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Welcome to the Manager’s Toolkit

As a manager or supervisor within the Government of the Northwest Territories, one of your
primary responsibilities is to provide your employees with guidance, direction and assistance, to
help them maximize their potential and help contribute to the success of the organization. As the
Department of Human Resources, we have a responsibility to provide you with the proper tools
and information to enable you to be an effective manager.

In this Manager’s Toolkit you will find resources to help you in your everyday work as a manager
or supervisor. The answers are written in an easy, step-by-step format to provide you with
straightforward answers to your questions.

You may also find answers to many of your questions in the easily searchable HR Manual.

Your Client Service Manager is also available to help answer any questions you might have.

The Manager’s Toolkit is a living document that we will continue to update and improve upon on a
regular basis. It also contains easily clickable links to useful websites and resources that can
further assist you in your search for the answers to your questions.

We appreciate and welcome any comments, suggestions or recommendations that you might
have that will help make the Manager’s Toolkit a more useful and effective tool for managers.
Please submit any comments or feedback on the toolkit through our online feedback form.



http://www.hr.gov.nt.ca/policy/hrm/
http://www.hr.gov.nt.ca/contacts/clientservice/
https://www.surveymonkey.com/s.aspx?sm=3v5xPJAFSlIDL6fHQogNkA_3d_3d

GENERAL INFORMATION



About the Department of Human Resources

The Department of Human Resources was created in April 2005 as part of a Government
initiative to provide more efficient and consistent service to clients by amalgamating all Human
Resource services into one Department.

The Department consists of five divisions:

Directorate

Led by the Deputy Minister, the Directorate reports directly to the Minister of Human Resources.
This division is responsible for the overall direction and evaluation of programs and services
provided by the department.

Management and Recruitment Services **

Responsible for “front-line” human resource services, client services and client service centres.
Management and Recruitment Services provides recruitment, labour relations support, employee
development and related support for Departmental managers.

Corporate Human Resources

Responsible for labour relations, job evaluation, benefits analysis and the organizational
development of HR management and Programs. Corporate Human Resources is also
responsible for staff training and development/programs.

Human Resource Strategy and Policy

Responsible for human resource policies and programs, quality assurance, financial planning and
records management. Strategy and Policy is also responsible for research and reporting,
systems, investigations and communications.

Employee Services

Employee Services is responsible for providing pay and benefits, data management and the
Human Resources Helpdesk.

** Key Human Resources contact for all managers:

Should you need to contact your Client Service Manager, please go to the following address for
your assigned CSM:

http://www.hr.gov.nt.ca/contacts/clientservice/



http://www.hr.gov.nt.ca/
http://www.hr.gov.nt.ca/contacts/clientservice/
http://www.hr.gov.nt.ca/contacts/clientservice/
http://www.hr.gov.nt.ca/contacts/clientservice/
http://www.hr.gov.nt.ca/training/
http://www.hr.gov.nt.ca/contacts/clientservice/
http://www.hr.gov.nt.ca/contacts/clientservice/
mailto:%20HRHelpdesk@gov.nt.ca
http://www.hr.gov.nt.ca/contacts/clientservice/

What are my annual human resources (HR) deadlines?

There are a number of annual HR deadlines that you should be aware of, including:

January 31°
March 31%

April 1%

April 15"

April/May

June 30"

August 30"

Deadline to submit Intern Request Form and Intern Job Description
through the Northern Graduate Employment Program (NGEP).

Fiscal year end. All leave in the Human Resources Information System
(HRIS) (PeopleSoft Self-Service) must be approved or denied.

Nomination deadline for the Premier's Awards.

Earliest hiring date for summer students through the Summer Student
Employment Program (SSEP).

Each year managers are expected to complete an Employee
Performance Appraisals with each employee. Please contact your Client
Service Manager to obtain a copy of the most up-to-date performance
review tools.

Pay for Performance nomination deadline (responsibility of Deputy
Heads).

Final day summer students can be hired through the Summer Student
Employment Program (SSEP).

References & Authorities:

HR Manual:
Section 120: SSEP

Section 122: Graduate Internships
Section 1009: Pay for Performance
Section 1413b:Pr emi er ' s Awar d for Excell ence



http://www.hr.gov.nt.ca/intranet/manager/hiring_guides.htm
http://ps.hr.gov.nt.ca/psp/hcmprod/?cmd=login&languageCd=ENG
http://www.hr.gov.nt.ca/awards/
http://www.hr.gov.nt.ca/intranet/manager/studenthire/
http://www.hr.gov.nt.ca/intranet/manager/studenthire/
http://www.hr.gov.nt.ca/contacts/clientservice/
http://www.hr.gov.nt.ca/contacts/clientservice/
http://www.hr.gov.nt.ca/contacts/clientservice/
http://www.hr.gov.nt.ca/policy/hrm/1000%20-%20Salary%20Administration/1009/default.htm
http://www.hr.gov.nt.ca/policy/hrm/

What human resource programs should | be aware of?

There are a number of programs delivered by Human Resources that you should be aware of
including:

Employee & Family Assistance Program (EFAP): The EFAP is a confidential, voluntary
counseling and referral service available to GNWT employees and their dependants. The
program is designed to help with personal or work-related issues before they become more
serious. Support is available in person, by telephone — 1 800-387-4765 (English) or 1 800-361-
5676 (French) or through online resources, 24 hours a day, seven days a week at
www.shepellfgi.com

GNWT Orientation: A GNWT orientation for new employees is offered quarterly. You should
encourage new employees to attend. Employees can sign up for the orientation through the
GNWT Training Calendar.

Employee Recognition Program: There are currently two employee recognition programs that
exist, the Premier’'s Awards and the Long Service Awards.

