Representative and Staff Organizer job descriptions make up the Servicing 
Department. Those members of the bargaining unit hired under the Office 
Administration job descriptions make up the Administration Department. 

Employees: Those individuals within the bargaining unit as defined in Article 3. 

Part-time Any employee employed for fewer than thirty-five (35) hours per week. 
Employee: 

 

Layoff: Any reduction in the hours of employment. 

Total Layoff: A complete reduction in the hours of employment. 

Partial Layoff: The first six (6) months of a partial reduction in the hours of employment. 

Spouse: For the purpose of this Agreement, designates husband, wife, common-law 

 

husband, common-law wife, cohabitant or intimate friend, and shall be included 

 

in the immediate family. 

Transfer: Includes a lateral change in job classification. 

President: The President of CUPE 3902; where necessary, includes individual designated 

 

by the Executive Committee to act in the absence or incapacitation of the 

 

President in accordance with Local By-laws. 

Immediate The Executive Director of CUPE 3902 shall act as the immediate supervisor for 
Supervisor: all staff in the local. It is understood that Management decisions will be made 

 

by the Employer’s Executive Committee. It is, however, agreed that 

 

communication of all such decisions shall be made by the Executive Director. 

 

As such, practically speaking for the operation of this agreement, all functions 

 

of Management as outlined in Article 2 shall be the sole responsibility of the 

 

Executive Director. In the absence of an Executive Director, the President or 

 

the General Vice President shall act as immediate supervisor. 
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Management Any discussion of the Employer which has as its objective the consideration or 
Session: development of CUPE 3902's position as Employer, including discussions 

related to collective bargaining, the administration of the Collective 
Agreement, hiring (except as provided for in Article 11.03), formal grievances 
and/or discipline, suspension or discharge of any employee. 

ARTICLE 1 - PURPOSE 

The purpose of this Agreement is to establish an orderly collective bargaining 
relationship between the Employer and its employees represented by the Union; to 
define clearly the hours of work, rates of pay, and conditions of work; to provide for an 
amicable method of settling differences which may arise; to promote the mutual interest 
of the Employer and its employees. This agreement shall also serve to affirm the 
commitment of both parties to an environment free from harassment and 
discrimination. 

ARTICLE 2 - EMPLOYER'S RIGHTS 

2.01.1 The Union recognises the right of the Employer to: hire; transfer; promote; demote; 
relocate; layoff; recall; classify; maintain order and efficiency; determine the standards of 
the work to be performed; establish and enforce working rules; and discipline, suspend, 
or discharge its employees for just cause. 

2.01.2 The Employer agrees to exercise such rights in a fair, reasonable, and equitable manner, 
and in a manner which is consistent with this Collective Agreement. 

2.01.3 Notwithstanding Article 2.01.1, the Employer maintains a commitment to provide full-
time work for the bargaining unit. 

ARTICLE 3 - RECOGNITION 

3.01 Definition 
The Employer recognises CUPE 1281 as the sole and exclusive bargaining agent for all 
its employees, save and except as defined in Article 3.03. 

3.02 Term Employees 

3.02.1 The Union recognises the right of the Employer to hire term employees, subject to 
Article 10.04. The Employer agrees that such appointments are not substitutes for, or 
alternatives to, regular appointments. Such employees may only be employed to replace 
a regular employee on leave for periods of up to one (1) year. Notwithstanding the 
foregoing, an extension of up to three (3) months may be granted in the event that the 
return of the regular employee is imminent. 

3.02.2 Term employees shall enjoy all the rights and benefits of this Collective Agreement, save 
and except severance pay (23.02), layoff notice (12.01.2), benefits during layoff (12.03), 
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recall (12.06), public office leave (19.04) and general leave (19.13). 

3.02.3 Term Employee Conversion 

Should the Employer wish to convert a term position to a permanent position, it shall 
be posted in accordance with Article 10.01. Should a term employee be awarded the 
position, all rights and benefits excluded by Article 3.02.2 shall apply retroactively to the 
date of commencement of their employment and the time spent as a term employee 
shall be counted towards fulfilling their probationary period and wage-grid placement. 

3.02.4 Where an employee on layoff or a part-time employee applies for a term position, the 
employee shall receive that position, provided the employee has the ability to perform 
the requirements of the position. Where two (2) or more employees on layoff or part-
time employees apply and have the ability to perform the position, the appointment shall 
be made on the basis of seniority. When a term position is held by such an employee, 
Article 3.02.2 shall not apply and such an employee shall enjoy all the rights and benefits 
of this Collective Agreement. In the case of a regular part-time employee who is 
awarded a full-time term position, such employee shall be returned to their former 
position at the end of the term position, which shall not be a layoff. In the case of a 
vacancy created through the implementation of this Article, such vacancy shall be filled 
in accordance with this Article, or in cases where this is not possible, the Employer shall 
have the right to fill the part-time vacancy through Article 3.02.1. 

3.02.5 Notwithstanding articles 3.02.3, 3.02.4., 10.01 and 11.01.1, the Employer may elect to 
appoint a term employee to the position that they are filling, should it become vacant 
during the term of their appointment, with the agreement of the Union. 

3.03 Exclusions 

3.03.1 Definition – Casual Employees 

Casual employees are those who are hired on an hourly, salaried or honorarium basis 
to perform duties of a temporary, short-term nature. This shall include only special 
projects involving fewer than 750 hours of work per calendar year in total. These 
projects may include, but are not necessarily restricted to, membership mailings, and the 
following types of clerical work: data entry, telephone surveys, filing, and 
bargaining-team note-taking (if the regular employee is unavailable). 

3.03.2 Definition – Member Mobilizers 

Member mobilizers are CUPE 3902 members who are hired on an hourly basis to 
conduct outreach to the general public, members, or potential members during 
campaigns, bargaining rounds, or organizing drives. Duties may include, but are not 
restricted to, community canvasses, phone banking, workplace visits, and card signing 
during organizing drives. 
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3.03.3 Definition – Book-offs 

Members of CUPE 3902 who are booked-off for Union work as per the Union Leave 
provisions of the CUPE 3902 Collective Agreements with the University of Toronto, 
Victoria University or the University of St. Michael’s College or who opt to be paid an 
honorarium for union work in lieu of the union leave provisions in the CUPE 3902 
Collective Agreements with the University of Toronto, Victoria University or the 
University of St. Michael’s College. 

3.03.4 Definition – Executive Director 

The individual employed to exercise the Executive Committee’s managerial 
responsibilities and to advise them in a confidential capacity in matters related to labour 
relations. 

3.03.5 Limitation on the Right to Hire 

It is agreed that no position hired under 3.03.1 or 3.03.4 will perform bargaining-unit 
work, as outlined in Appendix 2 of this Agreement, without mutual agreement in writing 
between the parties. 

3.03.6 The Employer shall provide a written contract to a casual employee and shall forward a 
copy to the Union. The Employer shall pay casual workers (as per 3.03.1), no more 
than the bargaining-unit rate for similar work. 

3.03.7 The Employer agrees that all part-time employees and employees on layoff will receive 
notice of any casual position. Notice will be given and employees will have five (5) days 
to respond from the date notice is received. Employees who respond to the notice will 
be interviewed and appointments shall be made on the basis of seniority, provided the 
employee meets the basic qualifications and provided further that preference will be 
given to employees on layoff, including partial layoff. The Employer further agrees that 
when this work is performed by employees, they shall be paid at the bargaining-unit 
rate. 

3.04 Improper Hiring Procedure 

Upon discovery that an employee who fits the bargaining unit definition in Article 3.01 
has been improperly hired, either the employee shall be immediately laid off in 
accordance with Article 12 or the position shall be posted in accordance with Article 
10.01, at the Employer's choice. Should the position be posted and a current member 
of the bargaining unit be awarded the position in accordance with Article 11.01, the 
original employee shall be laid off in accordance with Article 12. 
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ARTICLE 4 - NO DISCRIMINATION/HARASSMENT 

4.01 No Discrimination 

4.01.1 The Employer agrees that there shall be no discrimination, interference, restriction, 
harassment, or coercion exercised or practised with respect to any employee or 
applicant for employment by reason of age; race; creed; colour; place of origin; ethnic 
origin; language of origin; citizenship; caste; ancestry; native language; political or 
religious affiliation, beliefs, or activities; sex; sexual identity, expression or orientation; 
gender identity; gender expression; marital status; family status; parental status; number 
of dependants; place of residence; class; record of offences except where it relates to a 
bona fide qualification because of the nature of employment; physical attributes; 
disability or disabilities; AIDS related illnesses, HIV status; union membership or activity; 
nor by reason of the exercise of any of the rights contained in this Agreement or any 
other practices prohibited by law. 

4.01.2 No employee or applicant for employment shall be required to submit to a blood test, 
lie-detector test, or any other test for illness or substance use. 

4.01.3 The Employer will make anti-oppression/anti-racism training available once per calendar 
year and will ensure that each staff member attends at least one session over the life of 
this Collective Agreement. The Employer will arrange, and pay for, such training. 
Recognizing the benefit of taking such training as a group, whenever possible, all staff 
members shall receive this training together. Staff shall have the option to take such 
training independently of any executive officer(s) or their immediate supervisor. 

4.01.4 The Employer and Union are committed to equal opportunity in employment for 
women, Indigenous Peoples, people with disabilities, and people who because of their 
race, colour, sexual orientation, or gender identity and expression have been 
historically, and continue to be, disadvantaged in Canada. 

4.01.5 The Employer and the Union recognize that an individual has the right to determine 
their own gender identity. This includes the right to determine their own pronouns. 

4.02 No Harassment 

4.02.1 The Employer agrees that there shall be no form of harassment exercised or practised 
with respect to any employee or any applicant seeking to become an employee, by 
reason of any grounds set forth in Article 4.01.1. 

It is agreed that every Employee is entitled to a working environment free of 
harassment, including sexual harassment. 
Harassment is defined as engaging in vexatious comments or conduct that is known or 
ought reasonably to be known to be unwelcome. Harassment may also relate to a form 
of discrimination as set out in the Ontario Human Rights Code, but it does not have to. 
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4.02.2 Sexual Harassment 

Sexual harassment shall be defined as: 
(i) Unwanted attention of a sexually-oriented nature; or 
(ii) Implied or expressed promise of reward for complying with a sexually-oriented 

request; or 
(iii) Implied or expressed threat of reprisal, actual reprisal or the denial of 

opportunity for the refusal to comply with a sexually-oriented request; or 
(iv) Sexually-oriented remarks or behaviour which may reasonably be perceived to 

create a negative working environment. 

4.02.3 Gender Harassment 

Gender harassment shall be defined as offensive comments and/or actions, and/or 
exclusion from that to which a person(s) would otherwise have a right or privilege, 
which demean and belittle an individual(s) and/or cause personal humiliation, on the 
basis of sexual orientation, or gender, but which may not be sexually motivated. 

4.02.4 Racial/Ethnic Harassment 

Racial/ethnic harassment shall be defined as offensive comments and/or actions, and/or 
exclusion from that to which a person(s) would otherwise have a right or privilege, 
which demean and belittle an individual(s) and/or cause personal humiliation, on the 
basis of race, creed, colour, place of origin, ethnic origin, caste, citizenship and/or 
ancestry, but which may not be sexually motivated. 

4.03 Harassment Grievances 

4.03.1 An employee who alleges the employee has been subject to discrimination or 
harassment, or who has been assaulted, may submit a grievance at Step Two under 
Article 7.02. All grievances filed alleging a violation of Articles 4.01 and/or 4.02 shall be 
submitted in writing to the Immediate Supervisor within one hundred twenty (120) 
working days of the alleged incident(s). The parties agree that the grievor may include 
allegations regarding incidents prior to the incident that prompted the filing of the 
grievance if the earlier incidents form part of a pattern of continuing harassing conduct. 

4.03.2 An employee shall not be entitled to grieve being excluded from participating in any 
committees and/or caucuses of CUPE 3902 that exclude persons on the basis of gender, 
sexual orientation, race and/or ethnicity. 

4.03.3 When a grievance under this Article has been filed, the grievor may request that contact 
with the alleged harasser be discontinued during the period of investigation of the 
grievance. Upon such request, the Immediate Supervisor shall ensure such separation. 
The grievor shall suffer no penalty or interference in their working conditions. In cases 
where the alleged harasser is a member of the bargaining unit, separation from the 
grievor pursuant to this clause shall not constitute discipline. 
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4.03.4 Within ten (10) working days of receipt of a grievance filed under this Article, at least 
two (2) representatives of the Employer’s Executive Committee shall convene a meeting 
with the grievor and the Union. Upon the basis of the information provided in such 
meeting, which shall include particulars of the allegation(s), the representatives of the 
Executive Committee shall conduct a thorough investigation of the allegations contained 
in the grievance, subject to Article 4.03.5, and shall, where the decision is that the 
allegations are grounded, make a recommendation to the Executive Committee, which 
shall determine what action shall be taken. Such action may include appropriate 
discipline of the harasser and continued separation. Where the Executive Committee 
believe an external investigation is required, such an investigation shall take place in 
accordance with Article 4.03.6. The grievor and the Union shall be informed of the 
decision within ten (10) working days of the meeting. Where the decision is that the 
allegations are not grounded, the representatives of the Executive Committee shall 
dismiss the grievance. 

4.03.5 If the parties are to continue to be separated, the Employer shall ensure that the 
continuation of separation is arranged so that the grievor suffers no penalty or 
interference in their employment situation. 

4.03.6 Should the Executive Committee decide to appoint an External Investigator, with 
expertise in the area of human rights and harassment cases, to investigate the grievance 
and make recommendations to the Employer about alleged violations of Articles 4.01 or 
4.02, the cost shall be borne by the Employer. Within thirty (30) working days of the 
Step 2 meeting an investigator shall be retained from a mutually-agreed-to list of third 
parties. The investigator’s findings shall be provided to the Executive Committee and the 
Union within sixty (60) working days of the commencement of the investigation. It is 
understood that consideration by the Executive Committee of other alleged violations 
of the Collective Agreement contained within the same grievance may be held in 
abeyance pending completion of the investigation. The Executive Committee shall meet 
and shall give its decision in writing to the grievor within ten (10) working days of 
receipt of the investigator’s findings. If the decision is not satisfactory to the grievor or 
the Union, the grievance may proceed to Arbitration within ten (10) working days of 
the receipt of the decision. 

4.03.7 External Investigators shall be selected from amongst the following persons: 

Catherine Milne 
Kumail Karimjee 
Ashley Lattal 

External Investigators shall be selected in rotation, commencing with the first person 
named. For each successive investigation, the next person named shall be retained. If the 
person selected is unavailable within a reasonable time, the next person on the list shall 
be retained. Should none of the above be available within a reasonable time, the parties 
may select a mutually agreeable alternative. 
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4.04 No Reprisal 

The Employer and the Union agree that there will be no intimidation, discrimination, 
interference, restraint or coercion exercised or practised by either of them or their 
representatives because of an employee's membership or non-membership in the Union, 
because of an employee's activity or lack of activity in the Union, or because of an 
employee filing or not filing a grievance pursuant to the provisions of this Agreement. 

