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AGREEMENT

THIS AGREEMENT entered into as of ez, day of Aeacs) 2028
BETWEEN:

. SCGM MANAGEMENT
(hereinafter referred to as the "Employer®)

-and -

CANADIAN OFFICE AND PROFESSIONAL EMPLOYEES UNION, LOCAL 343

(heteinafter referred to as the "Unlon")

NOW THEREFORE IT 1S AGREED by and beiween the parties hereto:

ARTICLE 1 - RECOGNITION

1.01 The Employer recognizes the Union as the sole collective bargaining agent for all
its office, technical and clerical employees, save and except:

(a)

(b) -

(c)
(d)

Office managet, Ottawa Office Adminlistrator, Assistant Office Manager, IT
Manager and Account Manager and persons exercising managerial and
confidentlal functions as It relates to labour relations;

lawyers;
law students;

law clerks.

1.02 This agreement shall not apply to;

(a)
(b)
©
(d)

(e)

persons hired to replace employees on leave;
persons hited for a specific project of defined duration;
agehcy personnel;

persons hired to fill a vacancy while another employee is working through the
famlliarization perlod for a posted position;

other persons as may be agreed uj:on belween the parties,

1.08 The Union, the employee and the Employer will be consulted on the terms and
conditions of employment of all persons before they commence thelr employment
including those persons refetred to herein.



1.04 Management Rights

The Unlon recognizes that It is the function of the Employer to:

{a) Hire, direct, classlfy, promote, discharge, lay off and suspend or otherwise
discipline employees, provided that a clalm that an employee who has
completed thelr probationary petlod has been discharged or disciplined
withott just catise may be the subject of a grievance and dealt with n
gccorlctlaaréce with the grlevance and arbitration procedures herelnafter

escrlbed;

(b)  Establish and enforce reasonable rules and régulatidns to be obsetved by
employees.

(c)  None of the rights hereln will be exercised in a manner that is Inconsistent
with the express right of the collective agreement.

ARTICLE 2 - UNION SECURITY

2.01

2.02

2,03
2,04

2,05

Any employee for whom the Union Is exclusive bargaining agent under Asticle 1.01
shall be required to join the Unlon upon hiring, as a condition of employment. When
Interviewing Job applicants, the Employer shall inform them of this requirement.

If the Employer decldes to retain a temporary or agency employee, as defined in
Article 1,02, the Employer and the Union shall consult upon terms and conditions
of employment, and the employee shall thereupon become a member of the
bargaining unit. The probationary period as set out In Articles 3.04 and 3.05 shall
Immediately commence unless the parties agree otherwise, Temporary or
agency employees may not be used forlonger than 18 months, but that petiod may
be extended on agreement of the partles. Upon completion of the probationary
period, the employee’s seniority shali be established as the date of hire,

All employees who are members of the Union on the effective date of this
agreement or who subsequently become members, must remaln members in good
standing in the Union during the term of this agreement as a condition of continued
employment.

All employees who are not members of the Unlon shali become members of the
Unlon on the effective date of this agreement and must remain members in good
standing in the Union during the term of this agreement as a condition of continued
employment.

The Employer agrees to deduct Union dues from the wages of each employee,
The Employer agrees to fotrward stich dues to the oftice of the Union monthly.

The Employer agrees to supply the Unlon with a list of all employees onwhose
hehalf such deductions are made. The listshall also include deletions and
additions from the previous month, addresses, telephone numbers, resignations,



2.06

2.07

2.08

2.08
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terminations and the names of employees on unpaid leaves.

The Employer agrees to acqualnt new employees with the fact that a collective
agreement is in effect and with the conditions of employment set out in the Articles
dealing with Union security and dues check-off, The Employer agrees that a Unlon
Steward will be given an opporiunity to hold an orientation mesting with each new
employee during working houts, without loss of pay for one (1) hour, sometime
during the first thirty (30) days of employment, for the purpose of acquainting the
new employee with the benefits and duties of Unlon membership. The Employer
will provide a ptivate setting for this interview.

The Union may hold meetings on the Employer's premises providing permission
gas bgen obtalned from the Employer. Such permission shall not be unreasonably
enied,

The Employer shall recognize the following Union representatives for the purpose
of dealing with Union business as follows:

Two (2) stewards who shall comprise the grievance committee. The negotiating
committee shall be comprised of one (1) steward and one (1) elected member
of the bargalning unit.

An employee management committee comprised of two (2) bargaining unit
members and two (2) management representatives.

The employee management committee shall meet quartetly or at such othertimes
as may be mutuzally agreed upon by the Union and the Employer to discuss matters
of mutual concem. The date and time shall be agreed upon. The Union will
prepare and distribute the agenda of the matters which It wishes to discuss. It is
understood that grievances and negotiated changes to the coliective agreement
shall not be discussed at the employee management committee.

The Union will provide to the Employer a list detailing the names of employees on
these committees, The lists will be regularly updated as changes occur, and the
updated lists will be provided to the Employer,

ARTICLE 3 - SENICRITY AND PROMOTIONS, LAY OFF AND RECALL

3.01

Seniority shall be accumulated on the basis of length of service with the
Employer’in the bargaining unit and shall be accorded to each employee at the
completion of the probationary period of one hundred and eighty (180) days,
effective from the first day of employment. When an employee Is In the service of
the Employer but is not in the bargalning unit, séniority shall be frozen until such
time as the employee again commences setvice In the bargaining unit, except as
provided herein.
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Senlotlty for part-time employees will be pro-rated based on the number of months
the employee works parttime In a calendar year, Part-time is defined as any
employee regularly working less than 20 hours per week,

The Employer shall maintain a senlority list showing the date tpon which each
employee’s service commeénced and the accumulated senlority for part time
employees. Stich records shall be provided to the shop steward on Qotober 12
of each yeat,

Employment of employees may be terminated at anv time during the flrst one
hundred and eighty (180) days of thelr employment with the Employer without any
recourse whatsoever, During the one hundred and eighty (180) day probationary
period, such employee shall be entitled to all rights and privileges provided by this
agreement except with regard to discharge, including the right to notice under
Article 10,04, The Employer agrees to discuss the discharge of a probationary
employee with the Unlon but such discussion shall not be considered as part of
the grievance procedure, it belng agreed that such employees are not subject to
the just cause provisions of this agreement.

(a)  Where an employee bumps of has been bumped or transfers to another
position in the same area of law, or the same department, they shall have
a familiarization petiod of ninety (90) days.

(b)  Where an employee bumps or has been bumped or transfers to another
position in a different area of law, or a different department, that will require
the employse to be trained, training and assistance wlll be provided over a
period of ninety (80) days. The employee shall be given up to six (6) months
to demonstrate they are capable of performing the essential functions of the
Job. The tralning and assistance referred to in this article will be equivalent
to the training and asslstance normally provided to new employees,

(e}  An employee who has bumped or been bumped into a new position, but
who Is unable to perform the essential functions of the position, may
exerclse their seniority to bump Into another position. An employee who has
transfetred into a new position, but who is unable to petform the essential
functions of the position, may retumn to thelr former position, If it still exists,

(d) Inthe event of a reorganization that involves one or motre secretaries, the
Employer agrees to meet with the Unlon [n advance of the reassignments
to discuss any concems or consider any altemnative stiggestions.

Senlority shall be conslidered broken when an employee:
(a)  voluntarlly leaves the service of the Employer;

(b) s discharged in accordance with Article 10;

(c) is lald off for a petiod In excess of iwo (2) years; ot
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(d) falls to report for work for 10. (ten) conseoutive business days without
prior approval or explanation. :

An employee may be deemed terminated due to sickness or disablllty If they have
been absent for more than twenty-four (24) months. Beneéfits for such employee
will continue for an additional twelve (12} months,

[f an employee severs their employment relationship with the employer and is
subsequently rehired within three (8) months, the employee wiii be credited with
previously eamed seniority. If necessary, the employee must also reapply for
health care beneflts and provide evidenoe of Insurabllity. An employee who ‘is
rehired after three (8) months will be considered a new hire,

inthe eventihatthe Employer determines that it Is nacessary to reduce the number
of persons within the bargaining unit, the Employer agrees to consult with the
Union In determining the work affected and the number of persons to be reduoed.