Northern Graduate Employment Program (NGEP): The NGEP provides an opportunity for
northern post-secondary graduates to gain relevant and hands-on work experience with the
GNWT. Internships are one-year in duration and are intended to provide first work experience
relevant to the graduate’s field of study. Departments, Boards, Authorities and Agencies may
apply for a subsidy of $40,000 to offset the costs associated with hiring a northern post-
secondary graduate.

Summer Student Employment Program (SSEP): The SSEP provides Northern post-secondary
students with summer employment with the GNWT between April 15th and August 30th. During
this time period, students are given hiring priority over other casual workers for positions available
in Departments, Boards, Authorities and Agencies. Managers can apply for a subsidy to offset
costs associated with employment.

The funding subsidy programs available through the SSEP are:

e Progressive Experience Program (PEP), which is intended to provide northern post-
secondary students with paid work experience in an area related to their current field of
study.

e Relevant Experience Program (REP) is intended to provide northern post-secondary
students studying in a recognized health and social services field with paid work
experience in an area related to their current field of study.

References & Authorities:

HR Manual: Contacts in Corporate Human Resources:
Section 120: SSEP Programs Officer at (867) 920-3476
Section 122: Graduate Internships Health and Wellness Consultant at
Section 1009: Pay for Performance (867) 873-7322

Section 1413b: Pr emi er ' s Awar d f Learning and Development Officer at
(867) 920-3306

Other Resources:

National Manager’s Community

http://www.managers-gestionnaires.gc.ca/



http://www.shepellfgi.com/
http://www.pws.gov.nt.ca/TrainingCalendar/
http://www.hr.gov.nt.ca/awards/
http://www.hr.gov.nt.ca/policy/hrm/1000%20-%20Salary%20Administration/1009/default.htm
http://www.hr.gov.nt.ca/policy/hrm/1400%20-%20Planning%20and%20Development/1413d/default.htm
http://www.hr.gov.nt.ca/intranet/manager/hiring_guides.htm
http://www.hr.gov.nt.ca/intranet/manager/studenthire/
http://www.hr.gov.nt.ca/intranet/manager/studenthire/pep.htm
http://www.hr.gov.nt.ca/intranet/manager/studenthire/rep.htm
http://www.hr.gov.nt.ca/policy/hrm/
http://www.managers-gestionnaires.gc.ca/

When should | contact my Client Service Manager?

Action:

1. Before contacting your Client Service Manager, review the Manager’s Toolkit, which may
provide an answer to your question.

2. You should contact your Client Service Manager if your question is related to:
Recruitment

Employee discipline

Performance management

Human Resource planning

Employee recognition

Job Evaluation

Labour Relations, including Duty to Accommodate

3. If an issue is not related to the Client Service Managers’ responsibilities, contact the
Human Resources Helpdesk, where your information request will be directed to the
appropriate HR employee.

References & Authorities:

HR Helpdesk: If you reach voicemalil, please leave a message
Tel: (867) 920-3409 and you will receive a response as soon as
Toll Free: 1(866)475-8162 possible.

E-mail: HRHelpdesk@gov.nt.ca

To determine a Department or Region’s Client
The HR Helpdesk is open Monday and Wednesday Services Contacts, visit:
from 8:45a.m. to 5:00 p.m. and Tuesday, Thursday, http://www.hr.gov.nt.ca/contacts/clientservice/
Friday from 8:30 a.m. to 5:00 p.m.

These contact lists are updated regularly.



http://www.hr.gov.nt.ca/contacts/clientservice/
mailto:HRHelpdesk@gov.nt.ca
mailto:HRHelpdesk@gov.nt.ca
http://www.hr.gov.nt.ca/contacts/clientservice/

When should | contact the HR Helpdesk?

The HR Helpdesk is comprised of two full-time employees who act as the primary point of contact
for all GNWT employees. They respond to HR questions via email and phone, offering solutions
to problems or passing on the questions to employees within HR who can best provide solutions.

You should contact the HR Helpdesk to answer any HR questions, such as:

o Benefits-related questions, including:
® pension
e dental

e public service health care plan (PSHCP)

e maternity leave
parental leave
e Payroll questions:

e T4slips

e Payroll deductions

e Problems with the Human Resource Information System (PeopleSoft):

e A forgotten password or problems logging into the system

Leave codes

Leave balances

Time reporting problems
Manager Self-Service issues

Issues viewing certain screens in the system

The Self Service sections on the HR Intranet or HR Website provide information that could help

with the problem as well.

HR HELPDESK HINTS: When contacting the Help Desk by e-mail, or if you leave a voicemalil

message, you should:

e Provide your name.

Provide the name and ID number of your employee, if addressing an employee issue.

Include your daytime phone number.

Outline the issue you require assistance with.

Sometimes sending an email is more appropriate - a good rule of thumb is if your voice

mail is longer than 30 seconds, an email may be more helpful.

e If you have previously called or sent an email, let the people at HR Helpdesk know.
Once they have logged a call for the first time, you should have a call reference number.
If you have this available, the call can be referenced right away.

References & Authorities:

HR Helpdesk:

Tel: (867) 920-3409

Toll Free: 1(866)475-8162
E-mail: HRHelpdesk@gov.nt.ca

If you reach voicemail, please leave a message
and you will receive acknowledgement of your
question as quickly as possible.

The HR Helpdesk is open Monday and Wednesday
from 8:45a.m. to 5:00 p.m. and Tuesday,
Thursday, Friday from 8:30 a.m. to 5:00 p.m.



mailto:HRHelpdesk@gov.nt.ca
http://ps.hr.gov.nt.ca/psp/hcmprod/?cmd=login
http://www.hr.gov.nt.ca/intranet/
http://www.hr.gov.nt.ca/
mailto:HRHelpdesk@gov.nt.ca

LEARNING AND DEVELOPMENT
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What are some of the opportunities for learning and
development?

