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Action Manual” provides a comprehensive and
detailed approach to dealing with the continuing
inequalities faced by CUPE women members in their
various employment situations.

While many of you have been able to achieve con-
siderable improvements in some areas of equal
opportunity, especially in stopping the more blatant
discriminatory practices of employers, we should
now address ourselves with renewed vigour to
remedying the more hidden barriers to equal oppor-
tunity that continue to keep men and women in job
ghettoes with unequal access to training, promotions,
benefits, career mobility, etc.

The manual will assist you and your locals in
locating these barriers and formulating an attack
which is best suited to the local’s circumstances.
Whether this is a comprehensive Affirmative Action
Program or whether it is developing bargaining
demands on specific issues during regular negotia-
tions, the manual will provide you with a wealth of
ideas and suggestions, many of which have already
been tried successfully by some progressive CUPE
locals.

I strongly urge you to take advantage of this

~ booklet. Until you take advantage of it the employer
Equal - will go on taking advantage of you and your

opportunity ‘ members.

A CUPE offirmative oction manual

Fraternally,

Grace Hartman,
National President,

CANADIAN UNION OF PUBLIC EMPLOYEES
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FPOREWORD

Traditionally, union:z have used the collective bargaining process
as the main instrument for improving the status of wemen at the
work place. Unfortunately, the rights of women at ithe work place
rever really became a major collective bargaining priority. Conse-
Guently, many injustices were not corrected ard continued on for
many years. It is only a recent development that trade union acti-
vists began to realize that werking women are not given an equal
cpportunity at the work place.

International Women's Year 1975, provided the forum which helped to
generata this new awarerness. However prior to 1975, the CUPE Edu-~
cation Department staff, prepared twc pamchlets which drew attention
to sex discrimination at the work place. These were, "Are You Being
Discriminated Against?" --- a ten point checklist, and "Affirmative
Action, -— putting a stop to sex-discrimination: an ocutline for
locals.” These pamphlets created enough interest in CUPE locals
whereby Affirmative Action Study Committees were established in Ottawa,
Londen and Windsor, Ontario. Also the pamphlets were in great demand
By other unions and many community groups who wanted to support the
idea of equal opportunity for women. The initiative and leadership
for CUPE'S involvement in the preparaticn of these educational ramphlets,
the setting-up of Affirmative Action Study Committees and the quiding
hand in the preparation cf this manual, came from Elisabeth Pletten-
berg, Assistant Director of Educaticn, CUPE.

During 1975, a considerable amount of knowledge and experience was
gained from the findings and reports of the Affirmative Action Study
‘Committees. It became evident that the matter of wemen's rights
should not be allowed to fade into the background, or allow the issue
to slip to a low collective bargaining priority once again. Thus the
decision to prepars a comprehensive handbcok, or manual, that would
cutline how to establish, conduct and implement an Affirmative Action
Program. We called upon Margot Trevelyan to co-ordinate this project.
Margot had gained considerable experience as a member of the C.B.C.
Task Force on the Status of Women.
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After many months of researching, writing, re-writing and editing
the final document was finished. The thanks for this menumental
effort must go to Margot and Elisabeth.

You may be taken back by the size of this dccument. Nevertheless,
learning how to implement an Affirmative Action Program is well
within the capabilities of the average person. It is a well or-
ganized plan, set-out in a step-by-step manner. I am sure that it
will greatly assist those persons who decide to do something about
the rights of women at the work place.

Now that the technical side of preparing this manual is complete,
it only leaves the practical side to be applied. This is whezre
the local unicn activists come in. The manual will be your guide.
However, it takes active people to press for the required admin-
istrative decision (from the union and employer), before the pro=-
gram becomes a reality.

James Dowell
Director of Education
Canadian Union of Public Employees
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INTRODUCTION

I EARLY STRUGGLES FOR EQUAL OPPORTUNITY

CUPE began its first formal Affirmative Action Program in 1975. For
many years before, the struggle to ensure equal opportunity for all
employees had been waged in many locals and at many bargaining tables
by concerned men and women. These efforts, however, were sporadic;
they attempted to correct piecemeal a situation which really should
be attacked by a systematic, methodical and all-encompassing approach.
International Women's Year - 1975 - provided the climate that was

congenial to initiating such an approach.