Prior to identifying any individual for ay off, the Employer shall consult with the
Unfon to ascertain whether any employee In the bargalning unit wishes to leave
the smploy of the Employer. Any person who wishes to leave shall be entitled to
the provisions of Arlicles 3,18, 8.14 and 3.15, as well as any other entitlement
under the pollective agreement.

It Is agreed that, having regard to the nature of the Employer's buslness, the
Employer Is entitled to consider such factors as the area of practice in which an
employee has worked, as well as whether the employee has the appropriate skills,
experience and abillties to perform the available work,

The Employer shall identify the person(s) it proposes 1o lay off after having first
considered senioilty together with the factors set out in Article 3,08, The Employer
agrees that it shall, if practicable, Identify the person(s) with the lowsst seniorlty for
lay off. The Employer shall consult fully with the Union prior to identifylng the
person(s) it proposes to lay off and shall provide the Union with a full explanation
for lts declslon,

Employess bumping into a non-secretarlal position shall be pald no less than the
highest salary belng pald in a non-secretarial position. Seoretaries who
bumip Into ancther sectetarial position shall maintaln thelr salary, Employees may
bump to another offlce providing there is no sxpense o the Employer.

An employee who has been notiiled of lay off may either accept the lay off or seek
to displaoe any employas with less senlority, The less seriior employee shall be
displaced if the two emplpyees are relatively equal having regard to Article 3.09

above,

The Employer agtees to provide an employee identified for lay off with at least
alght (8) weeks' notioe prior to the sifeclive date of lay off. The Employer and the
employee may agree thai the employee may take pay In lleu of some or all of the

1
|
i
|
i
l

t
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period of notice. In addltion, an employee shall be entitled to four (4) weeks' pay
on lay off in additlon to the (eight) 8 weeks' notlce ot lieu pay. -

An employee wlll be granted reasonable assistance from the Empleyer In
searching for alternate employment {l.e. time off with pay to attend job Interviews)
in the event the employee accepts the layoff. Subject fo Ariicle 3.18, if the
employee finds employment and must start thelr new job prior to the final lay off
date, such employee shall have the option of remaining on the.racall list for & perlod
of two (2) years from the last day of work, _

The Employet shall continue to pay for all beneflis provided for in the collective
agreement with the exception of long4term disability insurance, to a person who
has been lald off for the first twelve (12) months following the lay off or untll such
fime as the person obtains permanent employment with beneiits, whichever is
shorter, A person on lay off shall not be entitled to sick pay, vacation or holiday
pay duting the perlod of lay off, The senlority status of an employee who is laid
off shall be retalhed and shall continue to accumulate during thls time,

A person on layoff shall be entitled to be recalled far a period of two (2) years
following the layoff. The order of recall shall be detefmined on the basis of
Article 3,09 above, The Employer shall recall the person by registered mail to
their last known address, The employee shall have ten (10) calendar days to
advise the Employer of their Intentlon to return to work, The employee shall
have a further five (5) days, after acceptance of the offer, fo return to work,

An employes who has been recalled to employment shall not be entitled to the four
(4) weeks! pay set out In Aricle 3,18 on any subsequent lay off uniess the
employee has worked a minimum of one year following the last date of retum to
work,

(&)  The Employer will not hire any new employees on a temporaty-(Unless the
temporary assignment Is less than three weeks In duration} or pemanent
basls to fill a vasant posltion If there Is an employee on layoff who has
retained seniotlty and has the abillty to perform the avallable work on the
basls of Artlicle 8.09;

(b)  Notwlthstanding Artlole 8.16, where an employes is given an opporiunity to
be recalled for a temporary assignment, the employse ihas seventy-iwo (72)
hours to acoept the Employer's offer of recall. A racall notloe will be sent to
the employee's last known personal email address, and by coutler to the
employee's last known home address, The employes must communicate
thelr acceptance of a temporary asslgnment to the Office Mahager or thelr
designate, If the employee’s health care benefits have expired during lay
off, extended health care, dental, travel insurance and EAP henefits will be
relnstated for the petlod of the temporary assignment where it Is antlcipated
that the temporary assignment will last longer than sixly (60) days, subject
to the provislons of the ihsurance policy.
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3,19 When a vacancy ocours In an existing position, or when a new position is created,

3.20

3.21

3.22

3.238

Ehe Employer shall post the position in each of its offices for a period of 3 working
ays.

Employess who wish to apply far the posted position are required o submit their
applications for consideration to the Office Manager or designate Ih the tlme
prescribed in the posting, When a position Is posted by the Employer, and the
commencement of the position Is delayed beyond six (6) months, the Employer
wili post the position again to recelve any new applications from employess who
may have commenced thelr employment since the original posting ccourred,

An employee may make a written request to transfer. Such request may be specific
ot genetic in nature, The request shall he effective upon recelpt by the Employer
and shall remain in effect for one (1) year and may be renewed by the employee.
A request made In this manner wlll be consldered If the employee is absent when
the position Is posted,,

(8  The Employer retains the right to select a suocessful applicant for any
posltion, and may utillze reasonable testing appropriate for making that
determination,

(b)  Employees who have been sucoessful in posting for a position which is paid
at a higher rate than thelr previous positien will not recsive any increase in
salary untll the famillarizatlon petlod ls completed. When an Employee
successiully passes the familiatization petiod, the employee will be paid on
the basis of the new rate retroactive to the commencement of the
famillarization petiod,

Relocation expenses may not be reimbursed by the Employer if an employee
suocessiully bids and is awarded a position which would requite relocating.

A new employee who Is currently on probation and undergeing training is
prevenied from posting for the new position for the duration of thelr probationary
petiod,

(a)  The Employer will provide a copy of the job posting to the Union on or before
the day of the posting,

(b)  The Employer will provide the Union with the name of the successful
candidate,

ARTICLE 4 - TIME OFF AND LEAVE OF ABSENCE

4,01

Employees returning from a leave of absence under Article 4 or time off with pay
shall return to-thelr former position at the rate of salary for that posltion unless that
position has been discontinued or permanently fiiled, in which case the employee
shall be glven a comparahle position, Seniotlty shall be frozen for an employee on
such leave of ahsence, unless otherwlse specified,
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4,02 Pregnancy/Parental Leave Benefit

4,03

The Employer will grant a leave of absence without pay, except as described in
Article 4.03, and without loss of beneflts for a perlod of 17 weeks, or In accordance
with applicable legislation for pregnanoy leave. If the baby Is hospltalized, then the
17 week [imlt can be extended for every wsek the child Is hospitalized, or in
accordance with applicable legistation. The Employer will grant parental leave to
elther biological or adoptive parents caring for a new-bom ot adoptive child (up to
the age of 4) io a maximum of 61 weeks or 63 weeks, or in accordance with
applicable lagislation. In both Instances, séniority and service shall continue to
accrue, Howevet, pald vacation will be subject to the guidslines prescribed by the
Employment Standards Act, 2000, e ' :

An employse who is on pregnaney/parental leave shall receive the following
Supplemental Employee Benefits (“top-up”):

(@)  For the 17-week pregnancy leave period, the top-up will be pald in an
amount equivalent to the difference between the sum of the weeskly E.l.
henefits the employee has received and any other eamings received by the
employee, and 93% of the actual weekly rate of pay received on the last
day worked prior to the cormmencement of the pregnanoy leave., Such
period shall inolude any E.l. waitihg period. '

(b)  Forthe first 12 weeks of parental leave, the top-up will be paid in an amount
equivalent fo 80% of the difference beiween the sum of the weeldy E.I
benefits the employee has recsived and any other earnings recslved by the
employes, and the actual weekly rate of pay received on the last day worked
prlor to the commencement of the parental leave,

(¢) I the employee becomes entitled o a wage increass at any time
subsequent to the commencement of the preghancy/parsntal leave, the top-
up will be calculated basad on the hew salarty rate, but the difference will
be pald when the employee returns to work,

(d} Any employee eligible to receive the top-up shall pravide the Office
Managet- with a copy of the first and. last E.l. deposit documentation
recelved from Employment [nsurance.