There are a number of learning and development opportunities offered to GNWT employees, including:

Adult Education and Development: Human Resources’ Employer of Choice unit
identifies and coordinates a range of learning and development opportunities for GNWT
employees to help ensure employees have the necessary knowledge, skills and abilities
for effective job performance. A regularly-updated training calendar includes courses
and workshops offered to all GNWT employees.

Management Series: Every GNWT manager needs a core set of information in order to
deal effectively with their staff, their budgets, the organization and their clients. This
series offers a selection of short-term in-house workshops designed to provide GNWT-
specific skills for new and current managers. Most courses are delivered by senior
GNWT staff that bring a great deal of knowledge and experience to the workshops.

Public Service Leadership and Management Development Program (University of
Alberta): Deputy Ministers nominate individuals from departments or boards to participate
in one of three leadership programs: the Emerging Managers’, Middle Managers’ or the
Executive Senior Managers’ Leadership Program. Each program consists of four or five
two-day modules delivered over eighteen months by instructors from the University of
Alberta. These courses are not offered through the training calendar.

Labour Relations Training to Managers in the GNWT: These two-day training
workshops provide participants with the knowledge on GNWT policies and procedures
regarding such topics as progressive discipline, medical termination, abandonment of
position, suspension pending investigation, and attendance management. Training
sessions are recommended for front-line supervisors, managers, and senior
management who have not received labour relations training.

Education Leave: Education leave is approved time away from employment to follow
and complete a planned program of education/training considered necessary or
beneficial to meet an identified human resource need. This would be full-time post-
secondary studies lasting at least one academic year.

Education Leave - Short Term: Short-term education leave is less than one academic
year, but not longer than six months, taken for education purposes. Short-term leave may
be applied for at any time with suitable notice to allow for staffing requirements and
department planning.

Staffing Workshop: This half day session provides an overview for Managers with
respect to the GNWT Staffing Guidelines and applicable policies.

References & Authorities:

HR Manual: Contacts:
1409: Education Leave
1410: Short-Term Education Leave Client Services Manager for more information on

education leave.

GNWT Online Training Calendar:
http://www.pws.gov.nt.ca/trainingcalendar/ Learning and Development Officer at 920-3306 or

trainingcalendar.asp 920-6933.

11


http://www.pws.gov.nt.ca/TrainingCalendar/
http://www.hr.gov.nt.ca/policy/hrm/1400%20-%20Planning%20and%20Development/1409/default.htm
http://www.hr.gov.nt.ca/policy/hrm/1400%20-%20Planning%20and%20Development/1410/default.htm
http://www.hr.gov.nt.ca/policy/hrm/
http://www.pws.gov.nt.ca/trainingcalendar/%0btrainingcalendar.asp
http://www.pws.gov.nt.ca/trainingcalendar/%0btrainingcalendar.asp
http://www.hr.gov.nt.ca/contacts/clientservice/

HUMAN RESOURCES INFORMATION SYSTEM
(PeopleSoft) & OTHER TECHNICAL SUPPORT
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How does a new employee sign on to Self Service?

Action:

1. The Human Resources Information System, often referred to as Self Service or
PeopleSoft, is an online program available to all GNWT employees and managers where
they can perform a variety of tasks related to pay, timesheets and other human resource
functions.

2. An employee can log in to Self Service for the first time with the following information:
e User ID: firstname.lasthame
e Password: Employee ID (6 digits) + first three digits of their Social Insurance
Number (SIN). Employee ID can be obtained by contacting the HR Helpdesk.

3. The employee will then be prompted to change their password.

4. You should encourage your new employee to go to: My System Profile A Change or Set
Up Password Help. In the event that an employee forgets their password, they can make
use of this function to have their password emailed to their government email account.

5. Additionally, your new employee may wish to use self-service to:
e Change bank account / direct deposit information;

Confirm personal information is accurate;

Update address and email information;

Review their pay cheque;

Review their leave balances.

There are a number of tutorials available to assist employees in performing these tasks.

References & Authorities:

HR Helpdesk: Self-Service Manuals / Viewlets:

Tel: (867) 920-3409 http://www.hr.gov.nt.ca/intranet/peoplesoft/
Toll Free: 1-(866) 475-8162

E-mail: HRHelpdesk@gov.nt.ca

The HR Helpdesk is open Monday and Wednesday
from 8:45a.m. to 5 p.m. and Tuesday, Thursday,
Friday from 8:30 a.m. to 5:00 p.m.

If you reach voicemail, please leave a message
and you will receive acknowledgement of your
question as quickly as possible.

13


http://ps.hr.gov.nt.ca/psp/hcmprod/?cmd=login&languageCd=ENG&
mailto:HRHelpdesk@gov.nt.ca
http://www.hr.gov.nt.ca/intranet/peoplesoft/
mailto:HRHelpdesk@gov.nt.ca
http://www.hr.gov.nt.ca/intranet/peoplesoft/

How do | use Managers’ Self Service?

Action:

1. If you are unfamiliar with Managers’ Self Service and your options and capabilities as a
Time Approver, you may receive training and assistance through:
¢ Online manuals for Time Approvers
e The GNWT Training Calendar for upcoming training sessions

2. If you are still unable to find the answer to a Managers’ Self Service question, you should
contact the HR Helpdesk.

References & Authorities:

HR Helpdesk: HR Systems Contact:
Tel: (867) 920-3409 HR Systems Training Analyst
Toll Free: 1-866-475-8162 Tel: (867) 920-8948

E-mail: HRHelpdesk@gov.nt.ca

The HR Helpdesk is open Monday and Wednesday
from 8:45a.m. to 5:00 p.m. and Tuesday, Thursday,
Friday from 8:30 a.m. to 5:00 p.m.

If you reach voicemail, please leave a message and
you will receive acknowledgement of your question
as quickly as possible

14


http://www.hr.gov.nt.ca/intranet/peoplesoft/
http://www.pws.gov.nt.ca/TrainingCalendar/
mailto:HRHelpdesk@gov.nt.ca

How do | get set up to approve leave?