Affirmative Action Programs involving CUPE members were begun in
London, Ottawa, Toronto, Windsor, Saskatoon, Winnipeg, Vancouver and
elsewhere. These programs were initiated either by the CUPE National
Education Department by determined local union members, or through

the efforts of organized women's groups. No matter who started the
program, the picture that emerged was always the same: women work-
ers were found to be segregated into few kinds of work; this work

was undervalued in status and pay; women's promotional opportunities
were fewer than men's; and often benefits received by women employees

were inferior to those of men participating in the same plans.

11 WHAT IS AFFIRMATIVE ACTION?

Basically, an Affirmative Action Program is anything you want it to
be, as long as it improves the status of working women or of minor-
ities in your establishment. It may be an educational program in
the local to urge members to support an across-the-board dollar in-
crease rather than a percentage increase at the next negotiations.
It may be an attempt to organize babysitting or child care for union

members. Or, it may be an all-inclusive program which examines the hiring,



promotional practices, benefit plans, job segregation and salary
administration of the establishment and recommends a long term pro-

gram to correct any problems that are discovered.

The name "Affirmative Action" originated in the United States to
promote the interests first of racial minorities and then of women.
It was pushed by strong civil rights legislation which insisted that
women and minorities be paid the same as other workers and that they
be present in an establishment roughly proportionate to their pre-
sence in the work force at large. Costly law suits, such as the
famous International Telephone and Telegraph (T.& T.) settlement,
which cost that company millions of dollars in back pay to female
employees, forced employers to find ways of meeting the tough demands

and quotas of the legislation.

By way of Affirmative Action plans, these employers committed them-
selves to break down job segregation and get more women and minor-
ity workers hired and promoted. They undertook studies to determine
which practices left these workers behind and what training and or-
ganizational changes were needed. Management consultants, specially
trained in the area of Affirmative Action, sprang up overnight to
capitalize on the new market. Employers soon discovered that, al-
though they had been forced into action, this new "untapped resource"

provided them with new skills and talents.

Affirmative Action Committees in Canada have made exhaustive reports
and intelligent recommendations which have, for the most part, been
applauded by management. These committees have then stepped back to
see their fine report gather dust on the shelf while they waited for
employers to change their attitudes. For as long as there is no

legislation or other power to force employers to move, they will rarely
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change a situation which for so long, seems to have worked to their
advantage. For this and other reasons, Affirmative Action Programs
in Canada must be backed up by the binding power of the collective
agreement. In Canada, collective bargaining must play the role that

legislation plays in the States.

III WHY AFFIRMATIVE ACTION FOR CUPE?

It is the responsibility of every local, every council, every divi-

sion, and the National Office and all CUPE representatives to ensure
that the interests of all members are protected. If any of the mem-
bers are not receiving the salary, or career opportunities due them

for whatever reason - it is the responsibility of the union to bring
this to the attention of the employer and correct the situation.

The employer is also obliged - sometimes by law - to ensure that the
employment s/he is providing is equally accessible to all who are

qualified.

In this book we are limiting our attention to the problems of

women workers. We are very much aware that minority racial groups
also suffer from discrimination at work, and that unions should fight
in the interest of these members. However, we feel that to attack
all problems at once may result in none being solved. Furthermore
the large number of women in CUPE suffering from discrimination
assures us that concentrating our energies on them - at least for

the time being - will bear the most fruit. The impact of an Affirma-
tive Action Program will automatically affect a large number of

native, black and other minority persons as well.

v ARE WE BEING IDEALISTIC?

There may be a few skeptics who feel we are talking about pie in the
sky. In reply we can only say that there is nothing in the first two
phases of the CUPE Affirmative Action Program which has not already
been done by many Affirmative Action Committees in Canada. Phase

III - Implementation - is, we admit, far reaching and in some aspects,

new. Many of the articles suggested have not as yet been negotiated
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Nevertheless there is no doubt that the five day work week, social
security, unemployment insurance and many of the other benefits we
now take for granted were at one time considered radical and un-
realistic. But who now would settle for anything less? In the same
vein, we are confident that demands of working women which now seem
"unreasonable" will soon be the minimum a union negotiating team
will be willing to accept. For how can a union continue to exist,

if it cannot meet the needs of 50% of its membership?