(e) Employees are requlred to provide the Office Manager ot thelr designate
with at lsast four (4) weeks' written hotlee of thelr date of returmn from
pregnancy and/or parental leave.

(f)  Upon return from a pregnancy and/or parental leave, the employee shall be
placed In thelr former position, If the former position no longer exists, the
employee shall be placed In a position of equal rate of pay to that of the
former position.
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(9) The pragnancy and parental leave top-ups under this article shall be
calculated on the basls of a 12-month leave or such shorter peried of time
actually taken, The E.l, calculations shall be based on a 12-month leave
even whete a longer E.|, approved lsave is taken (e.g., an 18-month leave).

(h)  Where an employee does not retum to work for the firm for a petiod of at
least 4 months following thelr preghancy and/or parental leave, the
employee may be required fo rapay the firm all or part of the top-up benefit
pald durlng their leave. Ths repayment requirement will be at the sole
discretion of the Employer and may be take Into consideration In calculating
any outstanding vacation pay, pay In liey, or any other payment which may
be owing to the employee upon thelr oessation of employment.

Jury and Withess Duty

An employee who is summoned for and performs jury service, as presctibed by
applicable law, will provide a oopy of the stmmons to the Employer before the Jury
duty is scheduled fo begin, The employes shall be paid an amount equa] to the
difference between the strafght time wages the employee otharwlse would have
earned (not including travel allowance or reimbursement of expenses) on each day
of Jury duty and the daily jury duty fee paid by the court for each wotk day on which
they perform jury service and on which they otherwise would have been scheduled
to work. During this period, the employee shall continue to recelve benefits and to
accumulate seniority. Upon being released from jury service, the smployee wili
immediately notify the Employer regatding their return to work, The employee will
request and provide to the Employer a Certiflcate of Juror's Attendance.

An employee who is subpoenaed as a withess, as prescribed by applicable law,
In a coutt proceeding other than one In which they are a plaintiff or defendant, will
provide the Employer with a copy of the subpoena before the court proceeding Is
seheduled to be heard, The amployee shall be pald an amount equal to the
difference between the straight time wages they would otherwise have eamed (not
including travel allowance or relmbursement of expenses) on each day they are
required in court and any withess fee pald to them for each workday on which they
are required in court and on which they would otherwlse have heen scheduled to
work, During this period, the employee shall coniinue to receive benefiis and to
acoumulate senlority, Upon being excused by the ocourt, the employee will
immediately notlfy the Employer regarding thelr return to work.

Bereavement

An employee [s entitled to leave of absence with pay and benefits, and with
continued accumulation of seniority for the following days and citcumstances:

(8) ten déys for spouse or child;

(b) five days for parent, current spouse's parent, step children, step parent;



4,07
4.08

4,09

4,10

4.11

-11 -
(¢) three days for sibling or sibllngs spouse, grandparent, grandchild or step
child's parent;

(d) one day for the putposes of aftending funeral or-a memotial setvice (or
equivalent) for uncles, aunts, cousins, nephews, nieces;

{8} the employee will be required to provide details of the deceased's

relationship for the pumose of record-keeping.

)  Notwithstanding the above, employees will be granted flexibility to disttibute
their bereavement leave enfitlament.

Additional time may he granted for out-of-town funerals.

An employee may request approval from the Office Manager cr their designats for
further paid bereavement leave, which approval shall be looked at oh an Individual
basis, and such approval shall not be unreasonably withheld, Employees shall not
be required to use vacation and sick leave time before approval of such further
paid bereavement leave,

Additlonal time will not be unrsasonably withheld for the pﬁrposes of grief
counselling for employees who have lost a famlly member listed under Atticle 4,06
(a), (b), (c) and (d} above,

An employse Is entliled to take no more than one day for the purpose of attending
funeral or memotial services. Such leave shall not be granted more than three
times per calendar year.

Union Business

(80 Employses will be granted time off with full pay to attend negotlations,
grisvance or arbitration sesslfons between the Employer and the Unlon.

by  Wherte the Union plans a membership mesting on the Employer's premlses
and during regular work hours, the Union will provide advance notlce to the
Employer that all members will be absent fo attend such membership
meeting.

(¢)  Union representatives will also be granted reasonable time off with pay to
attend to Union business,

(d) Time off without pay shall be granted to an elected or appointed
‘ representative of the Union to attend conventions of the Union, conventions
of bodies to which the Unlon is afflliated, and for such other purposes, both
on or off work premises, to a maxlmum of iwenty-flve (25) days per year,

and the Employer will allow further tfime at its discretion.

(&)  Senlorlty shall be maintained and continue to accumulate In all of the above
' circumstancss.
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(/)  Whera fime off is granted without pay, the Employer agrees to pay the
employee and bill the Unlon for the applioable amount based’on a formula
agreed to between the Employer and the Union, and as amended from time
to time, '

()  Upon request and reasonable notice, an employee- shall be glven leave
without pay for up to two (2) years if elscted fo any office or position of the
Canadian Office & Professional Employees Union, one of its locals, the
Canadian Labour Congress, the Ontario Federation of Labour or other
otganizations to which the Union is afflifated, The employse shall provide
four (4) weeks' notlce of thelr Intention to return to work,

Notwithstanding the above, employees may request unpaid leave for secondment
to the Unlon for a perlod of one (1) month or more, and such approval shall not be
unreasonably withheld, In the event the unpaid leave for secondment Is longer
than four {4) months, the employee's vacation and sick [eave entltlsments will be
pro-rated according to the number of months of service in that calendar year
{(January to December). In such cases, the limitations set out In Article 4,11 shall
not apply. Seniority shall be maintained and continue to accumulate in the case of
Union secondments. :

Madical/Dental

At lts discretion, the Employer may grant time off for medioal, dental or urgent
personal or family business up to a maximum of twenty (20) hours per year,

The Employer wili allow further time at its discretion,

(8  Any time off over two and one half (212} hours and under three and cne
guarter (3%) hours may be deducted as one half (%) day sick leave at the
discretion of the Employer,

(b) A request for medical and dental absences must be submiited through the
Employer's attendance software and approved by the Office Manager or
thelr deslgnate prior to the absence belng taken,

The Employer will allow further time for medical, derital, or urgent personal
or family business leave at Its discretion. Where an employee has excesded
the allotted twenty (20) hours of leave during the year, the employee must
make-up any additional time taken. Such fime is to be made up within two
(2) weeks of the absence occurring, and must be approved in advarioe by
the Offlce Manager of thelr designate.

During summet hour months Identlfled In Artlcie 5.08, the granting of time off for
medical dental or other health-related or personal business appointmenis on
Fridays will be suspended, except in an emergency, proof of which may be
required, ;
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Personal l.eave

The Employer may grant personal leave of ahsence without pay up to one (1) year
at its discration. Benefits will be pald for any such leave of less than one (1) month
duration. Seniority shall be frozen until the employee reiurns.to work, Vacation and
slek leave entitiements will be pro-rated according to the number of months of full-
fime service In that calendar year (January to December). :

Employment Standards Leaves

Employees are entitled to all [eaves set out under Part XIV of the Employment
Standards Act, 2000, except to the extent the collective agreement provides
for a greater right or benefit. If granted, a leave under the Aot will be without
pay except as otherwise provided by the Act, Senicrity and service shall
continue to acoumulate during the leave of absence.

{a) For any leave of one (1) year or less under this artlole, the employee
shall be relnstated to their former position, unless that position has been
discontinued, In which case they shall be given a comparable job.

(b) The Employer shall continue to pay its share of the benefit premiums
in Article ‘14 for the leaves set out above, unless the employee notlfies
the Employer Inwriting that they do notwish to patticipate inthe benefits
plans dutlng thelr leave of absence,

The Employer recognizes that employees may expetlence violence or abuse in
thelr personal lives which may impact thelr work performance and attendance, The
firm is commiited to supporting and accommodating employees In such
clroumstances and will work with an employee and/or the Unlon to do so.