Action:

1. As a Manager, you should be automatically set up as a Time Approver on Self Service.

2. If you do not have Managers’ Self Service in your menu when you sign on to Self
Service, please contact the HR Helpdesk.

For instructions on being a Time Approver, you should view the Time Approver Manual on
the HR Intranet or HR internet.

References & Authorities:

HR Helpdesk: If you reach voicemalil, please leave a message and
Tel: (867) 920-3409 you will receive acknowledgement of your question
Toll Free: 1-(866)-475-8162 as quickly as possible.

E-mail: HRHelpdesk@gov.nt.ca

The HR Helpdesk is open Monday and
Wednesday from 8:45a.m. to 5 p.m. and
Tuesday, Thursday, Friday from 8:30 a.m. to 5:00
p.m.
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mailto:HRHelpdesk@gov.nt.ca
http://www.hr.gov.nt.ca/intranet/
http://www.hr.gov.nt.ca/
mailto:HRHelpdesk@gov.nt.ca

What do | do if | can’t find employees in Managers’
Self Service?

Action:

1. If you cannot see one of your employees on Self Service, consider the following questions:
a. Has the employee previously appeared on your list of employees?
b. Under “View By, is it only set for “Current Week”?
c. Does the employee have time entered that requires approval?

2. Ifthe answer is “Yes” to any of these questions, consider the following solutions:
a. Change the “View By” settings, to view “All Time After” or “All Time Before.”
b. Try to find the employee name by entering their ID number, instead of by group.
c. Confirm that the employee has entered time for approval.
d. In Self-Service, go to Manager Self-Service A Time Management: Report Time
A Timesheet, then enter the Employee ID or Group ID to search for the
employee. If the employee is on the manager’s approval ladder, they will appear.

3. If an employee still cannot be found on your approval ladder, you should contact the
Helpdesk or your Client Service Manager.

References & Authorities:

HR Helpdesk: If you reach voicemalil, please leave a message
Tel: (867) 920-3409 and you will receive acknowledgement of your
Toll Free: 1- (866) 475-8162 guestion as quickly as possible.

E-mail: HRHelpdesk@gov.nt.ca

The HR Helpdesk is open Monday and
Wednesday from 8:45a.m. to 5 p.m. and
Tuesday, Thursday, Friday from 8:30 a.m. to 5:00
p.m.

16


http://ps.hr.gov.nt.ca/psp/hcmprod/?cmd=login
mailto:HRHelpdesk@gov.nt.ca
http://www.hr.gov.nt.ca/contacts/clientservice/
mailto:HRHelpdesk@gov.nt.ca

their pay?

/&‘ What do | do if an employee has a concern about

N

Action:

1. If an employee has a concern about their pay, you should start by looking into the
following:
a. Did the employee properly enter their time in Self Service? Reminder: when
entering a partial day of leave you must enter regular hours for the hours worked.
(ie. 4 hours annual leave, 3.5 regular hours).
b. Did you approve the employee’s time for the pay period prior to the cut-off date?

2. Ifthe answer is “Yes” to these questions, the employee should contact the HR Helpdesk.

References & Authorities:

HR Helpdesk: If you reach voicemail, please leave a message
Tel: (867) 920-3409 and you will receive acknowledgement of your
Toll Free: 1-(866) 475-8162 question as quickly as possible.

E-mail: HRHelpdesk@gov.nt.ca

The HR Helpdesk is open Monday and
Wednesday from 8:45a.m. to 5 p.m. and
Tuesday, Thursday, Friday from 8:30 a.m. to 5:00
p.m.

17



http://ps.hr.gov.nt.ca/psp/hcmprod/?cmd=login&languageCd=ENG&
http://www.hr.gov.nt.ca/intranet/peoplesoft/
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HIRING & RECRUITMENT
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What are my staffing options?

Action:

1. Once you have identified the need and obtained approval to fill a vacancy, you should
discuss the recruitment options with your Client Service Manager.

2. Recruitment options available include:

Competition / Limited Competition

Transfer Assignment

Casual Employment

Summer Students

Interns (Northern Graduate Employment Program)
Secondment

Direct Appointment

@~ooooTp

3. Your Client Service Manager will assist you to determine the best option for your
situation.

References & Authorities:

HR Manual:

Section 100: Hiring Process

Section 101: Affirmative Action Policy

Section 118: Direct Appointments

Section 119: Casual Recruiting

Section 120: SSEP

Section 122: Graduate Internships

Section 1400: Transfer Assignments & Secondments
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http://www.hr.gov.nt.ca/contacts/clientservice/
http://www.hr.gov.nt.ca/policy/hrm/0100%20-%20Hiring%20Process/102/default.htm
http://www.hr.gov.nt.ca/policy/hrm/0100%20-%20Hiring%20Process/102a/default.htm
http://www.hr.gov.nt.ca/policy/hrm/1400%20-%20Planning%20and%20Development/1408/default.htm
http://www.hr.gov.nt.ca/policy/hrm/0500%20-%20Employment%20Categories/502d/default.htm
http://www.hr.gov.nt.ca/intranet/manager/studenthire/
http://www.hr.gov.nt.ca/intranet/manager/hiring_guides.htm
http://www.hr.gov.nt.ca/policy/hrm/1400%20-%20Planning%20and%20Development/1407/default.htm
http://www.hr.gov.nt.ca/policy/hrm/0100%20-%20Hiring%20Process/118/default.htm
http://www.hr.gov.nt.ca/policy/hrm/

How do I initiate a competition?

Action:

1. You must obtain written approval from the appropriate departmental approval authority to
fill a vacant position, or Deputy Minister when the competition is being advertised outside
of the NWT.

