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CUPE Joint Job Evaluation Checklist
· Before completing any documents, please consult with your supervisor and HR Advisor.

· Please complete and submit this checklist with your documents.
(
Request Type:

(
New Position
(
Post ‘subject to CUPE JJE’ with a temporary rating: Please complete the New Position Request (Form 1A) and the Position Questionnaire (Form 3) within 6 months, OR


(
Post with final committee rating: Please complete the New Position Request (Form 1A) AND the Position Questionnaire (Form 3)
(
Re-Evaluation
(
Please complete the Changes to Position form (Form 2).  Complete the Position Questionnaire (Form 3) IF “most factors have changed” is identified in Section 1 of Form 2.
(
Cyclical Review
(
Please complete Cyclical Review (Form 2)
· Ensure documents are signed by incumbent, Supervisor and Dean, VP or President.  NOTE: Form 3 requires initials after Section A (the Brief Description of Position)
· Include a current Departmental Organizational Chart (tip: include position numbers – HR can help look them up).
· Documents must be received a minimum of one month in advance and are scheduled on a first received/first scheduled basis.
· Retain a copy for review before meeting with committee.

Following the Job Evaluation Review the posting will be amended if necessary and will be added to the job posting system as the official posting template.
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