Further, every employee has a right to a workplace free of harassment, discrimination, 
reprisal or retaliation. Accordingly, every employee may bring forward, provide 
information regarding, assist, or otherwise be involved in the resolution of a complaint 
without fear of retaliation or reprisal, including but not limited to disciplinary action or 
discharge, whether that complaint is brought forward through a grievance under the 
Collective Agreement or a complaint in accordance with any other workplace policy or 
process, provided that the employee is not acting in bad faith or in a manner that is 
vexatious or otherwise clearly improper. For clarity, there will be no reprisals against 
any employee who brings forward a complaint of harassment and/or discrimination 
within the meaning of Article 4 of this Collective Agreement provided that they are not 
acting in bad faith or in a manner that is vexatious or otherwise clearly improper. Both 
Respondents and Complainants shall be made aware of this Article. 

Any allegation(s) of reprisal or retaliation may be the subject of a grievance commencing 
at Step Two of the Grievance Procedure. 

ARTICLE 5 - UNION SECURITY 

5.01 Union Membership 

The Employer agrees that all employees, as a condition of continuing employment, shall 
become and remain members in good standing of the Union during the life of this 
Agreement. All future employees shall, as a condition of continued employment, 
become and remain members of the Union upon commencement of employment. It 
shall be the responsibility of the Union to convey to new employees all information 
concerning benefits of the Union. 

5.02 New Employees 

The Employer agrees to inform all new employees that a Union agreement is in effect 
and to provide a copy to the employee upon commencement of employment. In 
addition, the Employer shall inform each new employee of the name and telephone 
number of their Union Representative (as provided by the Union). 

5.03 Union Dues 

The Employer shall deduct from each salary payment to each employee amounts 
authorised from time to time by the Union as Union dues and/or assessments. The 
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amount of such dues and/or assessments shall be certified to the Employer in writing by 
the Recording Secretary of the Union. Such dues and/or assessments, and a list of 
employees from whom the deductions were made, including their names, addresses, and 
telephone numbers, shall be forwarded to the Treasurer of the Union not later than the 
fifteenth of the month following the month in which the dues and/or assessments were 
deducted. It shall be the responsibility of the Union to provide the Employer with 
current contact information for all Executive officers. 

5.04 No Contracting Out 

The Employer agrees not to transfer or contract out any work or function covered by 
this Agreement, except as provided for in Article 3. 

5.05 Affiliation/Merger/Insolvency/Decertification 

In the event that the Employer ceases business or becomes insolvent, employees shall 
receive all monies owed to them under the terms of this Collective Agreement prior to 
the Employer considering any and all claims from any of its creditors. 

5.06 Union Label 

The CUPE Local 1281 Union Label shall be applied to any materials, including, but not 
limited to, posters, pamphlets, brochures, websites, etc. produced by members of the 
bargaining unit. 

ARTICLE 6 - UNION REPRESENTATION 

6.01 Sole Bargaining Agent 

6.01.1 No employee or group of employees shall represent the Union in any meeting with the 
Employer without proper authorisation of the Union. The Employer shall provide the 
Union with the names, addresses and telephone numbers of its personnel with whom 
the Union may transact business arising from this Agreement. The Union shall provide 
the Employer with the name(s) of the Union’s representatives with whom the Employer 
may transact business arising from this Agreement. 

6.01.2 Where notice or reply to the Union is required by any clause of this Collective 
Agreement, such notice shall be in writing to the Union Representative and to the 
President of CUPE 1281. Any notice which does not meet this requirement shall be 
deemed to be null and void. 

6.01.3 Upon prior notice, representatives of the Union shall have access to the Employer's 
premises in order to assist in the processing of grievances as defined in Articles 4 and 7, 
provided such access shall be granted only in the presence of a representative of the 
Employer. 
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6.01.4 Time spent meeting with the Employer regarding any matter involved in the 
administration of this Agreement is deemed work time. This includes, but is not limited 
to, grievances, negotiations and arbitrations related to this CA. This includes 1281 
stewards, grievors, officers and witnesses whose presence is required. 

6.02 Labour-Management Committee 

6.02.1 There shall be a Labour-Management Committee established, composed of at least two 
(2) representatives of the Union, and at least two (2) representatives of the Employer, 
one of whom shall be the Immediate Supervisor. 

6.02.2 The Committee shall meet at the request of either party for the purpose of discussing 
issues relating to the workplace and/or the administration of the Collective Agreement. 
The Committee shall not discuss grievances or changes to the Collective Agreement. 
The time and place of meetings shall be at the convenience of both parties. 

6.03 Bargaining Committee 

6.03.1 Any representative of the Union on its Bargaining Committee who is employed by the 
Employer shall have the right to attend negotiating sessions held within working hours 
without loss of remuneration. Employees attending negotiating sessions outside their 
regular working hours shall be compensated in accordance with Article 21.01.2. 

6.03.2 The Union and the Employer shall advise each other of the names of the members of 
their respective bargaining committees at the commencement of negotiations for the 
renewal and/or amendment of this Agreement. 

6.03.3 Upon notice to bargain pursuant to Article 31.02, each member of the Union Bargaining 
Committee shall be entitled to three (3) days leave with pay to prepare for negotiations. 

6.04 Technical Information 

The Employer shall make available to the Union, upon request, information required by 
the Union, excluding the record of management sessions. 

6.05 Right to Participate 

Members of the bargaining unit may have voice, but no vote at all meetings that they are 
required to attend as per the job descriptions. Any member can request to attend 
meetings, including Committee meetings of the Employer with the exception of 
Management meetings. Requests to attend meetings shall be made in writing to the 
Executive Committee to attend with voice. The Immediate Supervisor shall respond to 
all such requests. It is agreed that no request to attend shall be unreasonably denied. 
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6.06 Notice to the Union 

Where notice or reply to the Union is required in the fulfillment of any clause of this 
Agreement, such notice shall be in writing to the appropriate Union Representative, 
with a copy to the President of CUPE/SCFP Local 1281 at 25 Wood St, Suite 102, 
Toronto, ON, M4Y 2P9, and by email to president@cupe1281.ca, or any other address 
provided in writing by the Recording Secretary of the Local. 

6.07 The parties agree that all timelines in the agreement will be placed in abeyance during 
the annual winter office closure. 

ARTICLE 7 - GRIEVANCES 

7.01 Definition 

A grievance is defined as any difference between the employees or the Union and the 
Employer arising out of working conditions or concerning the meaning, application or 
administration of this Agreement, or any allegation that the Employer has acted in an 
inequitable manner, or has allowed an inequitable situation to arise and continue with 
respect to any matter covered by this Agreement, or any allegation that actions or 
situations attributable to the Employer, including those which this Agreement defines as 
being the Employer's right, involve a) discrimination on a specific ground foreseen in 
Article 4, b) a specified improper motive, or c) lack of due process. 

7.02 Grievance Procedure 

7.02.1 Grievances shall be dealt with in the following manner: 

Informal Meeting: Where an employee believes that there has been a violation of this 
Collective Agreement or that they may have a grievance, they may request an informal 
meeting with their Immediate Supervisor to discuss the matter. Informal meetings shall 
not be disciplinary in nature and the outcomes of said meetings shall not constitute 
discipline or evaluation. 

Step One: If an employee has a grievance, the employee shall present a written 
grievance to the Immediate Supervisor within twenty (20) working days after they 
became aware, or reasonably ought to have been aware, of the occurrence of the 
circumstances giving rise to the grievance. A hearing shall be held, within ten (10) 
working days, between the Union, the grievor and the Immediate Supervisor to discuss 
the matter. The Immediate Supervisor will give a written decision to the grievor and the 
grievor’s Steward or other designated Union Representative within ten (10) working 
days after the hearing. If the reply is not satisfactory to the grievor or the Union, the 
grievance may proceed to Step Two. 

Where the potential grievance relates to misconduct committed by the Immediate 
Supervisor against the grievor, the grievor may choose to bypass Step One and file a 
grievance directly at Step Two. 

CUPE 3902/CUPE 1281 Page 12 Collective Agreement: 2024-27 



Step Two: Where the decision of the Immediate Supervisor is not satisfactory, the 
grievance shall be submitted in writing to the Employer’s Executive Committee within 
ten (10) working days. A hearing shall be held, within ten (10) working days, between 
the Union, the Grievor, and representatives of the Executive Committee to discuss the 
matter. The Executive Committee shall meet and shall give its decision in writing to the 
grievor within ten (10) working days. If the decision is not satisfactory to the grievor or 
the Union, the grievance may proceed to Arbitration within ten (10) working days of 
the receipt of the decision. 

7.02.2 If the Employer, Union, an employee, or a group of employees choose not to grieve a 
particular situation, or withdraw a grievance at any stage, such action or lack of action 
shall not prejudice other grievances. 

7.02.3 The time limits may be extended by mutual agreement. 

7.02.4 Where no answer is given within the time limits specified herein, the grieving party shall 
be entitled to proceed to the next step of the Grievance Procedure. 

7.02.5 The Union and its representatives shall have the right to originate a grievance on behalf 
of an employee, or a group of employees, or the Union, and to seek adjustment with 
the Employer in the manner provided for in this Article 

7.03 Group Grievance 

A group grievance, resulting from a consolidation of similar individual grievances seeking 
a common redress, may be initiated at Step Two under Article 7.02.1. 

7.04 Policy Grievance 

A policy grievance, defined as involving a question of general application or 
interpretation of this Agreement, may be initiated at Step Two under Article 7.02.1. 

7.05 Confidentiality 

The Employer and the union recognise the principle of confidentiality and agree that the 
identity of any grievor(s), and the fact and substance of any grievance(s) shall only be 
discussed in in-camera management sessions of the Employer’s Executive Committee, 
and shall be kept confidential except as required to conduct a proper investigation or 
obtain advice from legal counsel or the Employer’s accountant. 

ARTICLE 8 - ARBITRATION 

8.01 Where the matter is referred to arbitration by either party, the Union and the 
Employer shall each appoint a representative within five (5) working days of notification 
of intent to proceed to arbitration. 
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8.02 Both representatives shall meet within five (5) working days of appointment for the 
purpose of selecting a single arbitrator. 

8.03 Where a single arbitrator has been agreed upon by both representatives, the arbitrator 
shall be requested, in writing, by the party requesting the arbitration, to set a place, time 
and date for the hearing within ninety (90) days of such request. 

8.04 Where the arbitrator does not accept the request to arbitrate, or where they are 
unable to set a hearing within the ninety days stipulated, the two representatives shall 
meet within five (5) working days of being so advised by the arbitrator, and shall select 
another arbitrator or, subject to the agreement of both parties, may extend the ninety-
day period in order to accommodate the arbitrator. 

8.05 Where the representatives are unable to agree upon a single arbitrator within five (5) 
working days of meeting for that purpose, or where two (2) arbitrators have been 
selected but declined or were unable to set a hearing within the ninety days specified, 
either party may request, in writing, that the Minister of Labour appoint an arbitrator. 

8.06 The parties shall jointly and equally bear the fees and expenses of the arbitrator. 

8.07 Arbitrator Authority 

The Arbitrator shall have no authority to add to, subtract from, modify, change, alter or 
ignore the provisions of this Agreement or any expressly written amendment or 
supplement mutually agreed to and attached to the Collective Agreement, or to extend 
its duration, unless the Parties have expressly agreed, in writing, to give the Arbitrator 
specific authority to do so or to make an award which has such effect. Notwithstanding 
the above, the Arbitrator shall have the power to interpret and apply the requirements 
of human rights and other employment-related statutes, despite any conflict between 
those requirements and the terms of this Agreement. 

ARTICLE 9 - DISCIPLINE 

9.01 Just Cause 

The Employer shall not discipline, suspend or discharge an employee unless there is just 
cause. In any grievance over disciplinary action, the burden of proof of just cause lies 
with the Employer. 

9.02 Progressive Discipline 

9.02.1 The Employer accepts and gives effect to the principle of progressive discipline by 
adopting the procedures set forth below. The Employer recognises that, prior to 
imposing discipline, an employee shall be given a reasonable opportunity to correct the 
situation complained of. 

9.02.2 Failure to conform to the provisions of this article shall render the discipline, suspension 
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or discharge null and void. 

9.03 Confidentiality 

The Employer and the Union agree that all correspondence and meetings relating to 
discipline shall be kept strictly confidential between the parties directly involved in the 
investigation and processing of the complaint. 

9.04 Discipline Procedure 

Subject to the provisions of Article 9.07: 

9.04.1 Step One: Notice of Meeting 

Prior to any consideration of discipline, the Immediate Supervisor, having received a 
complaint concerning an act, omission, or failure to conform to a required standard, 
including gender, sexual, racial or ethnic harassment, shall, within ten (10) working days 
of receiving the complaint, notify the employee and the Union in writing and schedule a 
meeting to be held within five (5) working days to discuss the subject matter of the 
complaint informally. The Notice of Meeting shall include a clear statement of the 
allegations which form the basis of the complaint, as well as the time, place, and date of 
the meeting, and shall inform the employee of their right to Union representation at the 
meeting. Should the Employer decide not to proceed with further action, any 
documentation arising from the meeting shall not be relied upon at any subsequent 
meeting called in relation to any single unrelated matter. 

9.04.2 Step Two: Letter of Warning 

If the complaint is not abandoned, or otherwise resolved as a result of the meeting 
referred to in 9.04.1, or where the employee waives explicitly, or implicitly by not 
attending, their opportunity for such meeting, the Employer may, within ten (10) 
working days of the meeting, send the employee a Letter of Warning. Where a Letter 
of Warning is sent to an employee, the Union shall receive a copy. The Letter of 
Warning shall state that discipline may be imposed, in accordance with the procedures 
herein contained, following a repetition of the act or omission which is the subject 
matter of the complaint and/or, where the complaint concerns the standard of the 
employee's work, if the employee fails to bring their work up to a reasonable standard 
by a given date to be determined by the Employer. Such date shall give the employee 
reasonable opportunity to correct the problem(s) referred to in the Letter of Warning. 
No act, omission, or failure to conform to a required standard shall appear in a Letter of 
Warning that did not appear in the Notice of Meeting issued under 9.04.1. 

9.04.3 Step Three: Discipline Meeting 

Prior to imposing discipline, and within ten (10) working days of becoming aware of the 
circumstances which, in its opinion, provide prima facie grounds for discipline, the 
Employer shall notify the employee and the Union in writing of the time and place of a 
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meeting to discuss the matter. Such notice shall contain sufficient information and details 
of the complaint to enable the employee to make adequate response to the allegations, 
and shall inform the employee that they are entitled to Union representation at the 
meeting. 

9.05 Notification of Action 

The Employer shall: 
(i) within ten (10) working days of such meeting advise the employee and the 

Union, in writing, of its decision, and shall include the reasons for such decision if 
discipline is to be imposed; 

(ii) where the discharge or the suspension without pay of the employee is being 
considered, delay the imposition of discipline for five (5) working days on 
request from the Union and/or the employee. 

9.06 Notwithstanding 9.02, 9.04.1 and 9.04.2, it is understood that the Employer reserves the 
right, in extreme situations, to discipline an employee for just cause without having first 
issued a Letter of Warning (9.04.2), subject to Articles 7 and 8, 9.04.3, and 9.05. 

9.07 It is agreed that the Employer has the right in extreme situations to suspend an 
employee during the period of its consideration of the matter, including the delay in 9.05 
(ii), and prior to the imposition of any other discipline. In all such cases the suspensions 
shall be with pay. 

9.08 Disciplinary Files 

9.08.1 Both parties agree that an employee's service file may contain entries of a disciplinary 
nature and that such files may be used in any directly related grievance and arbitration, 
subject to Article 9.08.2. 