2. Ask your Client Service Manager for a copy of the current job description for a vacant
position. Review the current job description to ensure it accurately reflects the duties of
the position. If changes are required, refer to the job evaluation section of the Toolkit for
further information.

3. Consult with your Client Service Manager for the GNWT'’s staffing process, competition
timelines and interview questions.

References & Authorities:

HR Manual:
Section 0100: Hiring Process
Section 0900: Job Evaluation
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http://www.hr.gov.nt.ca/policy/hrm/0100%20-%20Hiring%20Process/102/default.htm
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http://www.hr.gov.nt.ca/policy/hrm/

How do | hire a casual employee?

Definition:

A Casual is a person hired for a period of four months or less to do work of a temporary nature.

Action:

1.

Obtain permission from the appropriate departmental authority (usually the Director) to
hire a Casual, then forward this approval to your Client Service Manager.

Contact your Client Service Manager by phone or email with the following information:
a statement of duties,

the period of employment,

the qualifications required,

the supervisor,

the number of hours per week and schedule,

Paoow

Management and Recruitment Services, Human Resources will recommend a pay level.

Human Resources will forward resumes from the Casual Pool to you for your review.
The Supervisor would review the resumes and decide whom they would want to
interview.

The Supervisor will review the resumes, arranges interviews, and make the final
selection. Remember, the Affirmative Action Policy applies to casual hiring. You can do
this process with or without your Client Services Manager, but remember they are
available to assist you throughout the hiring process.

Upon selecting the successful candidate, the Client Service Manager or the Supervisor
can conduct reference checks and job requirements such as licenses or registration.

Upon positive reference checks, the Supervisor or the Client Service Manager can
contact the successful candidate with a job offer, contingent upon completion of other job
requirements, and complete the necessary paperwork.

References & Authorities:

HR Manual: For further information, contact
Section 0100: Hiring Process your Client Service Manager
Section 101: Affirmative Action Policy or casuals@gov.nt.ca

Section 119: Casual Recruiting
Section 502d: Casual Employment
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http://www.hr.gov.nt.ca/policy/hrm/0500%20-%20Employment%20Categories/502d/default.htm
http://www.hr.gov.nt.ca/contacts/clientservice/
http://www.hr.gov.nt.ca/policy/hrm/0100%20-%20Hiring%20Process/101/default.htm
http://www.hr.gov.nt.ca/policy/hrm/
http://www.hr.gov.nt.ca/contacts/clientservice/
mailto:casuals@gov.nt.ca

o .
- ? How do | hire a summer student?

The GNWT provides summer student employment opportunities to eligible northern, post-
secondary students through the Summer Student Employment Program (SSEP) from April 15" to

August 30™. Students can be hired throughout the year, but during this time they are given a
higher priority than non-students in the same Affirmative Action category.

Actions:

1. Contact your Client Service Manager with your request to hire a student (and application

form, when applicable).

2. Review your funding options.

Explore funding options to hire through the Summer Student Employment Program (SSEP):

Department Funded: a job that fulfills a specific departmental need but is not

Progressive Experience Program (PEP) student: A program intended to provide

students with paid work experience in an area related to their current field of
study. Returning summer students must be provided with progressively more

Related Experience Program (REP) student: A program intended to provide
students studying in recognized health and social services fields with paid work
experience in an area related to their current field of study. Funding is available

Managers may choose to advertise summer student jobs on the Employment Opportunities

3.
a.
necessarily related to the student's field of study.
b.
complex duties each year. Funding is available for this program.
C.
for this program.
d. Only post-secondary students are eligible for PEP and REP.
4. If you are requesting subsidized funding, you must complete an application form.
5.
section of the Human Resource website.
6.

Once your Client Services Manager has been contacted, the hiring process is identical to that
when hiring a casual employee, except that PEP or REP funding may assist in offsetting or
covering the costs of hiring a summer student.

References & Authorities:

HR Manual:

Section 100: Hiring Process

Section 101: Affirmative Action Policy
Section 119: Casual Hiring Process
Section 120: SSEP

Section 121a: PEP

Section 121b: REP

HR Intranet
Managers Section: Summer Student Hiring

PEP & REP Application Forms:
J:\Human Resources\Summer
Students\Employer Info

For further information, contact
your Client Service Manager
or casuals@gov.nt.ca
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http://www.hr.gov.nt.ca/policy/hrm/0100%20-%20Hiring%20Process/101/default.htm
http://www.hr.gov.nt.ca/contacts/clientservice/
http://www.hr.gov.nt.ca/intranet/manager/studenthire/
http://www.hr.gov.nt.ca/intranet/manager/studenthire/
http://www.hr.gov.nt.ca/intranet/manager/studenthire/
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http://www.hr.gov.nt.ca/intranet/manager/studenthire/rep.htm
http://www.hr.gov.nt.ca/employment/
http://www.hr.gov.nt.ca/policy/hrm/
http://www.hr.gov.nt.ca/intranet/manager/studenthire/
file:\\ykgnwt\GNWT%20Share\Human%20Resources\Summer%20Students\Employer%20Info
file:\\ykgnwt\GNWT%20Share\Human%20Resources\Summer%20Students\Employer%20Info
http://www.hr.gov.nt.ca/contacts/clientservice/
mailto:casuals@gov.nt.ca

How do | hire an intern?

Action:

1.

Once you have received approval from your Department to hire an intern through the
Northern Graduate Employment Program (excluding nurses, teachers & social workers), you
must submit the following documentation to your Client Service Manager by January 31°:

e An Intern Request Form; completed in full and signed by Supervisor and Deputy Head

e A job description; dated and signed by supervisor and Deputy Head

Following the deadline, all internship opportunities submitted by departments will be sent to
graduates who have applied for the program.

Graduates will identify the internship opportunities that they are interested in pursuing.
The names of interested graduates will be provided to each hiring manager.

