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1.  Purpose

To establish a clear and efficient process for classification and reclassification of all exempt and
excluded positions, in accordance with the College’s total compensation philosophy detailed Board
Policy on Exempt Employees Terms and Conditions. Throughout the procedure any reference to
“exempt” Employees also includes excluded Employees.

2. Scope and Application

This procedure applies to all Employees and positions that are designated as exempt or excluded
except for the President, and Vice Presidents. This procedure applies to the following categories of
exempt employees:

2.1  Senior Managers in salary grids 14 - 17.
2.2 Administrators in salary grids 7 - 13.
2.3  Excluded Support Employees in salary grids 1 — 6.

3. Salary Structure
The salary structure for exempt Employees is outlined in Appendix A of this Procedure. The salary
structure is reviewed annually by the Executive Team. It is at the sole discretion of the College as to
whether the Salary Grids are adjusted because of such a review. Employee salary progression is
performance-based.
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4, Salary Placement on Appointment, Promotion or Reclassification

4.1 The salary placement of an Employee to the applicable salary grid will be based on an
assessment of the skills and experience they bring to the role. Internal equity is also a
consideration. Determining initial salary placement needs to be carefully considered, advice
and support is available from People Services.
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5. Classification and Reclassification

Classification & Reclassification Process

5.1

52

53

5.4

5.5

Position Descriptions — All exempt positions will have a position description and shall be
classified for the purpose of placement on the College’s Exempt Salary Structure.

The designated manager is responsible for developing the position description and their
Business Partner, People Services (PS) will provide support on job design as required.

When an existing position has changed over time, is substantially revised, or an exempt
Employee has reason to believe their duties have substantially changed, the designated
manager shall develop the revised position description with support from their Business
Partner, PS as required.

The new position description will be submitted by the manager to the Business Partner for
classification by the Manager, Compensation and Transformation for position classification.

The Manager, Compensation and Transformation with the applicable Business Partner will
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7.8  Exempt Employees who have been temporarily promoted are eligible to receive a
performance-based increase in their temporary role. That increase will then be applied to
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a) Occupational First Aid Level | - $30.00 biweekly
b) Occupational First Aid Level Il - $50.00 biweekly

10.3 The stipend will be included in the eligible exempt Employees salary payments as taxable
income. The process for applying this stipend is as follows;

a)
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https://www.bclaws.gov.bc.ca/civix/document/id/complete/statreg/96052_01
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Action

2024-04-17
2023-07-26
2023-05-24
2023-03-22
2022-11-16
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Revised Procedure and Appendix A approved by OC Executive Team
Revised Procedure approved by OC Executive Team

Revised Appendix A approved by OC Executive Team

Revised Appendix A approved by OC Executive Team

New Procedure Approved by OC Executive Team:
Procedures for Exempt Employee Compensation and Classification

Procedures separated from Terms and Conditions of Employment policies E2.8-
E2.15 (2014)

Page 7 of 8



Okanagan College