9.08.2 The record of a disciplinary action and matters forming the basis of or raised during 
such a disciplinary action shall not be referred to or used against an employee after a 
period of eighteen (18) months following such an action, unless another directly related 
disciplinary action occurs during such a period. In such situations, the earlier action and 
matters forming the basis of or raised during such action may be referred to or used 
against an employee for a further twelve (12) months following the subsequent 
disciplinary action. Any time during which an employee is on total layoff shall not be 
regarded as part of the period(s) specified above. 

9.08.3 Failure to grieve previous discipline, suspension or discharge, or to pursue a grievance 
to arbitration, shall not be considered to be an admission that such discipline, 
suspension or discharge was for just cause. 

9.09 The Employer agrees that an employee shall not be disciplined solely for failure to 
perform their duties because the employee is arrested and/or incarcerated provided 
that the employee notifies their Supervisor of the arrest and/or incarceration and the 
expected duration thereof as soon as possible. The Employer, however, reserves the 
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right to discipline an employee for just cause for failure to perform their duties for 
other reasons than arrest and/or incarceration or for activities which may have been 
related to or coincident with the arrest and/or incarceration. Further, it is understood 
that loss of salary for failure to perform scheduled duties shall not constitute discipline 
in the context of this Article. 

9.10 Picket Lines 

9.10.1 The employees covered by this Agreement shall have the right to refuse to cross picket 
lines that interfere with the performance of their duties. Failure to cross such picket 
lines shall not be grounds for disciplinary action. Salary shall not be deducted for any 
time not worked as a result of such refusal. 

9.10.2 Notwithstanding the foregoing, the Employer may arrange for an alternate work 
location to which access is not impeded by the picket line. Employees shall be required 
to report to such a location upon twenty-four (24) hours’ notice. 

9.11 Any of the time allowances set out in this Article may be extended if mutually agreed to 
in writing by the Employer and the Union. Such agreement shall not be unreasonably 
withheld by either Party. 

9.12 Grievances Over Discipline 

Grievances alleging a violation or violations of this Article shall be initiated at Step Two. 
All such grievances shall be initiated within ten (10) working days of the date of the 
letter provided for in 9.04.1, 9.04.2, or 9.05, or, in the absence of such a letter, as 
provided for in Article 7.02.1. 

9.13 In any grievance concerning discipline which proceeds to arbitration, the Arbitrator shall 
have the power to modify any penalty imposed by the Employer and to take whatever 
other action is justified and equitable in the circumstances. An employee who is found 
to have been unjustly suspended or discharged shall be immediately reinstated to their 
former position without loss of seniority and shall be compensated for all lost earnings 
and benefits, and all records of disciplinary action shall be removed from their 
employment file. 

9.14 Vexatious Charges 

Where it is established at any stage of the disciplinary procedure that disciplinary 
charges against an employee have been laid in a vexatious or discriminatory manner, the 
Employer shall take any and all actions as may be necessary to prevent repetition of such 
charges or a negative working environment for the employee. 

ARTICLE 10 - POSTINGS 

10.01 Notices 

10.01.1 Notice of a vacancy shall be posted when the Employer decides to fill an existing 
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position that has become vacant or a new position that has been created. Notice shall 
be posted within seven (7) calendar days of the Employer’s decision in the workplace 
for a period of at least ten (10) working days. Copies of all notices shall be sent by email 
to employees on total layoff and to the Union. 

10.01.2 Notices shall contain the classification, qualifications, location(s), duties, hours of work, 
salary rate, date of commencement of employment, the date of the notice, and the 
method of making application. 

10.02 When the Employer increases the working hours of a position by more than one and 
one-half (1 1/2) days per week cumulatively from the time of the last posting or such 
that the position is converted from part-time to full-time, it shall be considered a new 
position and posted in accordance with 10.01. 

10.03 No vacancy shall be filled until employees on total layoff have had ten (10) working days 
from receipt of the posting to apply. 

10.04 Short-term Relief 

Where additional hours become available as a result of a position becoming temporarily 
vacant as a result of sickness, leaves, or resignation, the Employer shall make every 
effort to offer the available hours, on the basis of seniority, to part-time employees and 
employees on layoff who have the ability to perform the requirements of the position. 
Where no part-time employee or employee on layoff has the ability or where no 
employee with the ability accepts the offer, Article 3.02.1 shall apply. 

ARTICLE 11 - APPOINTMENTS 

11.01 Appointment by Seniority 

11.01.1 In filling vacancies or new positions pursuant to a notice of vacancy posted under Article 
10.01, appointments shall be made of the applicant with the greatest seniority provided 
the applicant meets minimum qualifications for the position. 

11.01.2 Where an employee is appointed to a position in a job classification in which the 
employee has not worked before, and where, after a three (3) month trial period, which 
includes an orientation and mid-point evaluation, the employee is released due to their 
inability to satisfactorily perform the duties of the position, the employee may elect to 
return to the position they held previous to their being appointed to the current 
position. 

11.01.3 Where an employee on total layoff is appointed to a position in a job classification in 
which the employee has not worked before, and where, after a three (3) month trial 
period , which includes an orientation and mid-point evaluation, the employee is 
released due to their inability to satisfactorily perform the duties of the position, the 
employee shall be laid off in accordance with Article 12.01; notwithstanding Article 
12.02, such an employee shall not have the right to “bump” anyone in the job 
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classification into which the employee was appointed and from which the employee is 
being laid off. 

11.01.4 An employee on layoff who elects not to apply for a position, other than the position 
from which the employee was laid off, shall not be deemed to have forfeited any other 
right accorded to her/him by this Collective Agreement. 

11.01.5 Employees transferred to positions in job classifications in which they have not worked 
before shall be placed on the salary grid in accordance with Appendix 1. All employees 
whose salary is higher than the entry-level rate of the new position shall have their 
salary held at the higher rate until such a time as their progression on the grid surpasses 
their former rate. 

11.01.6 It is understood that 11.01.1 does not apply to newly-appointed or transferred 
employees during the first year of their appointment. 

11.02 Appointment Letter 

Normally within fifteen (15) working days following the Employer’s decision to hire, the 
successful candidate will be provided with a written offer of appointment, copied to the 
Union, setting out the position title and workplace location, commencement date, hours 
of work, entitlement to expense allowances, benefit information, name and phone 
number of the Union Steward and a copy of this Collective Agreement. 

11.03 Union Observer 

11.03.1 The Union shall be entitled to one (1) observer, with speaking rights solely with regard 
to issues concerning the Collective Agreement, at all meetings that involve developing 
job descriptions, establishing interview questions and interviews conducted by the 
Employer regarding the filling of all vacant positions. The Union shall be notified at least 
five (5) working days in advance of all such meetings or interviews. Failure to conform 
to the provisions of this Article shall render the meeting or interview null and void and 
the matter shall be reconvened and proceed in accordance with this Article, unless the 
Employer and the Union agree on some other remedy. 

11.03.2 Nothing in this Article impinges on the Employer's right to request opinions of the 
Union observer on matters not relevant to the Collective Agreement, nor on the Union 
observer's right to refuse to comply with such requests. 

11.04 Union Notification 

The Union shall be notified in writing of all hirings, transfers, promotions, demotions, 
layoffs, recalls and terminations of employment within five (5) working days of 
notification to the employee(s) affected. 
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11.05 Outside Hiring 

No new employees may be hired until present employees and employees on total layoff 
have had ten (10) working days from receipt of the posting to apply. 

11.06 Membership Training and Educationals 

All staff have the right to participate in the Local’s Annual Strategic Planning Session. 
Staff may also be required to facilitate the Local’s Annual Strategy Planning. Staff may 
also conduct training and educationals for the membership of CUPE 3902. The 
Employer may, at the Employer’s discretion, use the educational resources of the 
Canadian Union of Public Employees or any other body with which CUPE 3902 is 
affiliated. Where outside training is brought in, staff can request to participate in, and 
contribute to, the training. Requests shall be made in writing to the Executive 
Committee. The Immediate Supervisor shall respond to all such requests. No request 
shall be unreasonably denied. 

11.07 Orientation and Onboarding 

11.07.01 The Employer shall conduct orientation and onboarding of new staff, in coordination 
with their Immediate Supervisor and other relevant staff. The orientation process will 
introduce newly appointed or hired employees to their co-workers, their 
responsibilities, as well as to workplace processes, practices, and policies. 

11.07.02 Where possible, newly appointed or hired employees shall be given at least two (2) 
weeks to shadow their predecessor or other employees in the same job category. 
Where shadowing is not possible, their Immediate Supervisor will provide the necessary 
training. 

ARTICLE 12 - LAYOFFS AND RECALLS 

12.01 Layoff 

12.01.1 When the Employer decides that circumstances require a reduction of personnel or 
hours of work (within any job classification), layoff shall be on the basis of reverse 
seniority within the bargaining unit. 

12.01.2 Layoff Notice 

Employees being laid off shall be notified in writing by the Immediate Supervisor at least 
eight (8) weeks in advance of the date of the layoff. Such notice shall include a date of 
recall, if possible. If the employee does not have the opportunity to work their regular 
hours for eight (8) weeks after notice of layoff, the employee shall be paid for that part 
in which work is not available. 

12.01.3 In the event of a layoff notice, the Employer shall meet with a Union Representative to 
discuss how to obtain such employment as is possible for the employee(s) facing layoff. 
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12.01.4 An employee who has received notice of partial layoff shall have the right to opt for 
total layoff and shall receive severance pay as per Article 23.02. 

12.02 Termination 

12.02.1 An employee on layoff may opt for termination, in which case the employee shall 
receive severance pay in accordance with Article 23.02. 

12.02.2 An employee on total layoff without recall or notice of recall shall be deemed 
terminated after twenty-four (24) months, and shall receive severance pay in accordance 
with Article 23.02. 

12.02.3 An employee whose employment is terminated forfeits all rights under this Collective 
Agreement, including seniority, recall, and any and all benefits. 

12.03 Benefits During Layoff 

The Employer agrees to pay the full coverage to the group insurance plans for 
employees during the first four (4) months of a total layoff. After the first four (4) 
months of a total layoff, employees so affected shall have the option of continuing this 
coverage through direct payment. 

12.04 Layoff Grievances 

Grievances concerning layoffs shall be initiated at Step Two of the Grievance Procedure. 

12.05 Seniority during Layoff 

Seniority shall continue to accumulate during total layoff (14.02). Employees on total 
layoff shall retain seniority in the bargaining unit (14.03). 

12.06 Recall 

12.06.1 Where a vacancy occurs in any position following a reduction of personnel as a result of 
which an employee has been laid off, and where that employee retains seniority in 
accordance with Article 14, the employee so affected will be offered the opportunity to 
fill the vacant position, subject to the conditions set forth in Article 11.01.1. Recall shall 
be on the basis of seniority as set forth in Article 11.01.1. 

12.06.2 Employees being recalled shall be notified in writing, by email, at least one (1) month in 
advance of the date of the recall. If the employee fails to notify the Employer, in writing, 
of their intention to return to work within ten (10) working days of receiving the recall 
notice, the employee shall forfeit their seniority rights. It shall be the responsibility of 
the employee to keep the Employer informed of their current email address. 
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ARTICLE 13 - PROBATION 

13.01 Probation 

13.01.1 Newly hired employees shall be considered to be on probation for six (6) months from 
the commencement date of employment. 

13.01.2 During the probationary period, employees shall enjoy the rights and privileges of this 
Agreement, except with respect to discharge, where Article 13.02 will apply. 
Probationary employees shall be given orientation, training, and full information 
regarding the requirements of the position, and shall be evaluated in accordance with 
Article 15. 

13.01.03 During the probationary period, the newly hired employee(s) shall receive regular 
feedback from their Immediate Supervisor who will work with the employee to identify 
gaps in the skills the newly hired employee(s) are required to possess to perform their 
duties. 

13.02 Probationary Discharge 

Probationary employees may be discharged for just cause at any time during the 
probationary period. The parties agree that a lesser standard of just cause applies to 
probationary employees. A grievance may be filed where the Union claims a violation of 
this Article or Article 4 with respect to discharge. Probationary employees and the 
Union shall be given one (1) week’s pay along with a written notice of the Employer's 
intention to discharge such an employee effective immediately. 

ARTICLE 14 - SENIORITY 

14.01 Accumulation of Seniority 

Seniority shall accumulate on the basis of length of service with the Employer effective 
from the first day of employment. 

14.02 Retention of Seniority 

Seniority shall continue to accumulate during absence from work resulting from sick 
leave, total layoff, holidays, vacations, and leaves of absence granted under Article 19. 

14.03 Loss of Seniority 

Seniority shall be lost when an employee resigns; is discharged for just cause, and is not 
reinstated through the grievance procedure; is absent from work in excess of five (5) 
consecutive working days without notifying the Employer, unless such notice was not 
reasonably possible; fails to notify the Employer of their intention to return to work 
within ten (10) working days following receipt of recall notice; or when an employee’s 
employment is terminated after total or partial layoff in accordance with Article 12.02 
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(Termination). 

14.04 Seniority List 

The Employer shall maintain a seniority list showing the classifications and the date upon 
which service commenced. An up-to-date seniority list shall be sent to the Union and 
posted on a bulletin board in the Employer's office(s) by January 31 of each year. 

14.05 Operation of Seniority 

Seniority shall operate on a bargaining-unit-wide basis and shall determine preference 
and priority for appointments to vacant and new positions in accordance with Articles 3 
and 11, layoff and recall in accordance with Article 12, vacation scheduling in accordance 
with Article 17, and any other right or benefit to which seniority applies in this 
Agreement. 

ARTICLE 15 - EMPLOYEE EVALUATIONS AND RECORDS 

15.01 Evaluations 

15.01.1 The Parties agree that the primary purpose of performance evaluations is to assist the 
employee in improving their performance in carrying out the duties as set out in the job 
description, taken as a whole. 

15.01.2 The Employer shall evaluate employees following a) a three-month interval, a six-month 
interval, and a one-year interval from the commencement of employment; or b) a three-
month interval from the commencement of duties in a new job classification. 

15.01.3 After the one-year period referred to in 15.01, the Employer may initiate, or the 
employee may request, an annual performance appraisal. No other evaluation or 
appraisal shall take place except in accordance with this Article. 

15.01.4 The Employer may evaluate an employee with respect to any aspect of the job for which 
the Employer has, subsequent to the probationary period, provided additional training. 
There shall be no more than one (1) such evaluation per special training period. 

15.01.5 An employee may request from the Employer an evaluation of their performance of a 
particular skill for which the employee has received training outside the Employer's 
resources. There shall be no more than one (1) such evaluation per special training 
period. 

15.01.6 All evaluations and appraisals shall include a meeting between the Employee and the 
Employee’s immediate supervisor. The results of the evaluation or appraisal shall be 
provided, within one (1) week of the meeting, to the employee in writing, with receipt 
acknowledged by the Employee’s signature. The employee shall have the right to 
comment in writing. Such comments shall be appended to the evaluation, which shall be 
placed in the employee’s personnel file. 
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15.02 Personnel Files 

15.02.1 The official personnel file for each employee shall be maintained at the office of the 
Employer and shall be available to the employee for inspection at any reasonable time 
upon prior notice. The Employer shall provide copies of requested documents to the 
employee within a reasonable period of time following receipt of the request. The 
employment file shall contain only those documents bearing the employee’s signature, 
acknowledging receipt only, and relating to the employee’s employment. 

15.02.2 The personnel file of an employee, or former employee, shall not be shared in any 
manner with any other employer or agency without the prior written consent of the 
employee concerned, except as required by law. 