ARTICLE 5 - HOURS

5.01

The work week shall be a total of thity-two and one-half (32.5) hours per week
Monday to Friday inclusive, Each employee Is entitled to one (1) hour for [unch,
(not to be taken at the beginning or the end of the day without prior notification and
cohsent of the Offlce Manager or their designate), and a total one-half (12) hour in
rest petiods (not to be taken In conjunction with lunch hour or at the beginning or
end of the day without prior notification and consent of the Office Manager or their
designate). Such time off is not be included in total hours worked, Particulars for
offices or depattments as follows:

(@) TORONTO

Each employee shall start daily at 8:45 am and shall leave at 4:45 pm. With
consent of the Office Manager or their designate, employess may atrange with the
lawyers they report to, a change In the employees’ regular work hours, However,
employess must be present for the Employer's core work hours of 8:30 am to 4:00

pm,
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Each employee shall start dally at 9:00 am and shall leave at 5:00 pm, With
consent of the Office Adminlstrator or their designate, employees may arrange,
with the lawyers they report to, a change in the employees' regular work hours,
However, employees must he present for the Emplovet's core work hours of 9:30
am to 4:00 pm,

5.02 The minimum amount of ovettime which can be paid Is 1/2 hours within any paytoll

petiod,

5.03 {a) InToronto, If an employee antlcipates reporting late to work by more than

5.05

ten (10} minutes, the. employee must ielephone Reoeption as soon as
posslble. If the employee is unable to reach the receptionlst, the employee
must leave a detalled volcamall in the Employel's general voicemail box. [f
it Is impossible to telephane, the employee will emall reception and the
Office Manager, as sooh as possible.

(b) In Ottawa, if an employse anticipates repotiing late to work by more than
10 (ten) minutes, the employes must telephcne the Oftawa Office
Adminlstrator or thelr deslghate as soon as possible, If the employee is
unable to reach the Ottawa Offlce Administrator, the employee must leave
a detailed voicemall in the Employer's general voicemall box, If It [s
impossible to telephone, the employse will emall the Ottawa Office
Administrator as soon as possible.

{c}  Upon artlving at work, the employee must provide the Office Manager or
the Ottawa Offlce Administrator, as the case may be, with a proposal to
make-up the thme. Employees will generally be expected to make up such
time on the same day, In extraordinary circumstanoes, the Employer may
waive the requirement that the time be made up,

If approved In advance, all tims worked outside of regularly scheduled office hours
shall be pald at the rate of 1.5 times the employee’s houtly rate of pay. The
Employer agrees to pay 2.0 times the employee's houtly rate of pay on weekdays
where an employee works past 11:00 p.m: Absent excepilonal clroumstances,
employess are also required to submit overtime claim forms o the Office Manager
no laterthan 2 weeks after the overtime was worked, and the overtims forms must
beatr the signature of the stpeivisor who authotized the employee’s overtime.

Employees oalled to work on a day which Is not a regularly scheduled work day
shall be pald a minimum of 4 hours' pay at the approptiate premium rate,

5,06 OQvertime shall

{(a)  be voluntary, except duting emergencles:
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{(b)  be granted first to the person whose job the overtime pertains to, where
practicable; second to the person most sultable to the work feduested; then
down the senlority list. Same day overiime requests recelved after 4:00 p.m.
will go to the first available and qualified bargalning unit member, Durling
summer hours, same day overtime requests received after 2 p.m. will go to
the first available and quallfied bargaining unit member. '

(¢)  Notbe granted to persons outside the bargaining unit unless no bargaining
unit Employee is avallable to petform the overiime,

(d)  An employes who works overtime on Saturdays, Sundays and holidays
(holidays as specified In Atticle 6.01) shall be paid double the employee's
hourly rate. With the exception of overtime worked overa Dacember holiday
closure, employess who opt to work for lleu time instead of overiime pay
are entitled to be reimbursed at straight fime, are required to take the lieu
time within two (2) wesks of the overtime being worked, and are requlred to
nrovide the Offloe Managet and thelr designate with the date the ilelt time
will be taken. Employees who work duting the December hollday closure
and wish to take lleu time instead of overtlme pay, oan {ake the lieu time at
any time during the following calendar year, subject to normal vacation
request and approval procedures.

(e) Whera the Employsr requires overtime to be worked for more than one
(1) consecutive day In the reception or office facilities depariment, such
overtime shall be assigned on an equal basis amengst those volunteering
forthe overtima,

Employees required to work two (2) hours or more overtime In any day shall be
provided with an $18.00 meal allowance by the Employer and transportation to
place of resldence or parking and mileage allowance (at the rate set by the
Employer, and the same rate used io reimburse lawyers), If the lalter does not
exceed the cost of cab transportation. If the employee uses cab transporttation, the
employee must use the Employer's authotized cab account. If the overtime falls
on a Saturday, Sunday or statutory hollday, the employee shall be entitled to
recelve an $20.00 meal allowance If such employee is requirad to work four (4)
hours or mote, and an additional $20.00 meal allowance after another five (5)
hours of work, and transportation to place of residence or parking, and mileage
allowance as speoified above. If an employee is requested to report to work one
hour of more prior to thelr normal starting time, the Employer may authorize the
payment of transportation costs for such employse where It wolild otherwise not
be reasonably convenlent for the employee to teport for-work at the requested
time. The meal aliowances will be provided to employees in thelr regular pay.

Commeneing onl the Friday before the Victorla Day weekend, and ending on the
Friday befora the Labour Day weekend: , ' .

(a)  with the exception of the Toronto Library Cletk/Receptionist, office hours for
all bargaining unit members wili be 9:00 a.m. to 3:00 p.m.}
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(b)  the Toronto Library Cleri/Receptionist will work 8:30 a.m. o 2;30 p.m,;
(¢}  the Toronto office overtime will be from 3:00 pm {0 5:15 p.m,;
{(d) the Ottawa office overiime will be from 3:00 pm to 5:00 p.m.;

{e) the Unlon will atrange reception oveﬁime and any employee required to
work after 8:00 p.m. on & Friday will be paid overtime at the applicable rate;
and .

(i with the exception of conflict-segregated employses, employees will be
provided with the opportunity to bid for Friday ovattime before early closures
begin in accordance with Appendix D.

ARTICLE 6 - PAID HOLIDAYS

.01

6.02

6.03

6.04

Employees shall be paid for the following holidays:

New Year's Day  Canada Day Decembar 24
Good Friday Clvic Holiday December 25
Easter Monday Labour Day December 26
Victorla Day Thanksgiving Day December 31

Family Day (8 Monday In February)

And one (1) lieu day for each employee to be taken on a mutually agreed to date,
sueh lieu day not to be taken by more than one (1) employee at a time unless
agreed to In advance by the Employer.

The Employer may, from time to time, determine to close the office on other days
and, in so doing, will also determine the serviees that will continue to be made
available, The Employer shall cover those servicas through a volunteer process,
However, If the Employer cannot adequately cover those services through the
identiflcation of volunteers, the Employer will apply the provisions of Article 5,08,
An employse shall be paid time and a half for all days worked when the Employer
has determined to close the oftice.

If any of the pald holidays mentioned In Artlcle 6.01 above falls on an employese's
previously scheduled day off, the employse shall receive & day's pay ot an
altetnate day off with pay to be taken at a mutually convenlent time selscted by the
Employer and employee, at the option of the employee, When choosing the option
of an alteinate day off, such time shall be takeh as soon as possible and cannot
be accumulated. :

Reasonable time off will be granted to those employees who wish to attend local
Remembrance Day sarvices without Infringing on the employee’s lunch hour,
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Employess are required-to make arrangements first with their immediate
supetvisor, followed by the submisslon of a tlme off request through the
attendance softwars.

Should the Employer decided to institute an on-call system for coverage on paid
holidays, it shall meet with the Unhion fo discuss the declslon pilor to
implementation,

ARTICLE 7 - VACATIONS

7.01

7.02

7.03

In the first year, vacations are pro-rated according to the number of months of
service in that calendar year (January - December).

(8 Vaocations are then accorded to employees as follows, and in accordance
with the vacation policies:

()  Before the fifth (5th) year of service - Three (8} weeks with pay at
any time during each calendar year.