It is to provide Affirmative Action Programs that meet the realities

of present day Canada, that this book has been written. If working
people cannot depend on the politicians to pass protective legislation,
they can still force employers to change their ways through the
collective agreement. Historically, in fact, most good labour
legislation in Canada first made its appearance as articles in collective
agreements. Union practice has usually pointed the way and legis-

lation has followed later and there is no reason to believe that

human rights legislation will be any different.

v THE PLAN OF THE BOOK

The CUPE Affirmative Action Program consists of three phases:

Phase I - Initiating the Program,
Phase II - Data Collection, Analysis & Assessment,

Phase III - Implementation.

This manual will take you step by step through the three phases.
Although at first glance, an Affirmative Action Program may seem to
be an insurmountable task, a careful reading of this manual will
indicate that although the work may be time consuming, it is well
within the capabilities of the average person. Management consul-
tants are costly and unnecessary. There is no reason why union
brothers and sisters cannot pool their talents and experience to

look at their own situation and propose feasible alternatives. After
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all, we have been doing just that since the beginning of the

trade union movement.

Throughout the manual will be found the reminder that this plan is
no more than a general outline. Every work place is different and
consequently every Affirmative Action plan will be different. Only
you can judge your own situation and with imagination and common
sense, take from this book what is useful to you. Also remember
that at all times union staff are available - either through your
service representative or the CUPE Education Department - to help
you decide on the most appropriate course to take, or to interpret

any sections of the manual which you may find difficult.



PHASE ONE

INITIATING THE PROGRAM



Phase One consists of several steps:

II

III

v

VI

VII

GAINING SUPPORT FROM UNION MEMBERS,

GAINING SUPPORT FROM MANAGEMENT,

A PUBLIC STATEMENT OF INTENT FROM MANAGEMENT
AND UNION,

SETTING UP AN AFFIRMATIVE ACTION COMMITTEE,

ASSIGNING RESPONSIBILITY FOR THE PROGRAM,

ALLOCATING A BUDGET,

FAMILIARIZING EMPLOYEES AND THE PUBLIC WITH THE

PROGRAM.



I GAIIITNG SUPFORT I'RCI? UNION PMLIMTTRS

Ve feel that any progran vhich affects the werkinc life of employees
should be undertaken with their full understandinc ané cooperation.
Since the interests of uniocnized employees are represented by their
local union officers, it is essential that the local union participate
fully in the Affirmative Nction Prograr. Input from their elected
representatives ensures that the interests of erployees as well as
their trade union principles are protected at all stages. To ensure
that the local executive and the mermbers fully understand the need

for an 2ffirmative Action program, both shoulé ke approached as early

as pcssikle.

Eegin kv asking the local presidnet for a spot on the agenda of the
next executive meeting. 2t that time, explain to the executive what
an Affirmative Rction program is, and why you feel it is necessary
at your establishwent. If possible, prrovicde interested executive
renkers with copies of Affirrative 2ction programs from other
establishments., (These are available from the I'ducation Department
at the CUPE National Office. OCnce everyone on the executive
understands the prograrm, ask them in what way they feel they can ke
of rost help. Scre nay feel that an 2ffirmative Action program is
top priority and want to assist as rmuch as possikle. Others ray £find
themselves in a crisis situation over other ratters and be less
syrmpathetic. In either case, assure all evecutive remters that the
jurisdiction of the local will ke protected at all tires, ky the
participating union rembers, and that their advice will be soliciced
through-out th:e pregram - especially on those issues covered ty the

collective agreerent.

Bs soon as possible, vou will also vant to explain the Affirrative

Action program to the ceneral membership at a meeting of your local.

A
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To create interest quickly, you micht show a film or have a cuest
speaker lead a discussion on the special prctlers faced by woren

at work., This discussion could ke followed by 2 union merker, or

a merker of the executive, explaininc to the meeting vhat an
2ffirmative Action procrar is, and in what way such a prograr would
help all employees in the estaklishment. OCnce this is understood,.
it is helpful (but not necessary} for a motion to support an
AffirmativebActicn prograr: at the estatlishrent to be moved and

voted on.

Before leaving the merkership meetinc, ask for sore volunteer help

in gettinc the prograr goinc. This request is rore than an attempt
to "make the members feel inclucded". 2 lot of work will have to be
done refore the prograr is accepted by the emplover. The more pecple
there are to do this vork, the socner the emplover will realize that

2ffirrative Action is a najor concern of many employees.