15.03 Informal Meetings 

Where the Employer wants to discuss the work or conduct of an employee, they may 
hold an informal meeting with the employee to discuss the matter. Informal meetings 
shall not be disciplinary in nature and the outcomes of said meetings shall not constitute 
discipline or evaluation. 

ARTICLE 16 - HOLIDAYS 

16.01 Statutory Holidays 

16.01.1 All employees shall be given the following paid holidays: Christmas Eve, Christmas Day, 
an employee's normally scheduled hours between Christmas and New Year's Day, New 
Year's Day, Family Day, Good Friday, Easter Monday, May Day, Victoria Day, Canada 
Day, Simcoe Day, Labour Day, Thanksgiving Day, National Day for Truth and 
Reconciliation, Remembrance Day, and such others as are proclaimed by the federal, 
provincial or municipal governments. 

16.01.2 Part-time employees shall be paid twenty (20) per cent of their average weekly earnings 
for the four (4) weeks preceding the holiday, exclusive of overtime, or four (4) hours, 
whichever is greater. 

16.02 Substitution 

When a holiday or holidays as defined in Article 16.01 falls on a day which is not a 
regular working day, the first regular working day thereafter shall be considered the 
holiday. If an employee is required to work that day, the employee shall be 
compensated at the rate of two and one half (2 1/2) times their regular salary. 

16.03 Alternate Holidays 

An employee who, for religious reasons, wishes to observe holidays other than those 
listed in Article 16.01 will be permitted to do so at the employee’s discretion using any 
of the following means: 
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(i) By “substituting” the employee's religious holiday for one of those listed in 
Article 16.01 or for a Saturday or Sunday. It is understood that an employee 
choosing to exercise this option is free to work from home provided that she or 
he is available for direction and able to perform any tasks assigned by the 
Employer. 

(ii) By designating the holiday as a “faith day”. An employee may designate a 
maximum of three (3) faith days per year. 

(iii) By electing to treat the employee’s religious holiday as a personal leave, 
professional development or vacation day listed under the Contract. 

(iv) As an unpaid leave day. 

Employees shall submit all religious observance holidays listed above, in advance and in 
writing, no later than five (5) working days prior to the beginning of each academic term 
in which the observance falls. Such notice shall also include notice of which option listed 
in (i)-(iv) above they will be exercising. Once finalized, either party may request an 
alteration to this schedule provided the other party receive said request no less than ten 
(10) working days prior to the day in question. Neither party shall unreasonably deny 
such a request. Should it be necessary to reschedule any day in this manner, the 
rescheduled day shall fall within the current term or the term that immediately follows 
the current academic term. 

ARTICLE 17 - VACATIONS 

17.01 Entitlement 

17.01.1 Full-time employees shall be entitled to an annual vacation with pay on the following 
basis: 

(i) Up to two (2) years of continuous employment, four (4) weeks; 
(ii) After two (2) years of continuous employment, five (5) weeks; and 
(iii) After five (5) years of continuous employment, six (6) weeks. 

In addition to the annual vacation listed above, staff members shall be entitled to one (1) 
additional paid week of service vacation after 1) completion of their tenth year of 
continuous employment and 2) each five-year period of continuous service subsequent 
to the date of their first entitlement. Service vacation shall be within the year in which 
the entitlement arose. 

17.01.2 Part-time employees shall be entitled to the above annual vacations paid on the basis of 
the employee's regular weekly hours of work during the three (3) months of 
employment prior to the commencement of the vacation. Employees on partial layoff 
shall be entitled to the above annual vacations paid on the basis of their average weekly 
hours of work during the twelve (12) months of employment prior to the 
commencement of the vacation. 
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17.01.3 Vacation entitlement must be taken within the year in which the entitlement arose. 
Employees may waive actual vacation in excess of four (4) weeks, to a maximum of two 
(2) weeks, taking only vacation pay owed. Notwithstanding the above, the Employer 
shall ensure compliance with minimum standards on vacation payout under the 
Employment Standards Act, 2000, as amended from time to time. Vacation leave may be 
taken in advance of or after the entitlement year with the approval of the Employer if 
requested prior to the end of the entitlement year and in accordance with 17.02. No 
such request shall be unreasonably denied. 

17.02 Scheduling 

17.02.1 All requests for vacation schedules shall be made in writing to the Employee’s 
Immediate Supervisor, indicating the dates being requested. 

17.02.2 Vacation schedules shall be granted on the basis of seniority. 

17.02.3 Scheduling shall be broken into two (2) six-month periods: September-February and 
March-August. For each period, employees shall submit requests by 1 June and 1 
December, respectively. Within ten (10) days of the submission deadlines, the 
Employer shall post the schedule for the upcoming vacation period. 

17.02.4 Vacation requests received after the submission deadlines will be responded to not 
more than two (2) weeks after the request is submitted. Late submissions will be 
booked around the approved vacation schedule on a first-come, first-serve basis. When 
two late submissions are being considered at the same time, seniority shall be the tie-
breaker. 

17.02.5 An employee shall be entitled to receive their vacation for the current year in 
consecutive weeks. An employee may not take more than four (4) consecutive weeks’ 
vacation in any year without the agreement of the Employer. In special circumstances, 
such agreement shall not be unreasonably withheld. 

17.03 Leaves during Vacation 

Sick or bereavement leave will be substituted for vacation where it can be medically 
certified that an illness or accident occurred while on vacation or where leave would 
normally be granted pursuant to the provisions of Article 19.07. 

17.04 Holidays during Vacation 

When a holiday falls within an employee's vacation period, their vacation shall be 
extended by one (1) day either at the beginning or end of the vacation period, at the 
employee's choice. 

ARTICLE 18 - SICK LEAVE 

18.01 Sick leave shall be granted to any employee who is absent from work due to illness or 
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injury, inclusive of mental illness. Sick leave with pay shall be granted for up to a 
maximum of twenty (20) days. Employees must notify the Employer in advance of taking 
sick leave, or as soon as possible thereafter. 

18.02 Short and Long-term Disability 

Any post-probationary employee on sick leave without pay who is eligible for and 
receives Employment Insurance (E.I.) sickness benefits shall receive supplemental 
unemployment benefits equivalent to the difference between the E.I. benefits the 
employee is eligible to receive and ninety-five (95%) of their regular weekly wage for up 
to a maximum of seventeen (17) weeks. 

Any employee shall receive an amount equal to ninety-five percent (95%) of their 
regular weekly wage for the first week of their leave from the Employer, prior to the 
commencement of their E.I. 

Employees who do not have the required hours to qualify for E.I. benefits will receive 
the equivalent of ninety-five (95%) of their regular weekly wage for up to a maximum of 
seventeen (17) weeks. For clarity, this does not include any additional hours or 
qualifications arising from false statements or misrepresentations on previous E.I. claims. 

Any post-probationary employee on sick leave may apply for Long-Term Disability 
Benefits subject to the requirements of the Long-Term Disability plan. Employees on 
long term or short-term disability shall not suffer a loss of seniority. 

18.03 Certificate of Illness 

The Employer may require an employee to present a letter from their treating physician 
if the employee is absent from work due to illness or injury for a period of ten (10) or 
more working days. The cost of a letter requested by the Employer shall not be borne 
by the employee. 

18.04 Sick-leave Substitution Days 

Any employee who has exhausted their sick leave with pay may, in instances where they 
are recovering from serious illness or injury, take an additional five (5) days with pay by 
substituting said days with: 

(i) A statutory holiday listed in Article 16.03 
(ii) By treating the day as a personal leave, professional development day or vacation 

day as per the Collective Agreement. 

The Employee shall inform their supervisor in advance and as soon as possible and all 
such days must be worked within twelve (12) months of the leave being taken. 
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ARTICLE 19 - LEAVES 

19.01 Requests 

19.01.1 Where written request is required, it shall be made to the Employer, indicating the 
time(s) and date(s) being requested. No request for leave shall be denied solely because 
the employee did not submit their request in time. 

19.01.2 Employees may use accrued overtime in lieu of the leave provisions described in Articles 
19.02.2, 19.12, and 19.13. 

19.02 Union Business 

19.02.1 Upon written request at least five (5) working days in advance, employees shall be 
entitled to up to ten (10) days leave in order to process CUPE 1281 grievances, 
negotiations, arbitrations and organizing not under this Collective Agreement. 
Employees on such leaves of absence will continue to be paid by the Employer, but the 
Union shall reimburse the Employer for such wages and benefit payments upon receipt 
of a statement of the amount owing. Union leave shall not be granted to more than one 
(1) employee at any one time. Employees whose professional-development plans under 
Article 22.03.4 require experience handling grievances, negotiations, arbitrations and/or 
organizing may take up to five (5) days of this leave as paid leave. 

19.02.2 Upon written request at least five (5) working days in advance, an employee nominated 
to serve on an arbitration board or as an arbitrator shall be entitled to leave without 
pay on the days when the board is required to meet, to a maximum of three (3) days 
per employee per year. 

19.03 Union Meetings and Conventions 

19.03.1 Upon written request at least five (5) working days in advance, leave with pay up to a 
maximum of five (5) working days shall be granted to employees representing the Union 
at CUPE Conventions or Meetings. Leave with pay up to a maximum of four (4) 
working days in a twelve-month period shall be granted for attendance at CUPE 1281 
Meetings. 

19.03.2 Upon written request at least five (5) working days in advance, leave without pay shall 
be granted to employees chosen to represent the Union at any authorised Labour 
Convention or educational seminar. Such leave is to be confined to the actual duration 
of the Convention or educational seminar and the necessary travelling time. Such leave 
shall not exceed a total of fifteen (15) working days in the bargaining unit. Leave of 
absence without pay in excess of the fifteen (15) working days noted above may be 
granted upon written request. 

19.04 Public-Office Leave 

Upon written request at least six (6) weeks in advance, an employee who is elected or 
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appointed to a full-time position with the Union or any body with which the Union is 
affiliated, or who is elected or appointed to public office, shall be granted a leave of 
absence without pay for the term of the office. An employee granted such a leave of 
absence must give the Employer sixty (60) days written notice of intention to return. 

Employees elected or appointed on a part-time basis to positions within the Union or 
any body with which the Union is affiliated may be granted unpaid leave to attend to 
their duties, provided reasonable notice is given to the Employer. 

Employees elected or appointed to positions with the Union or affiliated organisation 
may opt to continue to be paid by the Employer, subject to the Union or affiliated 
organisation agreeing to reimburse the Employer for the applicable payroll costs upon 
receipt of a statement of the amount owing. 

19.05 Jury Leave 

The Employer shall grant paid leave of absence to an employee to appear for, sit for, or 
serve jury duty or witness in any court. The Employer shall pay such employee the 
difference between their normal earnings and benefits and the payment the employee 
receives for jury service or court witness, excluding payment for travelling, meals and 
other expenses. The employee will present proof of service and the amount of the pay 
received. 

19.06 Penitentiary Leave 

Employees shall be entitled to up to one (1) month leave without loss of salary or 
benefits for a period of time spent in a Canadian jail as a result of reasonable actions by 
an employee undertaken with the purpose of implementing the directions of the 
Executive Committee or the employee’s immediate supervisor. Should such an 
incarceration extend for more than one month, the Employer shall grant the employee 
leave without pay for the remainder of the incarceration. The Employer shall pay all 
fines levied on employees by criminal courts as a result of such actions by the employee. 
It is agreed that employees have the right to refuse to undertake any action which the 
employee reasonably expects could result in a fine or incarceration. 

19.07 Bereavement Leave 

Upon request, an employee shall be granted reasonable leave with pay upon the death 
of a relative, spouse, or close associate. Such leave shall be up to two (2) weeks, at the 
employee's request. Request for additional leave without pay shall not be unreasonably 
withheld. 

19.08 Dependent Care and Compassionate Leave 

Upon request, an employee shall be granted leave with pay of up to two (2) calendar 
weeks to provide immediate and temporary care for, or to attend to the illness of, a 
member of the employee’s family. For the purposes of this Article, the “employee’s 
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family” can include immediate family as well as other relatives and individuals considered 
to be like family, whether or not related by marriage, common-law partnership, or any 
legal parent-child relationship. Where an illness is diagnosed as life-threatening or 
terminal, an additional four (4) weeks of leave shall be granted. For the first two weeks 
of this additional leave, the Employer agrees to top up E.I. benefits to ninety-five percent 
(95%), or if the Employee does not qualify for E.I., to pay the employee the difference 
between what they would have received from E.I. and full salary. Request for additional 
leave without pay shall not be unreasonably withheld. 

19.09 Preventive Medical Care Leave 

Employees shall be entitled to engage in personal preventive medical and dental care as 
part of the Sick Leave provisions of Article 18.01 herein. Pregnant employees shall be 
entitled to an additional three (3) days. On request, employees may be required to 
show proof of medical or dental care for the duration of their absence from work. 

19.10 Maternity, Parental and Adoption Leave 

19.10.1 Right to Continue Working 

A pregnant employee who wishes to continue working during the period of pregnancy 
shall not be denied that right. 

19.10.2 Leave of Absence 

Normally only after at least three (3) months of employment and upon written request 
at least one (1) month in advance, a leave of absence of up to eighteen (18) months shall 
be granted for maternity, parental or adoption leave. In the case of maternity leave, 
such leave may be taken at any time within the period six (6) months before and 
eighteen (18) months after the birth of the child. In the case of parental (where the 
spouse of an employee gives birth) or adoption leave, such leave shall end no later than 
seventy-eight (78) weeks following the date of birth or adoption. In the event of a 
miscarriage or stillbirth, the number of weeks of entitlement shall be in accordance with 
the Employment Standards Act, 2000, as may be amended from time to time. Benefits 
under this Article shall be governed by Appendix 3. 

19.10.3 Supplementary Benefits Plan 

Payments to supplement benefits made through Employment Insurance (EI), or made in 
lieu of EI benefits in cases where the Employee does not qualify for EI, shall be made in 
accordance with Appendix 3. It is agreed that if the relevant legislation is changed, the 
Employer will take all necessary steps, including registration of the plan if required, to 
ensure that the benefits outlined in Appendix 3 are maintained. 

19.11 Personal Leave 

Employees shall be entitled to up to three (3) personal leave days. 
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19.12 Emergency Leave 

In the event of a bona fide emergency not covered elsewhere in Articles 18 or 19, leaves 
without pay of up to three (3) days per year shall be granted upon verbal or written 
request. The Employer agrees that approval will not be denied solely because the 
employee was unable to make a written request before beginning the leave, provided 
that the employee does so as soon as practicable. 

19.13 General Leave 

The Employer may grant, in writing, leave of absence without pay of up to one (1) year 
to any employee. For leaves of three (3) months or less, written requests must be 
made at least four (4) weeks in advance. For leaves of more than three (3) months, 
written request must be made at least eight (8) weeks in advance. The Employer will 
assess whether requests for General Leave can be granted on the basis of operational 
feasibility, including, but not limited to, staffing levels, ability to backfill positions, and the 
purpose of the leave. Permission to take such a leave may not be unreasonably 
withheld. An employee granted such a leave of absence must give the Employer three 
(3) months written notice of intention to return. 

19.14 Gender-Affirming Medical Leave 

An employee who provides a certificate from a medical practitioner confirming that the 
employee requires a leave of absence in order to undergo the medical procedure(s) 
related to gender affirmation shall be granted up to two (2) months of paid gender-
affirming medical leave at the regular rate of pay during the period of their appointment. 

19.15 Citizenship Leave 

An employee who is required to be absent from work during their normal working 
hours for the purpose of obtaining their Canadian Citizenship shall, on two (2) 
occasions only, be granted one (1) day’s leave of absence with pay on each such 
occasion. 

