
UWOSA JOB EVALUATION PROCESS
Article 44

 Dean, Budget Unit Head or designate
completes a new position description
questionnaire and forwards to Human

Resources (copy to employee)

A Human Resources Consultant
evaluates the position within 30 working
days using the appropriate UWOSA job

evaluation system

The Human Resources Consultant
communicates the evaluation results to
the employee, Dean, Budget Unit Head

or designate

Does the employee, Dean,
Budget Unit Head or

designate want to appeal the
job evaluation

result?

YES

NO

Employee, Dean, Budget
Unit Head or designate

completes an appeal form
and forwards to Human

Resources within 10 working
days  *

*Note: Appeal is not valid if it is
not received within 10 working

days

Human Resource Consultant
records the appeal in the appeal
database, contacts other party by
phone (i.e. contact Dean, Budget

Unit Head or designate if employee
initiated appeal or contacts

employee if Dean, Budget Unit Head
or designate initatiated appeal) to
inform them of appeal and provide

them with an opportunity to submit a
written response

Human Resource
Consultant

forwards a copy of
appeal form to
UWOSA and to
the other party

A

Any required salary
adjustments are initiated and
approved by department then

forwarded to Human
Resources for processing

YES

Employee completes a new Position
Description Questionnaire and forwards to
Deans, Budget Unit Heads or designate

Dean, Budget Unit Head, or designate date
stamps P.D.Q. upon receipt and forwards to
Human Resources within 40 days (copy to

employee)

Or

What if evaluation results in
PMA position?

No Appeal?
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A

Human Resource Consultant
contacts the Job Evaluation

Appeal Committee, via email, to
schedule a meeting

Human Resource Consultant prepares a
package for the Job Evaluation Appeal

Committee (JEAC) which includes the job
description, appeal form(s).   Any

additional notes from employee, Dean,
Budget Unit Head or designate and the
notes used in the original evaluation.

JEAC meets to
evaluate the jobs

Human Resource
Consultant contacts

department for information
and forwards to JEAC

Is JEAC able to
reach a majority

decision?

NO

JEAC records the evaluation
results and forwards all
documation to the Human

Resource Consultant

The Human Resource Consultant
records JEAC results in the

appeal database  and determines
the appropriate salary range

JEAC informs the Human
Resource Consultant, UWO
and UWOSA of the inability
to reach a majority decision

Human Resource
Consultant schedules a
meeting with the agreed

to single referee

Within 60 days of referral, the
referee evaluates the position
using the position information

questionnaire and the
information JEAC considered
and if desired, may interview

the incumbent and Dean,
Budget Unit Head or designate

Can JEAC evaluate
the position with the

information they
have?

Human Resources
Consultant arranges for
JEAC to interview the

incumbent, Dean, Budget
Unit Head or designate to
obtain more information

Is any job content
clarification required

prior to the JEAC
meeting?

YES

Yes

No

No

Yes

The referee records the
evaluation results and

forwards all documentation to
the Human Resource

Consultant

UWO JOB EVALUATION PROCESS
Article 44

Human Resource Consultant
communicates appeal results via
letter to employee, Dean, Budget

Unit Head or designate

Any required salary adjustments
are initiated and approved by
department then forwarded to

Human Resources for processing
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