If there is rore than cne erplovee orcranization in vour establishmrent,
it is worth the time to ask the erecutive of each orcanization if you
can attend, as a guest, at the next membership meeting, to explain

the 2ffirmative Action program. A vote of support from each
organization not only ensures that rrost erplovees understand the
program, it is also another rem'.nder to the erployer that the call

for Affirmative Action has kroad support among erployvees.

Feel free at all tires to call on your local CUPE Education
Department representative, or the CITE Mational I'éucation Department
staff, or your local servicing representative. They will give you

the professional help you ray need to both start the program and
follow it through.
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II GAINING SUPPORT FION I'AMACEMENT

Unless you are a rexber of a local that is willing to strike in-
definitely until recormendations of the 2ffirmative Action Committee
are implemented, a strong conmitrment fronm management is absoclutely
essential. 2ccess to personnel data can only ke gained with their
approval. liore importantly, recommendations = no matter how good -

are useless, if management does not intend to implement ther.

Yho "manacerent” is varies from place to place. For a hospital it
could be the Administrator, the Chairran of the Doarc of Directors,
or the wvhole Eoard; in sraller establishments, it is usually the
President. Gaining support fror City Councils - the manacement of
civic erplovees - is one of the more complex procedures, and for this
reason ve have used it as our exarple of how to gain support from

management.

l. Ineck on Doors

In oxder for a city ccuncil to agree tc an Affirmative 2ction Pro-
gran, someocne cn .the council rust wake a motion to that effect, and
the majority of the councillors must vote in favour of it., Conse-
quently, the nore councillors you can talk to before the city council
meeting, the letter. Get a list of the nares of those on the city
council from the receptionist at City Fall and call up their secre-
taries for an appointment. 'hen you reet the councillor, explain

to him or her why the progran is sc important. 2lso show him or
her a clear and definite proposal which includes a tentative bud-
get, the arount of time it should tale, and exarples of other cities
who have carried out Affirmative Pction Progrars. BAsk for their

support when the program is voted on at the city council meeting,
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26 Draft a lMotion

Often city councillors ancd others are willino to cive their moral
support, but den't have any time to spend on the program itself,
For this reason, it is useful to provide one of these councillors
who is most sympathetic, with a draft of a resolution which calls
for the initiation of an Affirmative Action Program. The draft
might read as follows:

I move that City Council agree to irplerent
Phase I (Iauitiating the Frogram) anc Phase II
(Data Collection, Pnalysis, and Assessment)
of the 2ffirmative Action Procram as outlined
by CUPE Local ___ to determine if equal
employrnent opportunities are being provided
to all municipal erployees; further, that

an Affirmative Action Cormittee be formed
with representation from:

a) the City Personnel Department,

b) the Executive, Local CUPE (the
initiating local),

c) the Executives of lLocals ¥ , and
(other organized erployees of the
same erployer),

Q) representatives of additional
associations (if any),

e) the CUPL service representative,
2 representative of City Council,

a) representatives from Corrunity groups
concerned with the status of women,
(if any),

h) a working cormittee, consisting of one
full-tirme Coordinator, two or more
full tire Researchers, and four or
more CUPF erployees, serving part time,
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3. 2ttend the City Council lleetinc

Cnce you have found a councillor willing to make the motion
initiating an Affirmative Action Program, ask to be placed on the
agenda of the next council meeting. Inforr the merters of your
local, and if possible, other erplovees, of the time and the date
of the meeting. If necessary arrange car pools ané babysitting so
that as rany people as possikle can le present. The council will
not be interested in going to the expense and trouktle of an
Affirrative Action Prograr, if they feel only one or two pecvle
are interested. Inforr councillors, as well, that the 2ffirrative
2ction Program will be discussed at the next city council meeting

and ask for their support once acain.

4 Invite the Press

Publicity is an irportant increcdient to any Affirrative 2ction
Program., It reminds the workinc mermbers that their results will be
carefully scrutinized and the erplover that his cormitrment to equal
cpportunity is being watched with interest by the cormunity.
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III FUEBLIC STATEMENT OF INTENT

Once management and the union have agreed to undertake an Affirmative
2ction Program, their intent should be communicated to all erployees
and to the Press. Erplovees in particular should have irpressed upon
ther that the program is to ensure equal opportunity for both ren and
- women. A joint statement by managerment and the union is prcbkably
test, since it will calr: any fears or apprehensions either side might

otherwise have.
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IV  SETTING UP All AFFIRIATIVEC ACTIOHN COMMITTEE

t’e will continue to use the large civic employer as our exanple

for the remainder of this chapter.