At this stage, you can initiate the interview and selection process. During this process, please
note:
a. The affirmative action policy does apply to internships.
b. First priority for an internship should go to graduates whose fields of study are a
direct match to the internship as determined by the hiring manager.
c. To expedite hiring, Departmental Managers will have the option of interviewing
graduates who have expressed interest on the specific opportunity, with or without a
human resource practitioner participating in the process.

Once an intern has been selected, he or she will be placed in the position through the direct
appointment process.

References & Authorities:

HR Manual:

Section 0100: Hiring Process For further information, contact
Section 101: Affirmative Action Policy your Client Service Manager
Section 118: Direct Appointments or casuals@gov.nt.ca

Applicant List & Request Form
J:\Human Resources\NGEP - Interns

Section 122: Graduate Internships
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http://www.hr.gov.nt.ca/intranet/manager/hiring_guides.htm
http://www.hr.gov.nt.ca/employment/interns/gen/
http://www.hr.gov.nt.ca/employment/interns/get/
http://www.hr.gov.nt.ca/employment/interns/gesw/
http://www.hr.gov.nt.ca/contacts/clientservice/
file:\\ykgnwt\GNWT%20Share\Human%20Resources\NGEP%20-%20INTERNS
http://www.hr.gov.nt.ca/employment/affirmativeaction/
http://www.hr.gov.nt.ca/policy/hrm/0100%20-%20Hiring%20Process/118/default.htm
http://www.hr.gov.nt.ca/policy/hrm/0100%20-%20Hiring%20Process/118/default.htm
http://www.hr.gov.nt.ca/policy/hrm/0100%20-%20Hiring%20Process/118/default.htm
http://www.hr.gov.nt.ca/policy/hrm/
http://www.hr.gov.nt.ca/contacts/clientservice/
mailto:casuals@gov.nt.ca
file:\\ykgnwt\GNWT%20Share\Human%20Resources\NGEP%20-%20Interns

How do | initiate a direct appointment?

Direct Appointment:

The government recognizes that there are occasions where a direct appointment to the Public
Service rather than an appointment through competition is appropriate to address unique staffing
circumstances.

Action:

1.

2.

Ensure you have the support of your Deputy Head before proceeding.

Discuss the possibility of direct appointment with the person who will be filling the
position. Is it something they are interested in doing?

Contact your Client Service Manager to discuss filling a position by direct appointment.

The Client Service Manager works with the Department to ensure that preliminary work,
such as reorganization or establishment and evaluation of the position, is finalized.

The Client Service Manager prepares the draft Decision Paper which outlines the
justification for the direct appointment.

Your Deputy Minister will sign a letter of recommendation to support the Decision Paper
and forward to the Minister who will sign and submit it to Cabinet for consideration.

If the direct appointment is approved the Client Service Manager prepares a job offer and
notifies the employee.

References & Authorities:

HR Manual:

Section 100: Hiring Process

Section 101: Affirmative Action Policy
Section 118: Direct Appointments
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JOB DESCRIPTIONS & EVALUATIONS



What is the Hay Method of Evaluation?

The Hay Method of Evaluation is the most widely used method to evaluate all types and levels of
jobs. It is used in over 40 countries by the private and public sector, including the GNWT.

The focus of the job evaluation process using the Hay Method is on the nature and the
requirements of the job itself, not on the skills, educational background, personal characteristics,
or the current salary of the person holding the job.

The Hay Method is a gender-neutral evaluation system that assesses jobs on skill, effort,
responsibility and working conditions.

References & Authorities:

HR Manual:
Section 900: Job Evaluation
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http://www.hr.gov.nt.ca/policy/hrm/0900%20-%20Job%20Evaluation/901/default.htm
http://www.hr.gov.nt.ca/policy/hrm/

How do | write or update a Job Description?

Action:

1.

10.

11.

12.

Contact your Client Service Manager requesting the current job description and
organizational chart.

Do an initial review of the job description, as it may be accurate and not require any
changes.

If the job description is not accurate, update the job description as necessary. To write a
job description, you can:

e Write the job description on your own; or

e Contact your Client Service Manager for assistance.

Before writing a job description on your own, you should review the Job Description
Writing Guide and Job Description Template. There is also a Job Description Training
course, offered by Human Resources, through the GNWT Training Calendar.

Submit the new or revised job description and organization chart to your Client Service
Manager for review.

The Client Service Manager will submit a package to your Deputy Minister for review and
signature. The package will contain a job evaluation form, job description, and the
organization chart.

The job description should contain original signatures from:

e You as the manager, to certify that the job description accurately describes the
responsibilities you have assigned to the position;

e Your Deputy Minister, to approve the responsibilities outlined in the job description
within the context of the organization; and

e If the position is occupied, the employee may sign the job description to acknowledge
that it accurately describes the responsibilities of the position.

The Deputy Minister also signs the organization chart attached to the job description.
This confirms the organizational context for the position.

The Client Service Manager then submits the signed package to the Job Evaluation Unit
for review using the Hay Method of Job Evaluation. As the manager, you may indicate if
you would like to personally speak to the evaluation committee during the review.

Job Evaluation provides results of the job evaluation, first through an e-mail to the Deputy
Minister. As the employee’s supervisor, you will then receive an e-mail, which contains a
letter for you and a letter for the incumbent. If you have questions about the evaluation,
you should contact the Job Evaluation Unit or your Client Service Manager.

The Supervisor conveys the results of the job evaluation to the incumbent through the
letter provided by the Job Evaluation Unit.