(i)  Inthe fifth (Bth} year of service - Four {4} weeks with pay at any time
during that calendar year In which the anniversary falls, and sach
subsequent calendar year,

(1)  In the tenth (10th) year of service - Five (5) weeks with pay at any
time during that calendar year in which the annlversary falls, and
each subsequent year,

{iv}  In the twenty-fifth (251} year of service ~ Six (6) wesks with pay at
any time durlng that calendar year In which the annlversary falls, and
each subsequent year,

(b} Vacatlons are not {o be taken at one fime unless agreed to between the
Employer and smployee,

(c)  Any empioyee absent from work for more than 4 weeks for any reason
(apart from vacation) will have their vacation entitlement pro-rated for that
calendar year,

A maximum of two (2) weeks' vacation time from a previous calendar year may be
casried over, provided such time is taken by March 81% of the following year. If
such time Is not taken by March 31st, the employes's entitlement will be reduced
to the standards established under the Employment Standards Act, 2000 and the
employee’s remalning vacation allowance, If any, will be paid out.

Employees may take thelr vacation In single days or half days, provided that
these times are arranged by mutual agreement with the Employer A hatf day
worked will consist of 8% hours.
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7.08

7.06

7.07

7.08

.8

Vacations shall be scheduled in accordance with the vacatfon poliey which is
attached as Appendix "A",

An employee whose employment is terminated shall be pald pro-rated vacation
pay. :

Where an employee has taken more vacation time than they are entitled to take in
any given calendar year, the situation shall-be addressed as follows:

(@) thelr vacation entilement In the subsequent year will be reduced
- acoordingly; :

(b) where the employee leaves employment, any regular or severance
payment owing shall be reduced accordingly.

Any unused vacation time entitlement eamed In a calendar year shall be paid o
the employee upon termination, together with any severance pay owed.

()  Nolaterthan Febtuary 1 in each calendaryear, secretarial staff are requived
to provide (and to keep current throughout the calendar year) a copy of thelr
secretatlal duty list, Employees who do not email an updated list to the
Offloe Manager and thelr deslgnate will be unable to sxetcise theit senlority
rights to bid for summer vacation under the vacation policy (Appendix A)
until the duty list is provided.

(h) Throughout the calendar year, secretadal staff are required to provide
complete details of thelr supervising lawyars’ vacation, sabbatical and/or
extended absence Information to the Office Manager.

Where an employee qualifles for bereavement leave durlng their petiod of
vacation, there shall be no deduction from vacation credits for such absence.

ARTICLE 8 - GRIEVANCE AND ARBITRATION

8.01

8.02

8,03

In the event of a dispute with respect to the interpretation of this agreement, which
cannot be resolved through Informal discussions beiween the partles, the grieving
party must file a gtievance in wilting within 80 calendar days of the dispute arising.

The Employer and the Union shall mest to discuss the grievance with a view to
resolving the matter within fifteen (15) days of the filing of the grievance cr at a
mutually agreed upon date. The Unlon may' have the assistance of a
representative of the Union at this mesting. The Employer shall render lts written
declsion within ten {10) days of the meeting. '

If the representatives of the parties are unable to agres, the grlevance may be
submitied to atbltration within flfteen (15} calsndar days. It shall be submitted to
an atbitrator mutually agreed upon by both partles. The decision of the arbitrator
shall be fina} and binding on both partles, If the parties cannot agree on an



8.04

8.06

~4g«
arbltrator, the appointment shall be in accordance with Section 49 of the Labour
Relations Act,

Eht_a compensation of the atbitrator shall be borne equally by the Employer and the
hion,

The arbitrator shall have the right to direct compensation fo the Employer orto the
employee as may be Just and reasohable in all the circumstiances,

The atbltrator does not have the power to alter, amend, add o, subtract from, or
modify the terms of the collective agreement,

ARTICLE g - SICK LEAVE AND PERSONAL LEAVE/EMERGENCY LEAVE

9.01

9.02

An employee Is entitled to 15 working days, non-cumulative, In each calendar year
as follows:

(a) Twelve (12) days for sick leave for which the Employer may request a
medical cettificate after three (8) consecutive days of absence. However,
the Employet reserves the right fo ask an employes for a medical cerfificate
from a qualified medlcal practitioner whenever It suspects the siok leave
bensfit Iz being abused. Sick days may be applied to cover absenhoes
related to il dependent children, parents and grandparents. If the Employer
requires the Employee to obtain a madical cerlificate, the Employer shall
pay the full and reasonable cost of the cerificate upon submission of a
recelpt of payment, '

(b)  Three (8) days for family or personal business. These days may be used as
sick days but may not be used for or in conjunotion with vaoation days,

(¢)  Payment of unused slck leave/personsl leave days shall be based on one-
half (1/2) of the unused leave in each year, Howeéver:

{(  if an employee has used more than thelr allowance under this article,
they will have the following year's allowance reduced accordingly;

()  If an employee who has used more than their allowance under this
articls has left employment, any regular or sevarance pay owing will
be reducad accordingly; and

()  anemployee who leaves employment without having used all of thelr
allowance under this article will be paid siclk leave on a pro-rata
basis. ' :

In the event of a major or serious finess in which an employee Is awsy from work
for more tharrthe fifeen (15) days slok/personal leave allowed, the Employer will
have the discration to grant a further fifteen (15) days sick leave with full pay and
without loss of benefits only In the event of such major or serious illness, unless
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coverage is provided by the shori-tertn disability Insurer. All unused vacation days
will be used prior to the granting of any additional sick leave, unless otherwise
agread upon betwsen the Union and the Employer. Any additional sick leave
granted to an employee Is not eligihle for payout Identifled by Arlicle 9,01.

8.03 Noiwithstanding the provisions of Artlcle 8.06, an employes who has beenh offered
and declined an accommodated posliion at & lower rate of pay shall be placed on
a leave of absence for a perlod of two (2) years {unless another sultable posltion
becomes avallable), However the medival benefits shall be discontinued 12
months following the commencement of this leave,

9.04 Should the Employer schadule a'meeting with an employes to discuss absence,
the employee may requiest to have a Union representative present. Suoh requests
shall not be unreasonably denled. ‘

ARTICLE 10 ~ DISCHARGE AND DISGIPLINARY ACTION

10.01 The Employer shall not impose d!'scharge ot disciplinary penalties whioh are
unreasonable or unjust,

10.02 In the event of a claim that an employse has been discharged or disciplined
unjustly or unreasonably, the claim shall be subject to the Grievance and
Arbitration procedure provided in Article 8.

10.08 The Employer shall notify the Union Representative prior to any disciplinary action
being taken agalnst an employee and prior fo discharging an employes.

10.04 The Unlon Representative shall be entitied to be present at any meeting betwéen
the Employer and smployee which could affect the employment telationship, Only
the employse may request that the Union Representative not be present at such
meeting. The Employer shall adviee the Unlon Steward of the purpose and subject
of the meeting one (1) working day in advance of the meeting.

10.05 Except In the case of dismlseal for cause, employees will be given nofice in
accordance with the Employment Standards Aot, 2000, or pay in lieu thereof,

10,06 The Employer agrees that wherever possible employees and the Union shall be
notifled at Isast onz (1) full working day in advancs of any interview of a disciplinary
or investigative nature and to indicate:

(a) the employee's right to be accompanied by a Unich representative;

. (b)  the purpose of the mesting, including whether it involves the employee's
personnel record; .