19.16 Gender and Sexual Violence Leave 

The parties acknowledge that when gender and sexual violence occurs, it is a significant 
social problem that can affect the health and well-being of employees and their families. 
When employees experience violence or abuse in their lives, it may affect their 
attendance or performance at work. 

19.16.1 The Employer agrees to provide the following leaves for survivors of gender and sexual 
violence: 

(i) Five (5) days leave with pay, which may be taken consecutively or non-
consecutively. 

(ii) Twenty-six (26) weeks of unpaid leave in one consecutive period. 
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19.16.2 Gender and Sexual Violence Leave may only be taken for the following purposes: 

(i) To seek medical attention for the employee’s child in respect of a physical or 
psychological injury or disability caused by gender and sexual violence; 

(ii) To obtain services from a victim services organization; 
(iii) To obtain psychological or other professional counselling; 
(iv) To relocate temporarily or permanently; or 
(v) To seek legal advice or law enforcement assistance, including preparing for, or 

participating in, any civil or criminal legal proceeding related to, or resulting from 
the gender and sexual violence. 

19.16.3 Access and Approval 

Employees will provide notice to the Employer by way of the immediate supervisor 
when they intend to take this leave and of its anticipated duration. Notice will be 
provided as soon as is practical, in advance if possible. 

19.16.4 Confidentiality 

The Employer will not disclose any information relating to the leave except where: 

(i) The employee has consented to the disclosure of the record; 
(ii) Disclosure is made to an officer, employee, consultant or agent of the employer 

who needs the record in the performance of their duties; 
(iii) The disclosure is authorized or required by law; or 
(iv) The disclosure is prescribed as a permitted disclosure. 

19.16.5 Discipline 

The Employer agrees that no discipline will be imposed against an employee if their 
attendance or performance at work suffers for the reasons that they might take leave 
under this article. 

19.16.6 Workplace Policy 

The Employer will maintain a workplace policy on preventing and addressing gender and 
sexual violence at the workplace. The policy will include information on how employees 
can report incidents of gender and sexual violence that occur at work. The JHSC will 
ensure the policy is implemented and followed. 

19.16.7 Workplace Training and Support 

The Executive Director, President, and JHSC will be trained in gender and sexual 
violence and privacy issues. 
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19.17 Return from Leave 

Employees returning from leave pursuant to Articles 18 or 19 shall be returned to their 
former positions, or if the former position no longer exists, shall be returned on terms 
no less favourable than those enjoyed previous to such leave, at the prevailing rate of 
pay and with all rights and privileges and benefits as then current in the Collective 
Agreement. 

19.18 Benefits during Leave 

Employees on leave shall continue to have access to all benefits listed under Article 24. 
This shall include employees who are booked-off for Union work under Articles 19.04 
and 19.13, subject to the Union or affiliated organization agreeing to reimburse the 
Employer for the applicable benefit costs upon receipt of a statement of the amount 
owing. For employees taking unpaid leave under Articles 19.04 and 19.13 for any other 
purpose, benefit coverage may be continued by the employee, provided the employee 
pays, in advance, the monthly cost of all the benefit premiums to the Employer, subject 
to providing the Employer with thirty (30) days’ notice prior to the start of the leave 
period. 

ARTICLE 20 - PAYMENT OF WAGES 

20.01 Pay days 

20.01.1 The Employer shall pay salaries and wages biweekly in accordance with Appendix 1. 
Each employee shall receive with their pay an itemised statement of the salary and 
deductions for the pay period and year to date figures. Such payment may be made by 
direct deposit or by cheque. 

20.01.2 Employees may, upon written request, receive on the last day preceding the 
commencement of their annual vacation all wages which may fall due during the period 
of their vacation. 

20.02 Pro-rata Pay 

Part-time employees shall receive the wage rate, on a pro-rata basis according to their 
hours of work. For the purposes of this clause, pro-rata wages will be calculated on the 
basis of a 35-hour working week. Benefits for all employees shall be paid in full by the 
Employer. 

20.03 Temporary-Replacement Pay 

When an employee temporarily performs the duties of a higher-paying position, they 
shall receive the rate for that classification. When an employee is temporarily assigned 
to a position paying a lower rate, their rate shall not be reduced. 
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20.04 Inclement Weather 

In the event of an employee being unavoidably detained due to inclement weather while 
on the Employer's business, the Employer agrees to continue payment of all wages and 
benefits for that period. 

ARTICLE 21 - HOURS OF WORK AND OVERTIME 

21.01 Hours of Work 

21.01.1 Hourly employees are responsible to the Employer for the number of hours for which 
the employee is hired, to a maximum appointment of a thirty-five (35) hour week. The 
parties agree that the normal work week for full-time salaried employees shall be thirty-
five (35) hours, understanding that in order to fulfil one’s assigned duties the actual 
hours worked may exceed this norm. Subject to statutory requirements, the salaries 
outlined in Appendix I are inclusive of all hours worked, except as otherwise stated in 
this article. 

Where hours worked exceed forty (40) hours for three consecutive weeks, salaried 
employees shall be entitled to two (2) days off with pay. Scheduling days off with pay 
earned under this article shall be governed by Article 17.02 and used no later than the 
vacation period subsequent to the period in which they arose. 

21.01.2 An employee engaged in any of the following duties shall be deemed to be fulfilling the 
duties of their job description: 

(i) Attending at and participating in CUPE National Educational Schools held 
outside an employee’s regular working hours (Article 11.06); 

(ii) Performing Union business (Article 6.01.4, 6.02, 6.03, 11.03, 19.03); 
(iii) Travel time (Article 22.01); 
(iv) Attendance at any convention, conference or meeting of the Employer, any 

union or other organisation with which the Employer is affiliated, or any other 
meeting, proceeding, or function which an employee is directed to attend 
(Article 22.05); 

(v) Additional training held outside an employee’s regular working hours (Article 
27.02). 

Moreover, it is understood that absences of three hours or less, inclusive of the time 
needed to travel from and to the workplace, that are occasioned by legal or societal 
obligations, or are deemed by the Employer to be situations when persons should not 
suffer loss of income, shall not require the use of paid-leave provisions. These include, 
but are not limited to, personal medical appointments, religious observances, voting, 
adverse environmental conditions and other exceptional personal reasons. Where 
possible, employees shall provide at least five (5) working days' notice of anticipated 
absences. Requests shall not be unreasonably denied. 
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21.01.3 Workload Review 

Should an Employee have concerns that the time required to fulfill assigned duties is 
unreasonable, the Employee shall raise this matter with their supervisor, without undue 
delay. The Supervisor shall meet with the Employee within ten (10) working days of 
receiving the request. If requested by the employee, the Employer shall develop a 
workplan and present it to the employee within ten (10) working days from the initial 
meeting. The Employer will endeavour to consider all factors contributing to overwork. 

21.02 Overtime 

21.02.1 Overtime shall be worked on a voluntary basis with the prior approval of the 
employee's immediate supervisor. The employee's agreement to work overtime may 
not unreasonably be withheld. 

21.02.2 Overtime shall be compensated for hourly employees who have worked in excess of 
their regular hours in a given week as follows: i) at hours equal to the number of hours 
worked in excess of their regular hours up to nine (9) hours; ii) at hours equal to one 
and one-half (1 1/2) the number of hours worked in excess of their regular hours 
greater than nine (9) hours but not greater than fifteen (15) hours, and iii) at hours 
equal to double the number of hours worked in excess of their regular hours worked 
greater than fifteen (15) hours. 

21.02.3 Compensation for overtime shall be, by mutual agreement, either time off in lieu of 
overtime pay or overtime pay. In the event that mutual agreement regarding 
compensation cannot be reached, the Immediate Supervisor shall have the right to 
direct the employee to take such time off. 

21.02.4 For the purposes of this clause, a “week” commences at 12:01 a.m. on Saturday and 
ends at midnight Friday. 

21.02.5 Permission to take time off in lieu of overtime pay shall not be unreasonably withheld. 

21.02.6 Staff members who are asked, and agree, to work four (4) hours or more on a 
weekend, either Saturday or Sunday, shall be compensated with a full day off in lieu. For 
further clarity, staff who are asked, and agree, to work four (4) hours or more on both 
Saturday and Sunday shall receive two (2) days off in lieu. 

Notwithstanding the above, it is understood that Staff Representatives and Staff 
Organizers sometimes work weekends to meet campaign needs, bargaining, or facilitate 
training for the Local’s membership. In such cases, and with the prior approval of their 
Immediate Supervisor, an alternate day off in lieu shall be granted within the week 
immediately following. Such approval shall not be unreasonably withheld. 

21.03 Remote Work Arrangements 

21.03.1 Employees may perform the duties listed in Appendix 2, including those general duties 
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listed under Article 21.01.2, at the Employer’s offices, worksites of CUPE 3902 
members, an employee’s home office, or other locations, as needed and operations 
allow. 

Remote work arrangements and varying degrees of remote work shall be granted to 
employees where possible and operationally feasible. Remote work arrangements will 
not be unreasonably denied. 

21.03.2 Employees shall guarantee that they: will be available during work hours; have access to 
a stable and reliable internet connection; have a safe working environment and 
workspace suitable for their job; and maintain confidentiality of members and the Local 
by working on the remote desktop , storing virtual documents on the office cloud 
network, and storing physical documents at the office. The Employer shall provide the 
secure space and facilities for the storage of any physical documents. 

21.03.3 For regular or ongoing remote work arrangements, a statement outlining the 
arrangement and clear performance expectations will be provided by the Employer in 
advance of beginning a course of remote work. A signed copy will be sent to the Union. 

ARTICLE 22 - EMPLOYMENT EXPENSES 

22.01 Travel Expenses 

22.01.1 Where it becomes necessary for an employee to use their vehicle for work-related 
purposes, the Employer shall reimburse the employee for mileage at seventy (70) cents 
per kilometre, based on the most direct route. Where an employee elects to use public 
transportation for such travel, the Employer shall pay costs as verified by receipt. 
Where a public transit receipt is not available, the Employer shall reimburse the 
employee at the prevailing fare rate based on the most direct route provided the 
employee has not submitted receipts for a transit pass that month. For trips to 
conferences, conventions, or meetings where the cost of discount airfare is cheaper 
than driving, but to which the employee chooses to drive, the employee shall be 
reimbursed up to the price of the discount airfare. Travel time shall be considered 
work time, and shall be compensated for in accordance with Article 21.01.2. 

22.01.2 Where an employee's duties require travel to a location other than, or in addition to, 
their normal work location, the Employer shall pay reasonable accommodation costs 
verified by receipt when it is unreasonable to expect an employee to return home. The 
employee shall attempt to locate reasonable accommodations that do not exceed the 
average costs of such lodgings within the area. 

22.01.3 A per diem of $50.00 for meals and incidental expenses shall be provided where the 
event is located within the City of Toronto. A per diem of $75.00 shall be provided 
where the event is located outside the City of Toronto. Where an employee’s duties 
require work in the United States of America, the per diem shall be the same dollar 
figure in US dollars (i.e., $75.00US). Reasonable expenses in excess of this amount shall 
be paid upon presentation of receipts. 
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22.01.4 All parking costs incurred by employees in the performance of their duties shall be 
reimbursed by the Employer. 

22.01.5 Employees will make a reasonable effort to submit expense claims within thirty (30) days 
of the date the expense is incurred and the Employer will make a reasonable effort to 
pay the claim within two (2) weeks after receipt of the claim. 

22.02 Evening Work 

Where an employee is directed to work in the evening, i.e., after 7 p.m., after having 
worked at least six (6) hours during the same day, a dinner allowance not to exceed 
$40.00, subject to verification by receipt, shall be provided by the Employer. If such 
evening work is not concluded prior to 10 p.m., the employer shall also provide, subject 
to verification by receipt, taxi service to the employee's home or to another site of their 
choice, the cost of which does not exceed the former. 

22.03 Professional Development 

22.03.1 Each employee shall be entitled to up to seven (7) days leave with pay per contract year 
to attend courses of instruction, conferences, seminars and/or workshops that will assist 
the employee in the performance of their current position or will better qualify the 
employee for another position in the bargaining unit. Unused professional development 
leave days may be carried forward up to a maximum of fourteen (14) days. 

22.03.2 It is agreed that any employee may use time off in lieu of overtime pay (Article 21.02.3) 
or vacation days (Article 17) in addition to the paid leave taken in accordance with this 
Article, for the purpose of professional development. 

22.03.3 The Employer shall pay up to $2,000 per contract year per employee towards the cost 
of attending courses, conferences, seminars or workshops. Any unused funds shall 
accumulate from year to year (up to a maximum of $10,000) and may be used by an 
employee for any educational endeavour of that employee according to the criteria 
outlined in Article 22.03.1. When expenses exceed $100.00, the Employer shall make 
advance and direct payment. Otherwise, the Employee shall be reimbursed by the 
Employer upon submission of receipts. Any unused funds accumulated under this 
subarticle shall have no cash value upon the termination of the Employee’s employment 
for any reason and shall not be disbursed to or on behalf of the Employee after the 
Employee’s last date of active employment. 

22.03.4 Upon request, the Immediate Supervisor shall meet with an employee to create a 
professional-development plan detailing the training, evaluations and requirements 
needed to assist the employee in the performance of their current position, or to better 
qualify the employee for other bargaining-unit positions. If the employee successfully 
completes a professional-development plan designed by the Employer to help qualify 
her/him for a bargaining-unit position in which she/he has not previously worked, the 
employee shall be deemed to meet the minimum qualifications should such a position be 
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posted under Article 11.01.1. 

22.04 Working Equipment 

The Employer is responsible for providing and maintaining, when necessary and at no 
cost to the employee, any equipment required for the performance of the employee's 
duties. 

Such equipment shall include a laptop equipped with the hardware and software needed 
to perform one’s duties. Laptops will be upgraded every four years. Laptops shall be 
used exclusively for Local purposes. Employees must take all reasonable measures to 
prevent damage or theft. 

In addition, each employee shall be provided with a work phone number through an 
application accessible on the employee’s personal smartphone. The Employer shall 
provide an $80.00 per month reimbursement to each employee for the cost of a 
cellphone plan. 

22.05 Home Office Reimbursements 

Each employee shall be eligible to claim, upon presentation of official receipts, up to 
$1,200.00 per year to offset costs associated with maintaining a home office. Expenses 
may include, but are not limited to, computer peripherals (external monitor, mouse, 
keyboard, webcam, etc.), office furniture (desk, chair, etc.) and/or a high-speed home 
internet plan. 

In addition, each employee shall be eligible for a one-time $500 claim to cover any costs 
associated with outfitting a home office. 

22.06 Conventions, Conferences and Meetings 

22.06.1 Where an employee is required to attend a convention, conference or meeting, the 
Employer shall provide transportation, accommodation and meals for the employee on 
the same basis as delegates to the convention, conference, or meeting. Notwithstanding 
the above, employees shall not be required to share accommodation at a convention, 
conference, or meeting. Where such arrangements are not available, Article 22.01 of 
this Agreement shall apply. 

22.06.2 Salaried employees shall have the right to attend, at the employee’s election, one 
convention, conference or meeting per year at the Employer’s expense as part of a 
CUPE 3902 delegation. No more than one employee may attend any given convention, 
conference or meeting as part of the 3902 delegation. In the instance where multiple 
employees cannot agree as to who will attend a certain convention, conference or 
meeting, the employee with the most seniority shall be entitled to attend. 