If the evaluation results in an increase or decrease to the number of points, there may be

an impact on the incumbent’s salary. Contact your Client Service Manager for more
information.
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http://www.hr.gov.nt.ca/contacts/clientservice/
http://www.hr.gov.nt.ca/intranet/manager/jobeval.htm
http://www.hr.gov.nt.ca/contacts/clientservice/
http://www.hr.gov.nt.ca/intranet/manager/jobeval.htm
http://www.hr.gov.nt.ca/intranet/manager/jobeval.htm
http://www.hr.gov.nt.ca/intranet/manager/jobeval.htm
http://www.pws.gov.nt.ca/TrainingCalendar/
http://www.hr.gov.nt.ca/policy/hrm/0900%20-%20Job%20Evaluation/903/default.htm
http://www.hr.gov.nt.ca/policy/hrm/0900%20-%20Job%20Evaluation/903/default.htm
http://www.hr.gov.nt.ca/policy/hrm/0900%20-%20Job%20Evaluation/901/default.htm

References & Authorities:

Excluded Employees’ Handbook
Job Evaluation

HR Manual:
Section 900 : Job Evaluation

GNWT Training Calendar

Main Collective Agreement with UNW

Article 24: Pay
Article 36: Job Evaluation

Senior Managers’ Handbook

Job Evaluation & Description Templates
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http://www.hr.gov.nt.ca/policy/documents/2005ExcludedHandbook.pdf
http://www.hr.gov.nt.ca/policy/hrm/
http://www.pws.gov.nt.ca/TrainingCalendar/
http://www.hr.gov.nt.ca/policy/unw/docs/Section2Articles1to26.pdf
http://www.hr.gov.nt.ca/policy/unw/docs/Section3Articles27to59.pdf
http://www.hr.gov.nt.ca/policy/manager/documents/2005SrManagersHandbook.pdf
http://www.hr.gov.nt.ca/intranet/manager/jobeval.htm

What do | do if an employee doesn’t agree with their job
evaluation?

Action:

1. Contact the Job Evaluation and Organizational Design Unit to get the rationale of the
evaluation results and discuss the evaluation results with the employee.

2. If the job description does not adequately reflect the nature of the position, you may
consider updating it and re-submitting for evaluation.

3. Should the employee still not agree with the evaluation after the job description update
and the evaluation review he or she can appeal the job evaluation. Contact your Client
Services Manager or the Job Evaluation and Organizational Design Unit for information
regarding the appeal process.

References & Authorities:

Excluded Employees’ Handbook Main Collective Agreement with UNW
Job Evaluation Article 24: Pay
Article 36: Job Evaluation
HR Manual:
Section 900: Job Evaluation Senior Managers’ Handbook
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http://www.hr.gov.nt.ca/contacts/clientservice/documents/yk_corporate.pdf
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http://www.hr.gov.nt.ca/policy/unw/docs/Section3Articles27to59.pdf
http://www.hr.gov.nt.ca/policy/manager/documents/2005SrManagersHandbook.pdf

How do | make updates to the organization chart?

Definition:

An organization chart is a visual representation of the structure of an organization. It provides a
basis for determining a position’s role within an organization and confirms the reporting
relationship stated in the job description. It also provides information about the other jobs that
may influence work in conjunction with the job that is being described. Contact your Client
Service Manager to receive the most recent organization chart for your work unit.

Action:

The following guidelines and procedures apply to all positions except casual jobs, Northwest
Territories Teachers Association (NWTTA) bargaining unit positions, and those employed by the
Northwest Territories Power Corporation (NWTPC).

1. When you identify changes to a reporting relationship, the appropriate changes should be
made through an updated job description, which must be submitted to your Client Service
Manager or the Job Evaluation and Organizational Design Unit.

2. Your Deputy Minister reviews and signs the updated job description, indicating approval of
the reporting relationships.

3. Once the job evaluation process has been completed, the changes are made in the Human
Resources Information System (Self-Service).

4. The changes will be reflected in the organizational charts, which are updated regularly by the
Department of Human Resources.

5. If the position is new and doesn’t yet exist on the organization chart the position can be
manually placed on the organization chart when the job description is submitted for
evaluation.

References & Authorities:

HR Manual:
Section 0900: Job Evaluation
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EMPLOYEE MANAGEMENT
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What do | do if I receive a grievance?

Action:

1

If you receive a grievance, promptly advise your supervisor and Client Service Manager of
the grievance as there are timelines for responses. The Union of Northern Workers (UNW)
will email the grievance to all concerned parties with hard copies to follow. The NWT
Teachers’ Association (NWTTA) will send the grievance as a letter.

UNW

Level one is the first of two levels in the grievance process for employees in the UNW
bargaining unit. Level one is to the first level of management, usually the direct supervisor or
the supervisor's manager. A written response to the grievance at this level is required within
14 calendar days.

Level two, also referred to as the final level, is to the Deputy Minister of the Department or
DM equivalent - CEO of Hospital, superintendent of Education Board or President of College.
The Union may also file a grievance on policies of the GNWT. Policy grievances are filed
directly at the Final Level, to the Deputy Minister of Human Resources. A written response to
the grievance at this level is required within 30 calendar days.

Should the grievance be denied at the final level it may be referred to arbitration by the
Union.

NWTTA

Step 1 is the first of three steps in the grievance process for employees in the NWTTA
bargaining unit. The employee with the assistance of the Association notifies the
Superintendent within 20 working days of the incident, and discussion occurs. A written
response is required within 10 days.

Step 2 is to the Superintendent within 40 working days of becoming aware of the incident. A
meeting and discussion may occur. A written response is required by the Superintendent to
the employee within 10 working or 20 working days following the receipt of the grievance.

Step 3 is the Director, Corporate Human Resources or their designate they will meet in an
attempt to resolve the issue, but no written response is required. Should the issue not be
resolved the Association may forward the grievance to Arbitration.

EXCLUDED EMPLOYEES

Step 1 is the first of two steps in the grievance process for excluded employees. The
employee submits a written grievance describing the nature of their complaint within 15
calendar days. The grievance is then heard by a person designated by the Deputy Minister/
Head to hear the complaint within 21 days.