In large establishrents, there are cften rany organized groups who
will, of course, he concemmed with anything that affects their
memters. levertheless, having larve nurbers of working memkers on
the Committee is impractical both from a cost point of view and
because of the irpossitility of getting together for meetings and
coordinating the work. The Director of Perscnnel for the establish-
ment will also have an interest in the stucdy but will not have the
time to work on it. It is therefore sucggested that the 2ffirmative
Action Cormittee consist of sore rerbers who will serve in an

advisory capacity, and others who will actually do the work.
(i) The Advisory Members

The advisory merbers include all those listed freom "a" to "g" cn
page 11, The personnel department representative has a special
role here since clcse liziscn hetween the working cormittee and the
personnel department will greatly facilitate the search for relevant

data in the departrent's records and procedures.

Iéeally, this Advisory Corrittee should meet with the Coordinator
every two cr three weeks. They should offer suwport and advice as
well as receive progress reports from time to time.

(ii) The Vorking Yembers (the "VJorking Commrittee”)

Every establishment will need at least one full time persocn to act

as Coordinator of the Affirmative Acticn Cormittee. !'ost mmicipal
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governrents and large establishments will need rore than one paid
person cn the working cormittee, but they need not all re full time,
Some may be hired for half days only, anc sortimes CUPF merbers in
the local can le used for one or two days a week to help with data
and interviews. For city governrents and larger hospitals, ve
suggest the working rerbers of the Pffirmative Actiocn Committee be
corposed of the following: |

One full time Coordinator, hired by the
employer for the project’s duratien,

two full tire Researchers, hired on the
same kasis, and

four CUPE employees, taking one or two
days off a week.

These pecple shoulé be chosen by the advisory members of the
Affirmative Action Cormittee. The Coordinator should ke hired first

so that she might have a say in the selection of the others.
(iii) The Coordinator

Objectivity of the committee is absolutely essential, and no matter
how hard a Coordinator nmay attempt to be cbjective she ray be seen
by other locals or by managerent as rainly concerned with the in-
terests of her own local if she is an employee in the establishment.
It nay also be awkward for an erployee, particularly in smaller
establishrents, to discuss policy matters with supervisors and
managers. Finally, confidential raterial vhich could e disclosed

to an independent observer, right be denied an employee.
Consequently a coordinator should prorably best te hired from out-

side the estahlishment. She shculd have a demenstrated interest in

status of women projects, be alle to analyze data, and perhaps most
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importantly, be able to get along well with different interest
groups. Depending on the size of the establishment she shoulg be
hired for a period of four to eight months and the rest of the
2ffirmative Action Cormittee should report to her. Her position
should be filled before those of the researchers so that she micht

take part in their hiring.
(iv) Researchers

»uch of the wor: done Lv the working committee will be "lec work”,
gathering and analyzing data, making countless telephcne calls and
conducting many interviews. 2Acain, depending on the size of the
work place, a number of researchers must be hired to do this work
under the direction of the Coordinator. Recause scme of the data
is confidential, it is advisakle to hire these people from outside.
Often surmer students are ideal for this position. Try calling wp
the placement centre of a nearby university and ask for students

in sociology, political science or econcmics.
(v) Employees

Some women and men in the Iocal might be interested in helping the
Coordinator and researchers with interviews and digging out data.
t'e suggest that cne of these Le a clerk or secretary familiar with
Personnel Department recordés. The Personnel Director nay be
perfectly prepared to make available the various types of personnel

records but not have the time to dig them out himself.

Those employees who wish to help should be made availakle by the
employer cne or two days a week, as required by the Coordinator.
Thev should be chosen for their commitment to the prograrm, their

technical skills, (typing, accounting, data processing, corputer
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programming) and their ability to work with others.