(c) that if the employee's parsonnel record is to be considered during the
intarview, the employee and/for the Union representailve shall have access
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to the personnel record before the meeting to the file In accordance with this
Artlcle,

10.07 No disciplinary report of any kind shall be placed in the file of an employee
unless said raport has been sighed by the employse or a Union steward, A ocopy
of the discipiinary repott shall be provided to the employse and the Union steward
with in-seven {7) days of the disciplinary report being prepared, If the employee or
the Unlon steward refuse to sign a disciplinary report acknowledging recelpt of the
repc;]rt, the r;aport may be placed in the file with an explanation as to the reason for
such refusal,

10.08 An employee's record will be automatically cleared of disclplinary measures after
elghteen (18) months. An employee has the tight to examine their personnel record
upon request, provided ohe duly authorized representative of the Employer is
present, A Union steward may examine the record on bshalf of an employee
provided they have written authorization from that employee to do so and provided
one duly authorized representative of the Employer is present,

10.09 Upon terminatlon of employment, the employee will advise the Employar whether
or not a refarence is to be glven, and by whom,

ARTICLE 11 - STRIKES OR LOCKOUTS

11.01 There shall be no strikes on the part of the Unlon nor lockouts on the part of the
Employer during the lifetime of this agreement. This section shall noi be
construed as prohibliing membetrs from respecting piclet lines authorized by
the Unlon concemed,

ARTICLE 12 - HEALTH AND SAFETY

12,01 The Employer shall make all reasonable provisions for the safety and health of
employees up to the standards provided by law, including informing employees
of any situation relaiing to thelr work which may endanger their health and
safety as soon as it Isarns of the situation.

12,02 The Employer and the Unlon agree to form two joint health and safety
committees as follows:

§  Inthe Toronto office, the joint health and safety committee wiil be
comptised of four representatives, two from the Union and two from
Management.

@ Inthe Ottawa office, the Joint health and safety committee wili be
comptised of two reprasentatives, one from the Union and one from
Management

The composition of the committees may be atljusted if required by the -
Ocoupational Health and Safety Ack.
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12.083 The purpose of the joint health and safety committees is to identify and consider

12.04

routine and emargent workplace health and safety matters and make
recommendaiions to the Employer, The Union may also, from time to time,
bring to the attention of the Employer suggestions coneerning health and safety
in the workplace or suggestions for improvements In the conditions of work, A
joint health and safety committee or the Union may also suggest topics for
training or orientation.

The Employer shall make best efforts to provide offlce-appropriate PPE o
employees raquired to work In the office during a pandemic or public health
crisls,

ARTICLE 13 - UNION LABEL

All typswritten mimeographed, ditived work in the office of the Employar will bear
the "Local 848, Canadlan Office and Professlonal Employeas Union" {abel If such
work was petformed by a member of the Unlon, provided such label shall not be

attached to officlal coutt doctiments nor any commerclal documents.

ARTICLE 14 - BENEFITS

14.01 The Employer will pay on behalf of employess the full premiums for:

)
i)

i)

semi-private hospital coverage:
extended health care plan;

paramedical services up to the indicated maximum per insured person per
oalendar year as follows:

1, Psychologist, psychotherapist, social worker  $1700
2, Chiropractor $800
3 Osteopath $800
4, Podiatrlst/Chiropodist $800
5, Naturopath $400
6. Massage Therapist $800
7. Speech Theraplst $800
8.

Physiotherapy, oocupational therapy $1500

travel insurance;

" dental coverage atf a two (2) year lag for Ontario Dentists' Association

Schedule of Fees (ODA schedule changes to be effective January 1 in
each year), Major Restorative Services Rider;

shortterm and long-term disability plan;

life insurance valued at three (3) times employess' annual salary (to a cap



-9 .

of $250,000 unless the employee satisfies the carrer thatthey qualify for
greater coverage) and dependent life Instrarice ($10,000 for spouse and
$2,000 for each child); and

vi)  Employee Assistance Program

14.02 Extendetd health coverage will extend to employess up to the age' of 70, or as
deflned in the policy of insurance. Benefit coverage for a "spouse” Inoludes
persons of the same sex.

14,08 Should the Employer; during the course of this agreement, deem it necessary to
source quotes from other medical insurance providers, the Employer may do so
provided there [s not a decrease In the level of benefits as currently provided by its
current medical Insurance provider. No changes will be made to health care
coverage without first consulting with the Union,

14.04 If an employee Is required to cance! a dantal or medical appointment without
sufficlent notice as a result of the Employer requiring the employee to work at such
time, then the Employer will pay any cancellation fee that may atise as a result
thereof,

14.08 Subject to the provisions of the applicable Insurance polloy, the Employer will give
all evnployeas who retire between the ages of 60 and 68 the option of maintaining
the health and welfare benefits set out In Article 14.01 for a perlod of up to 24
months from the date of retirement, provided the employee pays 50% of the
premiums for such benefits.

14.06 The Employer shall pay, for any active employee who has passed probation,
$1,000 per year towards membership in a health club, the purchase of fitness
equipment. or fitness classes.. The employee shall submit a receipt to the Offlce
Manager vetifying their membarship in the health club, on or before December 1
of the current year.

ARTICLE 15 » WAGES

15.01 Wages shall be paid weekly or bi-weekly, at the Employet's option, In order to
uphold the principles of confidentlallity and privacy, the Union and the Employer
agree hot o listindividual employee wages in the collective agreement, The partles

further agree:

()  All employees shall recelve a three and a half percent (3,5%) wage increase
effective October 1, 2022; and

(b)  Allemployees shall recelve & further three and one quarter peroent (8, 25%)
wage increase effective October 1, 2028
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15.02 The Employar and Unlon are also prepared o discuss the development of Job
Desoriptions, and amendments to Job Desoriptions as is necessary from time to

time,

16,08 The Employer is prepared fo discuss with the Union, during the course of this
agresment, the practicality of Implementing a wage grid. If the partles can agree
on the grid, it will be Implementad on a date o be agreed by the parties.

ARTICLE 16 - REGISTERED RETIREMENT SAVINGS PLAN (“RRSP™)

16,01 Afteran empioyee has sucocessfully passed thelr probationary petiod:

(a)

(b}

(©)

(c)

The Employer and employee may begin contributing fo the employee's
ARSP, The Employer will contribute eight percent (8%) of an employee's
bi-weekly base salary, and the employee shall contribute four percent (4%)
of thelr bi-weekly hase salary, Into an RRSP oreated for the employse,

Ths employee has the option of participating In the RRSP starting
immediately upon completion of the probationary petiod, However, as a
condition of employment, the employes must participate in the group RRSP
upon their second annlversary date of employment,

The Unlon and the employee understand and acknowledge that the RRSP
group financlal advisor has an obligation to communicate with the Employet
should the employee request to withdraw any or all of the RRSP
contributions made by the Employer and/or employee,

Onoce the Employar and the employee have commenced contributions Into
the employee’s ARSP, the employee may be subjest to termination should
the employee remove any or all of the RRSP contributions.,

16.02 Payments are {o be made bi-monthly.

16.03 Employer RSP contribution will not ocour in sltuations where:

(a)
(b)

{€)

()

an employee is laid off;

an employee has been terminated but is paid a salary continuance for the
notice petiod;

pregnancy leave, unless requested by employee and employee also agrees
1o coniinue o contribute their 4% contribution;

an employee is on unpald leave of absence, short-term disability or long-
term disability;

an employee |s being pald severance bonus,
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16,04 Employees who are age 60 or older priot to raetlring may request, and the Employar
may agree, to reduce their hours of work when transitioning inte reflrement. Any
such request should be communieated by amail to the Office Manager.

ARTICLE 17 - TECHNOLOGICAL CHANGE

17.01 In the event of technological changes, such as the introduction of office machinery
which may displace an employee, the Employer agrees fo offer any employment
created by such change to qualified employees whenever possible bafore hiring
additlonal staff,

17.02 The Employer also agrees to allow employees to take a training program if they
wish employment in these new positions If employment is created by such a

change.

17.08 The rates of any new jobs created in this manner shall be subject to the provislons
of Article 15,

17.04 The parties do hersby agree to adhere to the following with respect 1o video display
terminals (VDTs):

(a)  Any employee working on a VDT shall be entitled to work away fiom the
terminal ten {10) minutes In each hour to be worked. .