Step 2 is the final level of resolution through the Deputy Minister if the complaint cannot be
resolved at Level one this is to occur within 14 days of receiving the first level decision. The
Deputy Head will have 14 days to meet with the employee hear your grievance and respond
in writing. If the employee wants the grievance reviewed further, he/she can file for judicial
review through the courts.
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2 Arrange a meeting with UNW or NWTTA representatives to discuss the grievance. A Human
Resource representative will attend the meeting with you. The meeting may take place in
person or over the telephone. Accurate notes should be taken by the supervisor and given to
the Human Resources representative.

With your assistance, a grievance response will be prepared by a Labour Relations
Advisor. A decision will be made whether to grant or deny the grievance at the applicable
level.

For a UNW grievance, the response can be signed by 1* level management. If the
grievance is still not resolved and the UNW moves the grievance to the 2" level, then the
Deputy Minister or equivalent will sign.

For a NWTTA grievance, the response is signed by the Superintendent. If the grievance
is not resolved at the first step it moves to the Second Step where the Superintendent or
his/her designate attempts to reach a resolution. If not resolved at the Second Step, the
grievance moves to the Third Step where the Executive Director of the NWTTA and the
Director, Corporate Human Resources or their designates attempt to reach a resolution.

After exhausting the UNW levels / NWTTA steps, the Union or Association may refer the

matter to arbitration if it is arbitratable. If referred, Labour Relations manages the file,
schedules the arbitration, gathers your information and interviews witnesses.

UNW grievances regarding Letters of Reprimand or policy cannot be referred to arbitration.

They would go to the Minister Responsible for the Public Service or his/her designate for final
resolution.

References & Authorities:

Excluded Employees’ Handbook Main Collective Agreement with UNW
Grievance Process Article 37, Adjustment of Disputes
Collective Agreement with NWTTA Arbitration Act

Article 20, Grievance and Arbitration Procedures

HR Manual:
Section 401: Grievances & Complaints
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http://www.justice.gov.nt.ca/pdf/ACTS/Arbitration.pdf
http://www.hr.gov.nt.ca/policy/documents/2005ExcludedHandbook.pdf
http://www.hr.gov.nt.ca/policy/unw/docs/Section3Articles27to59.pdf
http://www.hr.gov.nt.ca/policy/nwtta/documents/nwtta_agreement.pdf
http://www.justice.gov.nt.ca/pdf/ACTS/Arbitration.pdf
http://www.hr.gov.nt.ca/policy/hrm/
http://www.hr.gov.nt.ca/policy/hrm/0400%20-%20Dispute%20Resolution/401/default.htm

What do I do if an employee is absent without approved
leave (AWOL)?

Definition:

Absent Without Approved Leave (AWOL) means an employee is absent from the workplace

during scheduled hours of work without approval.

Action:

1. If an employee is absent without approved leave (AWOL), it is your responsibility as the
Manager to contact the employee.

2. If you are unable to contact the employee within a reasonable amount of time (i.e. four hours
from the start of their shift), you should contact your Client Service Manager.

3. When an employee has been contacted, you should consider the circumstances of the
absence. In some instances, you may authorize leave to cover the absence. If you determine
leave is not appropriate, you must advise the employee they need to report to work
immediately and may result in loss of pay.

4, When an employee is AWOL, appropriate deductions should be made from the employee's
pay. Your Client Service Manager can assist you in entering this in the Human Resource
Information System (Self-Service).

5. Absence without approved leave is subject to disciplinary action. If unauthorized leave is

taken, corrective action will be taken in accordance with the guidelines and procedures
outlined in the HR Manual. Contact your Client Service Manager for assistance.

References & Authorities:

Excluded Employees Handbook Main Collective Agreement with UNW
Hours of Work Article 22.01 — Hours of Work — General
HR Manual

Section 701: Employee Discipline
Section 802: Attendance
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What do | do when I receive aresignation?

-~
SR

Action:

1. An employee must submit their resignation in writing to their immediate supervisor.

a. Union employees should give two weeks notice.

b. Excluded employees should give two weeks notice, or two months notice if they
are eligible for severance (more than ten years of service).

c. Senior Managers should give two weeks notice, or two months notice if eligible
for severance.

d. NWTTA employees must give 60 calendar days notice as per the NWTTA
collective agreement.

2. If you receive a letter of resignation, you should draft an acceptance letter for your Director’'s
signature.

3. The letter of resignation should be accepted as follows:

UNW bargaining unit employees and excluded employees — If the employee has not
withdrawn their letter of resignation within 24 hours of submission, the Director provides the
employee with a written acceptance of their resignation.

Senior Managers — The Deputy Minister provides senior managers with written acceptance
of their resignation.

NWTTA — A teacher who wishes to resign effective the last day of the academic year shall
provide written notice of this intent no later than sixty calendar days before the last day of
the academic year. A teacher who resigns after the 60 days will not be entitled to removal
expenses unless the resignation is accepted without prejudice. A teacher who provides
notice of resignation earlier than required may be entitled to be paid a bonus. The
Superintendent accepts the resignation.

4. A copy of the written resignation and written acceptance should be provided to your
department’s Client Service Manager immediately to ensure the necessary steps are taken to
process the resignation. If copies are not provided to Human Resources in a timely fashion,
the employee may continue to get paid and will not be counseled on their benefits.

References & Authorities:

Excluded Employees’ Handbook Senior Managers’ Handbook
Termination Resignation

HR Manual UNW Collective Agreement
Section 1605: Resignation Article 52.01, Resignation

Publ!c Service Act NWTTA Collective Agreement
Section 25 Article 18.16
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Moving Forward

We hope that the Manager’s Toolkit has helped provide some valuable insight and direction into
the questions and challenges faced by you as a manager or supervisor.

If there is information and answers to questions not currently covered in the Toolkit that you'd like
to see in updated versions, we’d love to hear from you and get your feedback.

Please submit any comments or feedback on the toolkit through our online feedback form.
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