22.06.3 The employee in attendance as member of a delegation shall carry out their duties at 
delegated conventions solely at the direction of the executive committee as transmitted 
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to them by the Chief Delegate or their designated authority. Since staff attend 
delegated conventions in order to represent the views and political positions of the 
Local, statements made at convention should reflect a political position previously 
agreed upon by all delegates at any such convention. 

ARTICLE 23 - VACATION AND SEVERANCE PAY 

23.01 Vacation Pay 

23.01.1 At the time of total layoff, termination or resignation, an employee shall be entitled to, 
subject to Article 23.02, vacation pay calculated as a percentage of annual earned 
income corresponding to vacation time owed under the provisions of Article 17.01.1. 

23.01.2 Such vacation pay shall be reduced by the amount of wages paid to the employee while 
taking their current year's vacation entitlement. 

23.02 Severance Pay 

23.02.1 An employee whose employment is terminated through a total layoff shall receive 
severance pay from the employer in the amount of three (3) month's pay (calculated on 
the basis of the employee’s highest month salary for the employee’s regular classification 
within the last twelve (12) months) for every year of completed service (and pro-rated 
accordingly for remaining service) to a maximum of twenty-four months of severance 
pay. 

23.02.2 In the event of a partial lay-off, the employee shall receive severance pay from the 
employer on a pro-rated basis as per Article 23.02.1. 

23.02.3 Should the employee be terminated or otherwise suffer a loss of employment as a result 
of an employer-driven action or inaction resulting in the cessation of the business of the 
employer, the merger, affiliation or transfer of the employer’s operation to another 
labour body, or the insolvency or de-certification of the employer, the employee is 
entitled to severance pay under Article 23.02.1. It is understood that an employee shall 
not be entitled to severance pay should the employee be hired by any successor to the 
employer provided that the employee’s employment is not disrupted and that her or his 
wages and benefits are not reduced. 

ARTICLE 24 - BENEFITS 

24.01 Provincial Health Insurance 

The Employer shall pay for all employees, their spouses and dependants, the premium 
required to be insured under the provincial health insurance plan, as set out in the 
Health Insurance Act, or any relevant successor Act. 

24.02 Group-Benefits Plan 

24.02.1 The Employer shall pay the premiums for all employees, their spouses and eligible 
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dependants, for the Group Benefits plan available to the Employer through the Canadian 
Union of Public Employees or, with mutual agreement of the parties, an equivalent plan. 
Employees, their spouses, and eligible dependants must comply with all requirements set 
forth by the insurer in order to receive benefits. 

24.02.2 The Union acknowledges that the Employer has no control over the terms of the 
Group Benefits Plan available to the Employer from the Canadian Union of Public 
Employees or such other plan as is in effect as per Article 24.02.1. Should any benefit 
available under the plan be reduced during the term of this Agreement, the Employer 
shall endeavour to minimise the effect of such a reduction in consultation with the 
Labour-Management Committee. 

24.02.3 On request, employees may enrol in the extended health and dental benefit plan during 
their probationary period, provided they pay, in advance, the monthly cost of all the 
benefit premiums to the Employer. 

24.03 Retirement-Savings Plan 

The Employer shall contribute, on behalf of the employee, either to a personal RRSP, 
group RRSP. Payments shall be remitted directly to the employee’s account. The 
contribution rate to a personal or group RRSP shall be 14.75%. 

24.04 Multi-Sector Pension Plan 

24.04.01 All full-time employees shall enroll in the Multi-Sector Pension Plan (MSPP), as outlined 
in Appendix 4 herein. A probationary employee may choose to enroll in the MSPP, or 
take the RRSP Contribution outlined in 24.03. 

24.04.02 It is agreed that an employee enrolled in the MSPP shall maintain the right to the RRSP 
Contribution outlined in 24.03, but at a reduced employer contribution rate of 5%. 

24.05 Premium Reduction 

If the premium paid by the Employer at the effective date of this Agreement for any 
employee benefit is reduced as a result of legislative or other action, fifty per cent (50%) 
of the saving shall be used to increase other benefits available to the employees. 

24.06 Wellness Programme 

Each salaried employee and their dependents shall be entitled to join a local health club 
(e.g., Hart House, Jewish Community Centre, YMCA) or participate in other 
fitness/wellness programmes and/or recreational sports leagues and present receipts for 
reimbursement to a yearly maximum of $1,200.00 per salaried employee. It is 
understood that the above list of programmes is not exhaustive and the Employer will 
consider other programmes and health-related purchases (e.g., equipment, application, 
etc.) which reasonably contribute to the mental and physical well-being of the Employee; 
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approval for reimbursement shall not be unreasonably denied. 

24.07 Transportation Reimbursements 

Each employee shall be eligible to claim, upon presentation of official receipts, up to 
$300.00 per month to offset regular travel expenses. These expenses can include, but 
are not limited to, parking, transit fares or passes, fuel and car- or bike-share 
memberships, taxi fares and ride-hailing services. 

24.08 Dependency Care 

Upon presentation of official receipts, each employee who is the caregiver to dependent 
children or elderly/disabled family members shall be reimbursed to a maximum of 
$6,000.00, per dependent/family member, per benefit year to offset the costs of such 
care. Where it is difficult or impossible to provide all receipts, such reimbursements 
may be approved at the discretion of the Immediate Supervisor. Approval for 
reimbursement shall not be unreasonably denied. 

ARTICLE 25 - HEALTH AND SAFETY 

25.01 The Employer shall make all reasonable provisions for the health and safety of 
employees during working hours, and the Union may bring to the attention of the 
Employer any suggestions in this regard. The Employer shall establish a workplace health 
and safety committee and the Union shall have a right to sit on said committee. 

25.02 Joint Health and Safety Committee 

25.02.1 The Employer shall establish a workplace health and safety committee and the Union 
shall have a right to sit on said committee. Time spent attending to committee duties 
shall be treated as work time. 

25.02.2 During the term of this Collective Agreement, the Union may appoint one (1) member 
within the Bargaining Unit to become a certified worker representative. In the event 
that such an appointed member ceases to be a member of the Bargaining Unit, the 
Union shall be entitled to appoint another employee to become a certified worker 
representative in the place of such former bargaining-unit member. The cost of the 
certification training programme (Part I, Part II and refresher as required to maintain 
certification) for the appointed employee shall be borne by the Employer and the time 
spent in such certification training shall be treated as work time. The Employer and the 
Union shall select a mutually-agreed-upon provider. 

ARTICLE 26 - JOB DESCRIPTIONS 

26.01 No Changes 

Job descriptions are set out in Appendix 2. They shall not be changed, nor shall new 
duties be added to an employee's job without the agreement of the Union. 
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26.02 New Positions 

Where the Employer wishes to create a new bargaining unit position not covered by 
Appendix 2 during the term of this Agreement, the parties shall meet to discuss the 
potential duties of said position. Subsequent to this meeting, the Employer shall prepare 
a job description and provide it to the Union for the purpose of negotiating a wage rate 
for said position. Should the parties be unable to reach agreement, the wage rate may 
be submitted to Arbitration in accordance with Article 8. 

26.03 Certifications, Mergers, Transfers of Jurisdiction 

When the Employer considers organizing a new bargaining unit, merging with another 
local, or accepting a transfer of jurisdiction over another bargaining unit, the parties 
agree to meet to review staffing levels and the impact that any such changes may have 
on workload. 

ARTICLE 27 - TECHNOLOGICAL CHANGE 

27.01 No Dismissal 

No employee shall be dismissed or suffer any other reduction in their hours of work 
because of mechanisation or technological changes. An employee who is displaced from 
their position by virtue of technological change or improvements shall suffer no 
reduction in normal earnings and shall be given the opportunity to fill other vacancies 
according to seniority, subject to the conditions set forth in Article 11.01.1. 

27.02 Training 

In the event that the Employer introduces new methods or machines that require new 
or greater skills than are possessed by an employee or employees under the present 
methods of operation, the Employer shall provide training for the employee(s) affected, 
at the Employer's expense, as well as review the impact that technological changes may 
have on workload. 

ARTICLE 28 - CONDITIONS AND BENEFITS 

All rights, benefits, privileges, and working conditions which employees now enjoy, 
receive or possess as employees of the Employer, shall continue to be enjoyed and 
possessed in so far as they are consistent with this Agreement, but may be modified by 
mutual agreement between the Employer and the Union. 

ARTICLE 29 - COPIES OF AGREEMENT 

The Union and the Employer desire every employee to be familiar with the provisions of 
this Agreement, and their rights and duties under it. For this reason, the Employer shall 
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provide each employee and the Union with a copy of this Agreement, at no cost, within 
sixty (60) days of ratification. 

ARTICLE 30 - NO STRIKES OR LOCKOUTS 

For the duration of this Agreement, there shall no strikes or lockouts, as defined in the 
Ontario Labour Relations Act. 

ARTICLE 31 - DURATION OF AGREEMENT 

31.01 Term and Year 

31.01.1 This Agreement shall continue in force and effect from 1 August 2024 until 31 July 2027. 
It is understood that this Collective Agreement is to come into effect immediately upon 
ratification by the parties. 

31.01.2 For the purposes of administration of vacations (Articles 17.01; 17:02; 23.01), leaves 
(Articles 19.11; 19.12), and benefits (Articles 22.03; 22.05; 24.06; 24.08), the annual 
period or year referred to in this Collective Agreement shall run from 1 January to 31 
December. 

31.02 Either party to this Agreement may, not more than one hundred twenty (120) days 
prior to the expiry of the Agreement, present the other party, in writing, proposed 
terms of a renewal of this Agreement and/or amendments to the Agreement. A meeting 
shall be held within twenty (20) days, at which time the parties will commence 
negotiations on the proposed amendments and/or terms of a new agreement. In the 
event that neither party gives notice to bargain prior to the expiry of the Agreement, 
the Agreement shall be renewed for a period of one (1) year. 

31.03 This Agreement shall continue in force until a new agreement is executed, or until such 
time, as defined by the Ontario Labour Relations Act, that the parties gain the right to 
strike or lockout, and either Party gives written notice to the other Party that the 
Agreement is terminated. 
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IN WITNESS WHEREOF, the parties hereto have caused this Agreement to be signed by its duly 
authorised representatives in the City of Toronto this 6th day of January 2026. 

THE CANADIAN UNION OF PUBLIC EMPLOYEES, LOCAL 3902 BY: 

President Secretary-Treasurer 

AND: 

THE CANADIAN UNION OF PUBLIC EMPLOYEES AND ITS LOCAL 1281 BY: 

Jesse Cullen Melissa Galeano 

Ellen De Leon Shanice Regis-Wilkins 

Dan Brielmaier Ryan London 
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IN WITNESS WHEREOF, the parties hereto have caused this Agreement to be signed by its duly 

authorised representatives in the City of Toronto this 6th day of January 2026. 

THE CANADIAN UNION OF PUBLIC EMPLOYEES, LOCAL 3902 BY: 

President Secretary-Treasurer 

AND: 

THE CANADIAN UNION OF PUBLIC EMPLOYEES AND ITS LOCAL 1281 BY: 

Melissa Galeano 

Ellen De Leon Shanice Regis-Wilkins 

Dan Brielmaier Ryan London 
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APPENDIX 1 - SALARIES AND COLA 

Salaried employees shall not be eligible for overtime or compensation in lieu of overtime under any 
definition or circumstance except as provided for by the Employment Standards Act (ESA) and this 
Collective Agreement. 

Salaries 

Persons appointed shall normally start at “Entry Level” and advance to the “Job Rate” after satisfactory 
completion of the probationary period provided for by Article 13 herein. Employees whose salary is 
higher than the entry-level rate of a new position shall have their salary held at the higher rate until 
such a time as salaries surpass their former rate. 

Salaries, as of August 1, 2024, shall be as follows: 

Step 
Entry Level 

Servicing 
$ 103,538.13 

Administration 
$82,493.82 

Job Rate $ 109,750.42 $87,203.46 
Year-five step $ 116,335.44 $92,195.66 
Year-ten step $123,315.57 $97,487.40 

On August 1, 2025 and August 1, 2026, all Servicing salaries will increase by 2.5%. On August 1, 2025 
and August 1, 2026, all Administration salaries will increase by the dollar value of the wage increases 
enjoyed by Servicing Staff of the equivalent step. 

Cost-of-Living Adjustment (COLA) 

On August 1 in each year of this Agreement, the Employer shall raise all Servicing base wage rates by 
the equivalent of the rate of inflation from April 1 of the previous year to March 31 of the current 
year, based on the Consumer Price Index for Toronto for that period. The Cost-of-Living Adjustment 
will be capped at 1.5%. On August 1, 2024 and following years in the life of the CA, all Administration 
base wage rates will increase by the dollar value of the COLA increases enjoyed by Servicing Staff of 
the equivalent step. 
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APPENDIX 2 - JOB DESCRIPTIONS 

STAFF REPRESENTATIVES 

The Staff Representatives (SRs) shall carry out their duties at the direction of the immediate 
supervisor. 

SRs shall have voice but no vote at all meetings of the general membership, Stewards’ Council, 
Executive Committee, Grievance Committee and Labour-Management Committee. It is further 
understood that this right applies at all meetings where they are directed to attend by the Executive 
Committee. SRs may also request to attend any other meeting, with the exception of management 
sessions, and no request shall be unreasonably denied. Unless otherwise directed, SRs are free to 
make the day-to-day decisions necessary for the implementation of CUPE Local 3902 policy. 

The duties of SRs shall include the items below, and other related duties. It is understood that it is not 
the responsibility of SRs to act as the secretary or note-taker for the bargaining team or any 
committee or other body of the Local. It is understood that SRs shall not be responsible for 
scheduling or replacement of Executive Committee office hours. It is understood that the emphasis 
placed on the tasks in this job description may vary over time. It is further understood that items 1 
through 7 are not the sole responsibility of SRs, but that members of the Executive Committee will 
share the responsibility of performing these duties as provided by Local By-laws and this Collective 
Agreement. Any duplication that may exist between the duties and responsibilities of Staff 
Representatives and Staff Organizers shall be considered shared work. SRs shall set priorities in 
consultation with their immediate supervisor. 

Duties 

1) Executive Assistant 
SRs are resource people and advisors to the Local Executive and assist in the carrying out of its 
duties. SRs may be directed to conduct a training and long-term planning meeting of the Executive 
subsequent to each Annual General Meeting. SRs will, unless otherwise advised, attend all 
Executive meetings and shall report verbally to the meeting, as deemed appropriate by the 
Executive. When requested, SRs shall attend membership and departmental membership meetings, 
local committee meetings and conventions, conferences, and other meetings as directed. 

2) Membership Service 
SRs are resource people and advisors for members with work-related problems. In this regard, SRs 
shall a) provide assistance with grievances; b) provide advice and/or referral for employment 
insurance problems, immigration, health and other legal matters; and c) advise members as to their 
rights and obligations under the Collective Agreements, the CUPE Constitution and Local By-laws. 
A SR shall be assigned to assist the Policy Committee and any By-Law Review Committees struck 
by the Employer. 

3) Grievances, Arbitrations, and Other Legal Matters 
SRs advise members, assist stewards, the Grievance Officer, and other Executive officers in the 
processing of grievances; prepare and present grievance arbitrations, Ontario Labour Relations 
Board (OLRB) proceedings, and Employment Insurance appeals. However, SRs shall have the right 
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to refuse to present a particular grievance arbitration, OLRB proceeding, or Employment Insurance 
appeal should they be unwilling to undertake such a presentation because they reasonably feel they 
are unqualified to present it, or on any other reasonable grounds. Nothing in the above precludes 
the Employer from hiring legal counsel or using CUPE staff to present such a case. SRs shall assist 
legal counsel or CUPE staff when directed. 