(vi) The Structure of the Affirmative Action Committee

In conclusion, the structure of our example of an Affirmative Action

Committee for a municipal employer would then be as follows:

City Council

Coordinator

i

Affirmative Action Committee

Advisory members: 1. Representatives of organized workers
2. CUPE Service Representative

3. Representative of City Council

4

. Representative of Community Group
concerned with Status of Women

5. Representative of Personnel Department
Working members: 6. Coordinator
7. Two Researchers
8

. Four CUPE members (part time)
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v ALLCCATING A BUDGET

A budget should be established at the outset for Phase One and Two
of the Affirmative Action Program. Costs for Phase Three =
Implementation - are impossible to forecast, since they depend on
the findings and recormendations of Phase One and Two. This budget
will consist mainly of the salaries for the coordinator and
researchers. Many tasks, such as clerical work, can be performed
by existing staff and need not ke included in the affirmative RAction
budget. Likewise, the office space, facilities and supplies used by
the cormittee should be provided by the employer and should not be

shown as cost items in the budget.
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vi FAMILIARIZING EMPLOYEES AND THE PUBLIC VITH THE PROGRAM

It is important that the employees, including supervisory staff and
department heads, are aware of the presence of the Affirmative
Action Cormittee and of its support by management. Supervisors
will not allow their staff to cooperate unless they know the word
has come down "from above®. A memo to all staff is therefore
essential. Once this initial directive has been issuved by
management, intreducing the Coordinator and requesting cooperation,

any further communications can be signed by the Coordinator.

Again, it is usually useful to submit a draft memo to the person

issuing the directive. It might lock something like this:s

To: All Staff

From: Mavor

On Tuesday, January 12, City
Council established an Affirmative Action
Committee charged with examining the status
of women civic erployees in the City of
and making recommendations to
ensure that they enjoy equal cpportunity
at work. Ms. Jane Smith has been hired by
the city as Committee Coordinator for a
pericd of months from
to -

puring the course of their work,
the Affirmative Action Committee members
will conduct many interviews, hold discussions
with small groups of employees, and conduct
open hearings to which you will all be
invited. As well, the cormittee will examine
data contained in the files and records of
your departments. To arrange the heavy
schedule, and to make the study as productive
as possible - both for the City and its
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employees - Ms. Srith will be contacting
you soon regardinc specific ways in which
you can assist in this project.

Because of the creat importance
of this undertaking, I ask you to give
lis, Smith your fullest cooperation in
making both vourself and individuals you
may supervise available to participate in
the Cormittee's several activities. At the
corpletion of the Committee's work, copies
of their report will ke available to all
staff.

Thank you for your help.

lMayor

It is also important that the Public is made aware of the study.
This is best done by holding a press conference, over which the
Affirmative Action Committee and the lMayor or Administrator preside.
There is much to be gained by the erployer in the field of public
relations, while the Affirmative Action Committee can be made known
to outside community groups vwho may later assist in the collection
of external data and in applying pressure to implerment the
recommendations of the study. Your CUPE representative will help

set up such press conferences.

Mow that the Affirmative Action Committee is set up, Fhase Cne of

the Affirmative Action Program is completed.
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PHASE TWO

DATA COLLECTION, ANALYSIS AND ASSESSMENT
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PHASE II - CHAPTER ONE: GETTING ORGANIZED

I THC FIRST MEETING OF THE WORKING MEMBEZRS OF THUE
AFFIRMATIVE ACTION CO:IMITTEL

Phase II represents the bulk of the work for this commnittee. It
consists of establishing the factual evidence upon which their re=-
commendations for changes will be based. Because of the heavy
work load and the short time available, the members of the Working

Committee must be well organized and efficient.

At the first meeting, the Working Committee should discuss such

organizational issues as the following:

i the approach of the cormttee to the study

ii  general scheduling of work over the next four
months (or duration of the study)

iii scheduling of worl until the next meeting

iv  general division of labour i.e. wio on the
team will be responsible for what

v assignment of irmmediate tasks to individual members

vi fixing a time and place for the next meeting
Cne of the best ways to organize work is to present each member

with a blank calendar and star: £iiling in the spaces. The follow-

ing is an example of such a calendar:
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OUR

AGENDA FOR THE NEXT FOUR MONTHS

FIRST WEEK

SECOND WEEK

THIRD WEEK

FOURTH WEEK

assign responsibilities

find office, clerical
help, etc.