(b}  Any employee required fo work on a VDT and who reporis eye sirain as a
resuit of VDT use, shall have an eye examination that will establish the
actual state of health of the eys. The doctot's yepott shall be given to the
employee and shall become the employee’s possession. To be eliglble for
this beneflt the employee must flrst pass the initlal probationary petiod,

(c}  Upon the provision of reseipts to the Employer, the Employer shall pay
up to one hundred dollars ($100,00} onoe every (2) two years for the eye
examination, provided % is not already covered by the Employer's insuranoe
and welfare plan or by another Insurance and welfare plan. To be eligible
for this benefit the employee must flrst pass the Initlal probationaty perlod,

(d)  Upon the provislon of receipts to the Employer, the Employer shall pay up
1o six hundred dollars ($600.00) once every fwo (2) years for eyeglasses ot
contact lenses required for the employee to work on VDT’s provided they
are not already coverad by the insurance and welfare plan or by another
insurance and welfare plan. To be eliglble for this benefit the employes must
first pass the inltial probationary perlod.

17.05 The Employer is pommitted to keeping employess' skills up-to-date and
marketahle. Howaver, If an employee desites tralning, from an exteral source,
and which fraining or course will enhance thelr performance and functionailty In
the Eniployer's workplace, prior to taking the course, the employes may make
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application to the Office Manager to have the Employer reimburse the expense
upon the following conditions:

{a) . recelve advance apptoval for reimbtirsement;

{b) provide specific Information concerming the content of the tralning and its
relationship to work performance; ‘ A

{c)  provide supporiing evidence that the employee has attended a minimum of
70% of tha training; and

(dy  provide supporting evidenoe that the employee has attalned a grade of 65%
: in the course or the passing grade, whichever Is higher,

ARTICLE 18 ~ SEVERANCE
18.01 Bonus

Employees with less than five (5} years' service shall racelve a honus In December
of not less than one (1) week's full pay, Payment shall be on a pro-rata basis for
the first year. Employees with morte than five (5) years' service shall receive iwo
{2) weeks' full pay In December. Bonus payments will be temporarlly suspended
for any employses owing monies to the firm for involces lssuad to them for personal
charges and which are more than six (8) months old from the date the bonus is to
b[e pa!g. Bonhus payments will be reinstated ance the accounts recelvable has been
cleared.

18.02 Severance - Employees shall tecelve severance pay (determined by the
amployee's anniversary date) asfollows, except in cases of discharge for cause:

2 -4 years of setvice: 1 week's severance pay
5~9 years of setvics: 3weeks' severances pay
10—14y§ars of service! 7 weeks' severance pay
15 of mora years of service: 156 weeks' severance pay.

Employees hired after February 10, 2023 shall receive severanos pay (determined
by the employse’s anniversary date) In the amounts listed above, except In cases
of discharge for just cause or voluntary resignation, “Voluntary resignation” for
purposes of thls article does not include retirement, - -

An employee whn hag been permanently laid off shall forfeit their recall rights upon
payment of severance pay, Severance pay shall be caloulated using the raie of
pay recelved by the employes In thelr last waek of work. -

Where an employee does not provide the employer with iwo (2) weeks
written/working notice of resignation, the employee will forfeit thelr severance
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payment, except In extenuating circumstances.

18.03 The above payments are to be made only to employees who have been In the
employ of ihe fitm for a perlod of two years as determined by the employee's
anniversary date. Such payments will then refiect an employse’s total service with
the firm. If any amounts are owsd to the firm for invoices issued to them for
personal charges, such severance payments will be reduced for the totat amount
owed by the employee,

18.04 Sevetance Is not payable if an employee severs employment with the flrm within
12 months of retuming from a pregnancy/parental leave under Atticle 4,03,

18,05 A deceased employee’s estate shall be paid severance pay as set out in article
18.01.

ARTICLE 19 - TERMINATION OF AGREEMENT

19.01 This agreement shall remaln in effect from Ootober 1, 2022 io September 30, 2024
and thereafter shall be automatically renewed every three (3) years, or from year
to year, as the oase may be, unless within ninety {90) days of the expiration date
of the termination of any yearly perlod thereafter, either party shall serve upon the
other wiitteh notice of Its desire to make a change theteln spesifying such changes.
Within one {1) month of receipt of notice, the parties shall meet 1o negotlate
renewal of this agreement, . . '

ARTICLE 20 - STAFFING AND EVALUATIONS

20,01 Performance svaluations will be done on not less than a bl-annual basis, and the
method and scope of such review o be clearly identified for remedial, educational,
communicative and developmental purposas only, and not to be used for
disciplinary purposes or other purposes that adversely affect employees, If
disclplinary measures are to be taken at the time of an evaluation, such disclplinary
measurs shall be in accordance with Article 10 of this Agreement. The Employer
will consult with the Union in developing the evaluation progess.

20,02 Should the Employer decide to increase an assistant's palring beyond two
. lawyers, the Employer will consult with the Unlon and provide its reasons prior
to making the change.

ARTICLE 21 - NO DISCRIMINATION

21.01 The Employer and the Union agree that there shall be no.discrimination or
harassment exetolsed or practised with respect to any employee, and the partles
to this Agreement will adhere to the Ontatlo Human Rights Code. Employees may
process complaints under this clause through the grievance procedure or through
the Employet's antl-harassment policy.
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21.02 The Employer recoghizes Its responsibility and commitment to a harassment and
violence free workplace and agrees fo comply with the provisions of the
Ocoupational Health and Safely Act and The Accesslbllily for Oniarlans with
Disabllitles Act, 2005,

21,08 Workplace harassment means engaging In a course of vexatious comment or
conduct against & worker that is khown or ought reasonably to be known io be
unwelcome.,

(@  Workplace violence means:

(il  The exercise of phyéioal force.by a person against a wotker, in a
wotkplace, that causes or could cause physical injury to the worker;

(i)  Anattemptto exerclse physical force agalnst workers, in a workplace
that could cause physical Injury to the worker;

(i)  astatement or behaviourthat It s reasonable for a worker to interpret
as a threat to exercise physical force against the worker, in a
workplace, that could cause physical injury to the worker,

21.04 Cases of parsonal harassment or violence shall be eligible to be processed as
grlevances, Where the alleged harasser is the person who would normally deal
with the flrst step of such grievances, the grievance will automatically be sent
forward fo the next step. '

21.05 The Employer and the Union recognize thelr joint duty to accommodate disable
employees In accordance with Ontarfo Human Rights Code.

DATED at Toronto, this__{ 41" day _.A;QM__ of 2023,

Signed on behalf of SCGM
Management

Vwma.@/%wf |
oGO
SOE S
<=l

of Canadian_
ssional Employees

{famdistriet7s
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APPENDIX "A"
VACATION REQUEST POLICY

All vacation requests must be approved by the supervisor or lawyer/supsrvisor
before submisslon to the Office Manager or their designate (TORONTO) or the
Office Administrator or thelr designate (OTTAWA).

Heguests for vacation which are not between June 1 and Ssptember 15 in any

given year will continue to be made In the same manner as they have been in the
past and will be granted on a first come, first served basis, subject to the maximum
numbers of persons allowed on vacation, which is set out below,

Requests for vacation which are between June 1 and Septsmber 15 In any given
year will ba granted based on senlority, The requests must be emalied to the
Offlee Manager or Office Administrator provide for an automatic method to date
and time stamp the request, Anyone who Is interested in bidding for vacation
;:Ilﬁring the June 1 {o September 15 perlod Is requested to provide thelr bid as
Ollows:

TORONTO: Bids may be submitted between January 1 and February 18 of the
same yeat, After February 15, all requests will be sorted by senlotity and
assigned, If there are too many staff who request the same vacatlon time, the Junlor
employees will be advised as soon as possible in order that they can select other
dates for corisideration, This may require additional sorting following the submission
of the second request in order ta ensure that the ptinciple of senlority Is followed,

insofar as posslble in the process. The Employer will make every effort o
respond to vacation requests as sooh as possible (likely the first week of Marchy).

OTTAWA: Bids may be submitted between January 1 and March 15 of the same
year. After March 15, all requests will be sorted by senlotity and assigned. [f
there are too many staff who request the same vacation time, the junior
employees will be advised as soon as possible in order that they can seleot other
dates for consideration. This may require addlitional sorting foliowing the
submisslon of the second request in order to ensure that the principle of senforily
is followed insofar as possible In the process, In the event a second round of
bidding Is necessary, the Employer will make every effort to respond to vacation
requests as soon as possible (likely the first week of Aptll).