4) Stewards' Network 
SRs train stewards, do research for stewards, and co-ordinate the setting up of the stewards' 
network in the local. 

5) Contract Negotiations 
SRs are resource people and advisors to bargaining teams, and assist in all tasks associated with 
contract negotiations, including research, drafting of contract proposals, bargaining, organising 
related to the bargaining process, conciliation, mediation and preparation for job action. A SR shall 
be named Co-Chief Negotiator, shall have the right to speak at the table and have voice but no 
vote at all meetings of the bargaining committee to which the employee is assigned. In the event 
that a sole chief negotiator is named, it shall be a SR. A SR shall also be assigned to assist 
Bargaining Support and Strike Committees and shall have voice but no vote at all meetings. 

6) External Liaison 
SRs are a liaison between the Local and its Employer and other campus groups (unions, 
associations, student unions, etc.). SRs provide advice to the Executive Committee with respect to 
lobbying, public operations of the Local and contact with such organisations as the Executive may 
determine. SRs may act on behalf of the Executive Committee when directed. SRs shall have the 
ability to communicate with business agents and National Representatives involved in the sector as 
their duties require. It is understood that it is not the role of SRs to convey the political position 
of the Local unless otherwise directed. It is further understood that communications between 
CUPE 3902 and the National Union are the sole purview of the Executive Committee. 

7) Publicity 
SRs prepare posters, newspaper ads, etc., for meetings and campaigns, and assist in the production 
of local newsletters, pamphlets, bulletins, etc. A SR shall be the Managing Editor of all Local 
publications, including but not limited to the Newsletter, Bargaining Bulletins, etc. subject to the 
direction of the editor-in-chief. The editor-in-chief shall have the final say in all editorial decisions. 

STAFF ORGANIZERS 

Staff Organizers shall carry out their duties at the direction of the Executive Committee, as 
transmitted to them by the Executive Director. 

Staff Organizers shall have voice but no vote at all meetings of the general membership, Stewards’ 
Council, Executive Committee, any committee outlined in this job description or to which they have 
been directed to attend by the Executive Director. They may also request to attend any other meeting, 
with the exception of management sessions, and no request shall be unreasonably denied. 

The duties of Staff Organizers shall include the items below, and other related duties. It is understood 
that the emphasis placed on the tasks in this job description may vary over time. Unless otherwise 
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directed, they are free to make the day-to-day decisions necessary to fulfil their duties. It is further 
understood that items 1) through 4) are not their sole responsibility, and that members of CUPE Local 
3902 will share the responsibility of performing these duties as provided by Local By-laws and this 
Collective Agreement. Any duplication that may exist between the duties and responsibilities of Staff 
Representatives and Staff Organizers shall be considered shared work. 

Duties 

1) Research and Preparation 
Staff Organizers shall assist Local officers, councils, committees and caucuses with researching and 
developing member-mobilizing strategies. Duties may include: 
• Assisting with orientation handbooks, organizing manuals, publicity materials, etc.; 
• Research of relevant legislation; 
• Maintenance of contacts with campus, regional, provincial and national student organizations and 

trade unions; 
• Conducting exploratory interviews with potential union members; and 
• Preparation of written reports assessing the prospects for organizing and certifying new 

bargaining units. 
• In addition, they shall ensure that all materials prepared for items 2) through 4) are accurate and 

consistent with legislation, the aims of the Local and Local/National policy. Such materials shall 
include, but not be limited to, newsletters, newspaper articles, letters, posters, leaflets, web 
sites and social-media platforms. 

2) Membership Mobilization and Education 
Staff Organizers shall assist Local officers, councils, committees and caucuses with member 
mobilization, campaign planning and educational initiatives. Duties may include: 
• Serve as advisors to, and a resource for, the Vice-Presidents, the Mobilization Committee and 

duly-constituted caucuses and committees; 
• Assisting with the planning and implementation of the Local’s mobilization efforts within the 

budgetary constraint set by the Executive Committee; 
• Providing support for member-led efforts to coordinate, oversee and facilitate Unit/campus 

orientations, departmental/campus information sessions, professional-development seminars, 
trade-union education and any other meetings or activities aimed at developing the capacities of 
the membership; 

• Attending all meetings of the Mobilization Committee and assisting them with producing 
conventional and electronic publicity materials; and 

• Coordinating with CUPE national staff to provide support for organizing ongoing member-
education programmes offered by the National Union. 
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3) Bargaining/strike support: 
Staff Organizers shall assist the Executive Committee with developing and implementing single or 
multi-unit mobilization plans prior to the expiration of Local collective agreements. They shall be 
responsible for providing support to the Executive Committee and Bargaining Support Chair(s) in 
establishing duly-constituted Bargaining Support Committee (BSC) for units preparing for contract 
negotiations and for ensuring the accurate transmission of Local and National policy to said 
committee. They shall In the event that the Local goes on strike or is locked out, they shall serve 
the same role with relation to the Strike Committee (SC). Duties shall include: 
• Serve as advisors to, and a resource for, the BSC/SC and assisting it in carrying out its duties; 
• Assisting the BSC with planning and delivering departmental-, faculty- or campus-wide 

information sessions and shall ensure that information is consistent with the aims of the 
bargaining unit as determined by the Bargaining Committee; 

• Provide support to the BSC/SC with organizing the membership, the University, and the 
community in support of the Local's bargaining efforts and, in the event of a strike or lockout, 
efforts to resolve the labour dispute; 

• Assisting the SC with organizing and coordinating picket lines and helping ensure that picketers 
have the logistical support to sustain the strike; and 

• Attending meetings of the BSC/SC and assisting them with producing conventional and 
electronic publicity materials. 

4) Organizing Drives: 
Staff Organizers shall be responsible for organizing new bargaining units at the direction of the 
Executive Committee. Duties shall include: 
• The development and elaboration of organizing schedules, routines and procedures; 
• Helping recruit members to a duly-constituted Organizing Committee (OC) and ensuring the 

accurate transmission of Local and National policy to said committee; 
• Serving as advisors to, and a resource for, the OC and assisting it in carrying out its duties; 
• Attending all meetings of the OC and providing it with information concerning the legislation 

governing certification of bargaining units, Local and National organizing policy, conditions of 
comparable bargaining units in other workplaces and problems encountered in past or similar 
certification drives. 

• Assisting the OC with preparing and utilizing membership/certification cards and ensuring that 
they are compliant with legislation and Local/National policy; and 

• Ensuring the accurate transmission of all information pertinent to the organizing drive by 
reporting to the Executive Director on a weekly basis and by a written or verbal report to the 
Executive Committee bi-weekly. 

OFFICE ADMINISTRATION 

It is understood that Office Administration is generally conducted by the Executive Office 
Administrator, Financial Administrator and Funds Administrator at the direction of the Executive 
Committee, as transmitted by the Immediate Supervisor. The Office Administrators (OAs) shall 
provide administrative assistance to the Executive Committee, other committees, councils and 
caucuses of the Employer and to Staff Representatives and Staff Organizers. The positions shall also 
entail providing general assistance to the membership by email, phone calls and personal visits to the 
office. It is understood that the emphasis placed on the tasks in these job descriptions may vary from 
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time to time and priority setting shall be in consultation with the supervisor and other office 
administration staff. 

It is further understood that the tasks included in these job descriptions are not the sole responsibility 
of the Office Administrators, but that members of the Executive Committee and their designates will 
share the responsibility for performing these duties as provided by Local Bylaws and this Collective 
Agreement. The OAs shall have voice but no vote at all meetings where they are directed to attend by 
the Executive Committee and in all discussions related to the Local’s activities, including participation 
in Local Executive and Membership meetings. It is understood that such rights do not apply to 
management sessions. OAs may also request to attend any other meeting and any such request shall 
not be unreasonably denied. Unless otherwise directed, the OAs are free to make the normal 
decisions necessary for the smooth and efficient running of the office. 

Financial Administrator 

The Financial Administrator shall have voice at all meetings of the Finance Committee. The Financial 
Administrator shall also have primary responsibility for the following areas: 
1) Development, maintenance, verification and reconciliation of necessary ledgers recording all 

operational financial transactions of CUPE 3902; 
2) Preparation of monthly, quarterly and yearly financial statements and necessary budget 

background information; 
3) Liaising with the auditors and trustees as required; 
4) Preparation of all cheques or direct deposits related to the general operations of the Local for 

consideration by and signature of responsible Executive Committee members; 
5) Financial and reporting aspects of the administration of the Staff Benefits plan; 
6) Depositing CUPE 3902 funds in the accounts maintained by the Local; 
7) Maintenance of membership, steward, book-off, committees with honoraria, and other files, lists 

and databases for the purposes of supporting payroll and other financial transactions; 
8) Receiving and distributing electronic correspondence as appropriate; 
9) In conjunction with other administrative staff, assisting the Executive Committee in preparing and 

distributing mailings, postings and materials; 
10) Processing of Cost Share initiatives with CUPE National; and 
11) Development of office filing systems related to their duties. 

Executive Office Administrator 

The duties of the Executive Office Administrator shall include the items below, and other related 
duties. It is understood that the emphasis placed on the tasks in this job description may vary from 
time to time. 
1) Provide ongoing administrative support to CUPE 3902 staff, elected officials, members on book-

off, and members, including administrative tasks for Staff Organizers, Staff Representatives as 
needed and appropriate. 

2) Maintenance of shared office calendars: 
a. Populating staff and executive time off; and 
b. Scheduling and cancelling meetings as required. 

3) Booking meeting space for Staff and Executive Committee as requested: 
a. Scheduling office space as available; and 
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b. Sourcing appropriate spaces on or off-campus, maintaining cost-efficiency. 
4) Event organization: 

a. Booking appropriate venue, ensuring AV needs, if any, are met; 
b. Catering, for various dietary restrictions/needs; 
c. Logistics set up for hybrid/in-person/online only meetings; 
d. Online moderating for hybrid and online meetings; 
e. Assisting with attendance tracking and reporting to facilitating Staff/Executive officers; and 
f. Activity planning as needed. 

5) Receiving, distributing, logging, and maintaining non-financial files for all correspondence and 
electronic records from 3902 employers. 

6) Reading, editing, sending, and internal/external routing of the Local’s email correspondence; 
posting/data entry/filing of job postings/lists; 

7) Note-taking, distribution, and filing of minutes for the Local’s bargaining teams in negotiations, 
mediation, arbitration hearings as needed; 

8) Maintenance of CUPE 3902’s website and other social media communication tools; 
9) Making travel, hotel, and conference arrangements, including conference registration; 
10) Liaising with building maintenance staff to ensure the upkeep of the union office space; 

a. Maintenance of office supplies and equipment; 
b. Clerical tasks associated with the distribution and filing of minutes; 

11) Telephone communications, including taking messages; 
12) Development of office filing systems related to their duties and the organization of resource 

material in the office; 
13) Reception duties including greeting members for their appointments as needed, and facilitating 

appointments with Staff Representatives; 
14) Receiving and distributing all paper correspondence; 
15) Preparation of ballots and ballot boxes for all local elections and by-elections as needed; and 
16) In conjunction with other administrative staff, assisting the Executive Committee in preparing and 

distributing mailings, postings, and materials. 

Funds Administrator 

The Funds Administrator shall have voice at all Finance Committee meetings, as well as LMC meetings 
where funds and/or health benefits are on the agenda. The Funds Administrator shall have primary 
responsibility for the following tasks. 

1) Fund management and administration: 
a. Implement, administer and ensure compliance of the funds is in accordance with relevant 

regulations, disbursement targets, and schedules, approved by the Unit membership under 
the supervision of the Executive Director and Secretary-Treasurer; 

b. Develop systems in the processing and disbursement of the financial assistance and 
reimbursement funds; 

c. Advise bargaining teams and implementation committees on fund- and health-benefit-related 
matters and assist with related proposals; and 

d. Assist the Executive Committee, Stewards and volunteers with design and delivery of health 
benefit/fund information sessions and literature. 

2) Financial Duties: 
a. Process, secure approval and disburse funds in accordance with the approved budget; 
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b. Maintain accurate record, and enter transactions in the Local’s accounting software; 
c. Provide data and relevant documentation related to fund audits; and 
d. Provide data to the Local’s accountant in compliance with yearly tax requirements. 

3) Administrative and membership support: 
a. Respond to day-to-day health benefit/fund inquiries, and direct to relevant people as 

needed; 
b. Update member profiles in the database system (Unionware) on fund disbursements 

received from the Local; and 
c. Development of office filing systems related to their duties. 

4) Liaise with health-plan administrators and relevant staff to resolve health-benefit-related 
problems. 
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APPENDIX 3 - SUPPLEMENTARY UNEMPLOYMENT PREGNANCY/ 
PARENTAL LEAVE BENEFITS PLAN 

With respect to the period of maternity, parental or adoption leave, bargaining-unit members will 
receive one of the following two benefits: 

1) Members who are eligible for E.I. maternity and/or parental benefits will receive: 
a. Payments equivalent to one-hundred percent (100%) of their regular weekly wage 

should the member be required to serve the E.I. one-week waiting period; and/or 
b. Up to fifty-one (51) additional weeks during which the employee is eligible for and 

receives E.I. benefits, payments equivalent to the difference between the E.I. benefits the 
employee is eligible to receive and one-hundred percent (100%) of their regular weekly 
wage. Members who receive E.I. benefits for less than seventeen (17) weeks shall 
receive the equivalent of one-hundred percent (100%) of their regular weekly wage for 
seventeen (17) weeks less the number of weeks during which the employee received E.I. 
benefit payments and the weeks, if any, spent serving the E.I. waiting period. 

OR 

2) Members who are not eligible for any E.I. benefits will receive the equivalent of one hundred 
percent (100%) of their regular weekly wage for seventeen (17) weeks. 

Where an employee opts for extended parental leave as may be provided for under government 
legislation or regulation, payments made in accordance with the provisions above will be prorated 
accordingly. For greater clarity, the total amount of payments made by the Employer for an extended 
parental leave shall not exceed the total amount that would have been paid had the employee chosen 
the standard parental leave. 
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APPENDIX 4 - MULTI-SECTOR PENSION PLAN (MSPP) 

A4.01 In this Appendix, the terms used shall have the meanings as described: 
(a) “Plan” means the Multi-Sector Pension Plan 
(b) “Applicable Wages” means the basic straight time wages for all hours worked and in 

addition: 
(i) the straight time component of hours worked on a holiday; and 
(ii) holiday pay for the hours not worked; and 
(iii)vacation pay; and 
(iv)sick pay paid directly by the Employer (but not short-term indemnity payments paid by 

an insurer) which results in the Employee receiving full payment for the hours missed 
due to illness. Applicable wages includes any sick pay which an Employee is permitted to 
receive in cash despite not having been absent from the workplace; and 

(v) any payments made for an approved leave under the provisions of this Collective 
Agreement. 

All other payments, premiums, allowances and similar payments are excluded. 
(c) “Eligible Employee” means all employees in the bargaining unit, who choose to opt-in to the 

plan. 

A4.02 Commencing September 1, 2009 each Eligible Employee shall contribute for each pay period an 
amount equal to 0.25% of Applicable Wages to the Plan. The Employer shall contribute on 
behalf of each Eligible Employee for each pay period, an amount equal to 9.75% of Applicable 
Wages to the Plan. 