Maximum number of suppott staff off at any one fime is determined as follows:

Toronto Secretatial staff — six (B) (including those individuals. repotting directly fo
lawyets) and seven (7) on Fildays during July and Atgust and up to the Friday
before Labour Day; .

Toronto Offloe Facilities staff - 1
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Toronto Administrative staff will be operating under different vacation guidelines to
cover for vacationing administrative staff and will not be included in this bidding -

process.
Toronto Reception/Offlce Clerk — 1
Toronto Accounting staff;

()  Dusing the months of January and February, the Acocounts Receivable/Data
Entry Clerk will not be scheduled to take vacation;

(c)  During the months of February and March, the Acoounts Payables Clerk will
not be scheduled to take vacation;

{d)  During the months of December and January, the Billing/Receivable Clerk
and the Billing Clerk will not be scheduled to take vacation;

(e) At any other time of the year, the Accounis Receivable and Accounts
Payables Clerk cannot be absent at the same {ime;

({l  Atany other time of the year, the Blllings/Receivable Clerk and the Billlngs
Clerk cannot be absent at the same time,

(@)  Notwithstanding the above, the Employer may grant an employee's request
for vacation during a prohibited petiod subject to operational needs, Such
requests shall not be unreasonably denied.

Ottawa Staff — Only one (1) support staff can take vacation on any given day.
Depending on the staffing requirements of the office, the Offioe Manager may
approve two (2) support staff to be on vacation.

Maximum number of conseoutive weeks' vacation is being limited to three weeks
during the June 1 to September 15 period, which may be consecutive, Staif will
be able to request additional vacatlon during this perfod If there are still weeks
avallable aiter the bidding procass has been concluded.

Special requests for unique vacation bids In advancs of the normal bldding period
for the months of June 1 to September 15 will not be available, Howaver, approval
for an extenslon of the length of vacation durlng the June 1 to September 15 perlod
mzy be considered and granted at the disctetion of the Employer after corisultations
with the necessaty Individuals,

After the Inltlal vacation bidding process for the period of June 1 to September 186
has been completed and vacation time requested has been confirmed with each
Employee (as per paragraph 3 above), the Employer will post such granted
vacation time on a centrally posted vacation calendar, The calendar will not be
updated respecting any changes, additions or cancellations to employees’ vacation
time after the initial vacation confirmations have occurred,
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APPENDIX "B"

The parties agres that the Letter of Understanding with respsct to final work product and
the practice concerning final work product Is no longer In effect in order to énable the
Employer to introduce technologleal improvements to the workpiace, However, It Is
recoghized that It Is desirable for final work product o be produced by bargaining unit
persons where practicable or conhsistent with wotk needs. The parties Wil meet on an
ongeling basis duting the term of this Agreement to develop a policy with respect to the
relationship between Increassed computer technology and bargalning unit work,
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APPENDIX "C"
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APPENDIX “D”
OVERTIME DURING EMPLOYER CL.OSURES

The uhion has developed the following protoool for the assignment of overtime during
holiday closures. The partles agree that this protocol will be administered by the Unlon
and that information necassary for the administratlon will be provided by the Employer,
The Employer will not be responsible to compensate any employee who has rot been
offared overtime due to an error by the Union in the administration of the protocol,
Following any holiday closure, the Union will provide to the Employer any updated hollday
coverage list,

TORONTO
Holiday Coverage

1. In all cases of collective agresment/paid holidays or other days the Employer
determines to close the offlce, except summer reception hours, reception will first
be covered by non-sectetatlal siaff, and secretarles will cover secretarial positions.
Non-secretaty volunteers may bid for recepticn ooverage first, If there are no
volunteers, secrataries may theh volunteer for reception, If still no volunteers exist,
the lowest non-secretary employee wiil be chosen from the “hollday soverage list’
to cover raception. :

2, The holiday coverage senlority Hist is a list to track who has petiormed coverage.
The Unlon Steward wilt maintain the holiday coverage seniority lists: (a) one for
Easter (b) one for Christmas; and (¢} one for reception summer hours, The Easter
list will be used on other days that the Employer decides to close the office.

3, Volunteers will be awarded coverage by senlority (highest to lowest). Volunteers
will be moved to the top of the holiday coverage list for that holiday, but may
voluntser as many times as they llke, Chtlsimas coverage will be divided squally
whete possible amongst all volunteers,

4, Volunteers ar chosen employees for ¥% day coverags at Christmas will have to
provide another ¥ of full day coverage before moving to the top of the holiday
coverage [ist,

5, When thete are ho volunteers, employees will be chosen for coverage by senlority
(lowest to highest), not having to repeat untll every employes has performed a turn,
whether volunteer or otherwise, (if an employee, whose turm it is cannot nrovide
coverage, It is thelr responsibllity to find another volunteer. They will ramain on

the botiom of the holiday coverage list.).

6. Reception surmmer hours will be offered to all union staff in rounds, Each volunteer
will be given one flrst choloe day by highest seniority in the flrst round If possible,
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untll all days are covered, employees may bid on any remalning days in round two,
three etc. Any remaining days hot covered by volunteers will be covered using the
holiday coverage list,

OTTAWA

1. Receptionist always has flrst choice to cover thelr own job.

2,  The holiday coverage list is a seniotity list to track who has petformed coverage.
The Union Steward will maintain the holiday coverage list, ohe for Easter, one for
Christmas and one for. reception surnmer hours. The Easter list will be used on
other days the Employer decides to close the office.

3. Volunteers will be awarded coverage by senlority (highest to lowest), Volunteers
wlll be moved to the top of the holiday coverage list for that holiday, but may
volunteer as many times as they like, Christmas coverage will be divided equally
where possthle amongst all volunteers,

4, When thete are no voluntesrs, employees will be chosen for coverage by seniority

{iowest to highest), not having fo repeat untll every smployee has petformed a turn,
whether volunteer or otherwise. (If an employee whose turn it is cannot provide
covetage, It is their responsibility to find another volunteer, They will remain on the
boitom of the holiday coverage list. :

CHRISTMAS AND EASTER COVERAGE:

1.

2’

" When insufficient volunteers exist during the Christmas/Easter holidays, coverage

will be assigned by the lowest two persons on the holidays coverage lists, dlviding
the time as squally as possible, Volunteers or chosen employses for % day
coverage at Christmas will have to provide another ¥ or full day coverage before
moving 1o the top of the hbllday coverage fist. If volunteer(s) only provide partlal
coverage at Chilstmas, the lowest senlotity employse or employees on the hallday
goverage llst will divide the remalning days egually.

If more than one volunteer for any particular time/day, the volunieer with highest
senlority will bs awarded the overtime. Staff may volunteer every year. If staff
volunteer one year, that same staff member goes to the fop of the hollday coverage
list In the followlng year.

SUMMER RECEPTION:

1(

Summer reception will be divided equally among all employses, When the number
of days are unequal, the employee(s) with the lowest senlority wilf cover those
days, and then In the following years the employee with the next lowest seniotity
will aover extra days. The days will be chosen in rounds, from the highest seniority
person on the holiday coverage list to the lowest, The employee who had first (1%
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choice will go to the botiom of the list In the next year, New employees will be
placed below current employees on the list.

This is just a guideline, and coverage may notbe able to be scheduled evenly each
year. Employees will work with the union steward to arrange the Schedules in the
fairest manner, It is not possible to evenly divide coverage every year, or to take
into account every situation, Employess may need to provide coverage out of turn.
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LETTER OF UNDERSTANDING

Notwithstanding any language to the contraty in Arlicle 14, the Employer agrees that
Employees will be covered by the short term disabllity plan until the Employee teaches

the age of sevanty (70} years old
Dated this _{ g day of 4»/:4 [ 2008

For the Empioyer ' For the Unlon

Vhasiso o
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LETTER OF UNDERSTANDING #2

The Employer agrees to meet with the Union to discuss work-from-home arrangemsnts
within six months or prior to any change to the current work-from-home schedule,
whichever comes first.

Dated this _{ fﬂfiay of z{f_ﬁa!__ 2023

For the Employer Eot the Unlon

2 sasaol) V\\%& W\
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