A4.03 The Employee and Employer contributions shall be remitted to the Plan by the Employer within 
thirty (30) days after the end of the calendar month in which the pay period ends for which the 
contributions are attributable. The Employer shall remit all contributions in the manner 
directed by the Administrator of the Plan. 

A4.04 The Employer agrees to provide to the Administrator of the Plan, on a timely basis, all 
information required pursuant to the Pensions Benefits Act, R.S.O. 1990, Ch. P-8, as amended, 
and Income Tax Act (Canada) which the Administrator may reasonably require in order to 
properly record and process pension contributions and pension benefits. If maintained by the 
Employer in electronically readable form it shall be provided in such form to the Plan if the 
Administrator so requests. 

For further specificity, the items required for each eligible Employee by Article A4.04 of the 
agreement include: 

(i) To Be Provided Once Only At Plan Commencement 
−  Date of Hire 
−  Date of Birth 
−  Date of First Contribution 
−  Seniority List to include hours from date of hire to Employer’s fund entry date 

(for the purpose of calculating past service credit) 
−  Gender 

(ii) To Be Provided With Each Remittance 
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−  Name 
−  Social Insurance Number 
−  Monthly Remittance 
−  Pensionable Earnings 
−  Year to Date Contributions 
−  Employer portion of arrears owing due to error, or late enrolment by the 

Employer 

(iii)To Be Provided Initially And As Status Changes 
−  Full Address 
−  Termination Date Where Applicable (MM/DD/YY) 
−  Marital Status 

(iv)To Be Provided Annually, but no later than December 1 
−  Current complete address listing 

A4.05 The Employer agrees to be bound by the terms of the Agreement and Declaration of Trust and 
the rules and regulations of the Plan adopted by the Trustees of the Plan, both as may be amended 
from time to time. In addition, the Employer agrees to enter into a Participation Agreement with the 
Trustees of the Plan. 
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Letter of Understanding: Planned Absences 

8 November 2024 

President, Canadian Union of Public Employees and its Local, 1281 

To ensure the smooth running of the Local office and effective management of workloads, the 
Employer agrees to provide members of the bargaining unit with reasonable notice when staff and/or 
executive officers will be out of the workplace for one (1) or more weeks and to note such planned 
absences on the shared office calendar. 

Eriks Bredovskis, President 
CUPE Local 3902 
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Joint Letter of Understanding: CUPE National Representatives 

8 November 2024 

President, Canadian Union of Public Employees and its Local, 1281 

The parties agree that the Employer shall have the right, at any time, to have the assistance of 
representatives of the National Union in conducting the affairs of CUPE 3902. It is agreed that the 
Employer will consult with affected staff when a national representative is brought in to assist the Local 
to ensure clarity of roles, expectations, and estimated duration of said assistance. 

The parties further agree that such assistance shall not constitute contracting out the work of the 
bargaining unit. CUPE National Representatives shall not be used to displace existing bargaining-unit 
positions. 

Eriks Bredovskis, President Christy McMorrow, President 
CUPE 3902 CUPE 1281 
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Joint Letter of Understanding: Backfilling During Absences 

8 November 2024 

President, Canadian Union of Public Employees and its Local, 1281 

During the most recent round of bargaining, the parties discussed the importance of addressing staff 
workloads to better ensure work/life balance and to better facilitate staff vacation time. To that end, 
and for the duration of this Agreement, the parties agree as follows: 

1. Servicing staff shall provide reception support in the absence of the Executive Office Administrator. 
Such support shall be based on staff availability and workload capacity. Prior to scheduling any staff 
member to cover reception, where possible, a meeting with the immediate supervisor to discuss 
workload and anticipated needs shall take place. 

2. The Funds Administrator shall fill in for the Financial Administrator during absences, as needed. 
Prior to the Financial Administrator’s absence, where possible, a meeting shall be held with the 
immediate supervisor to review the potential work to be completed. 

3. The Financial Administrator shall fill in for the Funds Administrator during absences, as needed. 
Prior to the Funds Administrator’s absence, where possible, a meeting shall be held with the 
immediate supervisor to review the potential work to be completed. 

The parties shall review and discuss the extent to which the foregoing arrangement was successful in 
achieving its objectives without an unreasonable increase to workload during the next round of 
bargaining, with the goal of implementing the above language in the body of the Collective Agreement 
or finding a mutually agreeable alternative. 

Eriks Bredovskis, President Christy McMorrow, President 
CUPE 3902 CUPE 1281 
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Letter of Intent: Supplemental Mental Health Care Coverage 

8 November 2024 

President, Canadian Union of Public Employees and its Local, 1281 

In discussions between the Employer and Union during the 2021 round of bargaining, gaps in 
employees’ mental health care coverage were identified. 

In recognition of this gap in coverage, effective January 1, 2022 and for the life of this Collective 
Agreement, the following will apply. Upon receipt of an invoice from one or more of the providers 
listed below, the Employer will provide a lump sum payment of $2,500 per employee per calendar year 
to mitigate the costs of accessing one or more of the following providers: Social Workers, Counselors, 
Masters of Social Work, and/or Psychotherapists. 

The invoice shall be presented to the immediate supervisor. 

Should such services be made available to employees either through an expansion of the current 
healthcare plan, an acquisition of an additional plan, or a change to a new plan, then the benefit outlined 
in this letter will be discontinued. It is expressly understood that there shall be no interruption in 
coverage as a result of such changes. 

Eriks Bredovskis, President 
CUPE Local 3902 
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Joint Letter Of Intent: Joining CUPE National EAP 

8 November 2024 

President, Canadian Union of Public Employees and its Local, 1281 

The parties agree to jointly request approval for the inclusion of bargaining-unit members at CUPE 
3902 in CUPE National’s Employee Assistance Program. If approval is granted, the parties further agree 
not to renew the Letter of Intent: Supplemental Mental Health Care Coverage. 

Eriks Bredovskis, President Christy McMorrow, President 
CUPE 3902 CUPE 1281 
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Letter of Intent: In-Person Work Requirements 

8 November 2024 

President, Canadian Union of Public Employees and its Local, 1281 

During collective bargaining, the CUPE 3902 bargaining committee was made aware of concerns about 
in-person work requirements. 

The Employer commits that in-person work requirements shall reflect operational needs as they vary 
over the calendar year and bargaining cycles as appropriate to specific job requirements. In-person 
work requirements shall be reviewed on an ongoing basis in consultation with the Union. 

The Employer further commits to notifying employees of any changes to in-person work requirements 
or schedules and to providing them with at least four (4) weeks’ notice. 

Eriks Bredovskis, President 
CUPE 3902 
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Letter of Intent: Orientation and Onboarding Plan 

8 November 2024 

President, Canadian Union of Public Employees and its Local, 1281 

In the course of collective bargaining, the CUPE 3902 bargaining committee was made aware of 
concerns about the current orientation and onboarding processes of staff. 

By September 2025, the Employer commits to developing, in consultation with the relevant staff, a 
more structured onboarding process that includes an introduction to the day-to-day processes, 
policies, and procedures, as well as the activities, duties, benefits and obligations under this Agreement. 

The Employer commits to developing, in consultation with the relevant staff, a list of materials relevant 
to the orientation topics covered, including an orientation schedule, a list of relevant resources, 
people, guides to relevant procedures and policies. 

The Employer further commits to compile and maintain, with the assistance of current staff, a manual 
for each job category. 

Eriks Bredovskis, President 
CUPE 3902 
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Letter of Intent: Financial Administrator Job Description 

8 November 2024 

President, Canadian Union of Public Employees and its Local, 1281 

In the course of collective bargaining, the Employer was made aware of concerns raised by the 
Bargaining Agent about the workload of the Financial Administrator. 

Based on the workload meeting that was initiated prior to bargaining, it is clear that an external review 
is necessary to conduct a proper assessment of whether the workload of the current Financial 
Administrator Job Description is manageable. 

The external review shall be conducted by an independent third party with no prior or existing 
relationship to the Local. 

The third-party review shall include an assessment as to whether the duties outlined in the Financial 
Administrator Job Description are manageable for one full-time position. 
It will also include recommendations on best practices, suggested training and, should it be determined 
that the workload is too much for one position, which responsibilities ought to be included or not 
included in the position. This report shall be sent to the Employer and Union. 

If the recommendation from the third party is that the Financial Administrator responsibilities are 
impracticable for one position, the Parties will meet to negotiate a Memorandum of Agreement to 
amend, as appropriate, APPENDIX 2 – JOB DESCRIPTIONS - OFFICE ADMINSTRATION – Finance 
Administrator. If the decision is made to create a new bargaining-unit position, we will schedule a 
meeting in accordance with Article 26.02. Such meeting shall take place within thirty (30) days of 
decision to create a new position. 

Upon the execution of the Memorandum of Agreement, the Employer will undertake to implement the 
changes as soon as is practicable. 

Eriks Bredovskis, President 
CUPE 3902 
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Joint Letter of Intent: Pension Plan Working Group 

8 November 2024 

In the course of collective bargaining, the Employer was made aware of the desire by members of the 
Bargaining Unit to enroll in a different pension plan from the Multi-Sector Pension Plan (MSPP). 

The parties agree to establish a Working Group comprised of three (3) representatives from the 
Employer and three (3) representatives from the Bargaining Unit within thirty (30) days of the date of 
ratification of this renewal Collective Agreement to research and recommend a plan to replace the 
MSPP. 

The Working Group will endeavour to choose a pension plan that does not require the Employer to 
make any additional regular contributions to the fund than the current combined MSPP and RRSP 
percentage (14.5%). Should the new pension plan require a percentage contribution of the Employer 
that is less than 14.5%, the remainder shall be made as RRSP contributions. The new pension plan will 
be ratified by bargaining unit members. 

In addition, the Working Group shall also investigate options for transitioning bargaining-unit members 
from individual RRSPs to a Group RRSP. 

Upon selection of a new pension plan, the parties will meet to plan the transition from the MSPP to the 
new pension plan, and will also negotiate a Memorandum of Agreement to replace, as appropriate, 
Articles 24.03 (Retirement-Savings Plan), 24.04 (Multi-Sector Pension Plan) and APPENDIX 4 - MULTI-
SECTOR PENSION PLAN (MSPP). 

Upon the execution of the Memorandum of Agreement, the Employer will undertake to enroll 
members in said pension plan as soon as is practicable. 

Eriks Bredovskis, President Christy McMorrow, President 
CUPE 3902 CUPE 1281 
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Letter of Intent: December Office Closure Schedule 

8 November 2024 

President, Canadian Union of Public Employees and its Local, 1281 

In the course of collective bargaining, the CUPE 3902 bargaining committee was made aware of 
concerns about advance notice of December office closures. 

Notwithstanding 16.02, working days immediately preceding 24 December shall be considered as 
holidays commensurate to the number of statutory holidays during the December closure period that 
fall on a weekend. 

Staff may choose to work remotely on the working days that fall within the December office closure, 
irrespective of normal in-person work requirements. 

The Employer commits to the following December closure schedule: 

• For the 2024-25 closure period, the office will be closed to the public from Monday, 23 
December 2024 until Friday, 3 January 2025. During this period, all regular working days 
between Tuesday, 24 December and Wednesday, 1 January shall be paid holidays. In addition, 
any and all staff may use vacation days on designated working days falling within the closure 
period, without regard to normal staffing requirements. 

• For the 2025-26 closure period, the office will be closed to the public from Monday, 22 
December 2025 until Friday, 2 January 2026. During this period, all regular working days 
between Wednesday, 24 December and Thursday, 1 January shall be paid holidays. In addition, 
any and all staff may use vacation days on designated working days falling within the closure 
period, without regard to normal staffing requirements. 

• For the 2026-27 closure period, the office will be closed to the public from Monday, 21 
December 2026 until Friday, 1 January 2027. During this period, all regular working days 
between Wednesday, 23 December and Friday, 1 January shall be paid holidays. In addition, any 
and all staff may use vacation days on designated working days falling within the closure period, 
without regard to normal staffing requirements. 

Eriks Bredovskis, President 
CUPE 3902 
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Year Sun Mon Tue Wed Thu Fri Sat 

2024 22 23 24 25 26 27 28 

 

29 30 31 1 2 3 4 

 

5 6 7 8 9 10 11 

2025 21 22 23 24 25 26 27 

 

28 29 30 31 1 2 3 

 

4 5 6 7 8 9 10 

2026 20 21 22 23 24 25 26 

 

27 28 29 30 31 1 2 

 

3 4 5 6 7 8 9 

 

Office closed to the public 

     

Working day 

     

Statutory Holiday 

     

Office re-opens 
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Letter of Intent: Administrative Salaries 

8 November 2024 

President, Canadian Union of Public Employees and its Local, 1281 

During collective bargaining, the Bargaining Agent raised concerns about the gap between the salaries 
paid to staff across the two departments. 

Effective August 1, 2024, the base salary of all Administrative positions will be increased by $4,000.00. 

Effective August 1, 2025, the base salary of all Administrative positions will be increased by $2,000.00. 

Effective August 1, 2026, the base salary of all Administrative positions will be increased by $2,000.00. 

For clarity, these one-time special adjustments will apply before wage and COLA increases outlined in 
Appendix I. 

Eriks Bredovskis, President 
CUPE 3902 
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Letter of Intent: Executive Committee Onboarding 

8 November 2024 

President, Canadian Union of Public Employees and its Local, 1281 

During collective bargaining, the Employer was made aware of the desire by members of the Bargaining 
Unit to participate in, and contribute to, the onboarding of new members of the Employer’s Executive 
Committee. 

In order to ensure that the skills and knowledge of employees are appropriately utilized by Executive 
Committee members in order to effectively support the Local’s goals, staff will be invited to participate 
in Executive Committee onboarding and any other relevant training. Employees shall have the 
opportunity to meet one-on-one with Executive Committee members to discuss the role and 
responsibilities of the officer in question, as well as the way these duties overlap with those of staff. 

Eriks Bredovskis, President 
CUPE 3902 
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Letter of Intent: Employer-provided cellphones 

8 November 2024 

President, Canadian Union of Public Employees and its Local, 1281 

During collective bargaining, the Employer was made aware of the desire by members of the Bargaining 
Unit to have cellphones issued by the Employer to its employees. 

By January 2025, the Employer, in consultation with members of the Bargaining Unit, shall investigate 
business phone plans for its employees. 

If the Employer finds a suitable plan (unlimited text, calling, and unlimited high-speed data) that does 
not cost more than $90 per month plan, inclusive of hardware, the Employer shall offer such phone 
and plan to its Employees. 

To prevent a break in current cellphone benefits, the Employer agrees to continue the current 
cellphone benefit (Article 22.04), and, upon finding a suitable business plan, employees shall no longer 
be eligible to claim a monthly phone allowance as per Article 22.04. 

Eriks Bredovskis, President 
CUPE 3902 
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Joint Letter of Understanding: Evening Work 

8 November 2024 

The Parties agree that the current practice with respect to evening work shall continue for the life of 
the Collective Agreement. For clarity, staff who must work extra time during the work week shall be 
entitled to report late to work or leave early from work the following work day. The Union agrees 
that it will not file an overtime grievance for the life of this Collective Agreement. For clarity, said 
grievance exemption does not apply to new language agreed to by the Parties in this round of 
bargaining in 21.01.1. 

Eriks Bredovskis, President Christy McMorrow, 
CUPE 3902 President, CUPE 1281 
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