assign reading material

send communications
to all staff on
coming activities

approach personnel

arrange rooms for
interviews

pick interviewees

devise and send

inform interviewees
& dept. heads

working com. meeting

meeting with

illustrate data

' JANUARY dept. & start ) ) . .
1 . questionnaires (if advisory members
i cq s . collecting data
become familiar with any) liect dat
the establishment, its - ask for written cotiec Hea
P collect data
personnel & structure submissions 3 ; .
devise interview
form
Ei |
‘ interviews - interviews interviews interviews
i collect data - working committee
| meeting working committee
i i d
| FEBRUARY meeting (1 day)
meeting with
advisory members
begin analyzing data - get interviews missed analyze interview working committee
in Februar responses meetin 4 da
: get external data x P g (4 y)
MARCH s . . . g
- working committee get last minute organize material
meeti information . ;
ng meeting with
advisory members
: formulate recom- - begin writing report write report finalize report
| nendati
' M-S present report to
r APRIL draw graphs, etc. to advisory members

present report to
senior management

(City Council, etc.)
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How you decide to divide up the time available to you will ce=-
pend on your particular situation and the skills and inclinations
of the individual committee members. Assigning responsibilities
and scheduling work should ke undertakesn, however, only after each
member has read this manual, as well as any other useful informa-
tion you may have, and has a clear idea of how the establishment
under investigation is structured. Once designed, work schedules
should be strictly achered to. If it looks as though the study is
not progressing as planned, the reasons for the delay should be
discussed and a new schedule drawn up to take into account these

new, unforeseen difficulties.

Obviously some aspects of the study take longer than others. Us=-
ually one of the unexpectedly time consuming tasks is arranging
facilities: finding available rooms for interviews; getting

access to duplicating equipment and clerical help; finding a day
when someone in the personnel department is free to assist in find-
ing data, getting time allotted on the computer and so on. MNone of
these tasks should be considered "relctively easy" until they are
complete. In one city, for example the Personrel Department did not
keep a record of employee absences. "ork expected to take an after-
noon in fact took over a week and even then the data had to be
limited to a selected number of employees. For these reasons

assume the worst and don't count on collecting any infcrmation at

the last minute.

II FUTURE MEETINGS

At all future meetings, of the Working Committes, each person should
report on what they have done, and any problems they have encounter-

ec. The importance of th.s exercise is great. Team members are re—
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minded that they are being held accountable for the work they agreed
to do and that the rest of the team depends on them. Discussion

of problems they have encountered also helps other members. This

is particularly true of problems resulting from a lack of coopera=

tion from supervisors or employees.

Team members should always remember that they are not in a position

to start an argument with such persons. If a manager is uncooper=

ative, the team member should discuss it with the Coordinator who

will then take it up with the representative of City Council on the

Advisory Committee. Supervisors in particular, are very jealous of

their authority, and an argument from a team member can only create

even greater resistance in an already sensitive area.

Regular'committee meetings can also be useful morale boosters. Keep=
ing up team morale is important and should be consciously worked on.
lembers should be praised for work well done and constructively and
fraternally criticized if the results are less than could be ex=
pected. The issue of the status of women is extremely controversial

and team support throughout the project is crucial.

From the time of the second meeting on the agenda decided at committee
meetings will be for the period up until the next meeting. 2Again a
blank calendar should be presented to the team (even if it's only

you and one other person) to decide what is to be done day by day
until the next meeting. This exercise should be repeated at every

meeting.
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PHASE TWO - CHAPTER TWO: QUESTIOM.IAIRES AND
WRITTEN SUBI1ISSIONS

There are five main methods the Vorking Committee has of gathering

information. These are:

i questionnaires

ii written submissions

iii interviews

iv data from personnel records and internal
communications

v external data (information from outside
the establishment)

With these tools you can learn how the establishment operates, what
effect this operation has on the job opportunities of the employees,
and what alternatives might be tried. In this chapter we look at

the first two methods: questionnaires and written submissions.

I Questionnaires

Questionnaires have Seen popular with some Affirmative Action
Committees. They are often seen as a means of obtaining a good
statistical picture of the work place while overcoming the problem
of confidentiality of personnel records. Questionnaires, however,
have been greatly misused. Too often they have been depended upon
to reveal employees' attitudes, rather than to provide statistical
information. They are often long, therefore too few of them are
ever returned to provide a meaningful data base. The  main drawback
is that, especially where attitudes are concerned, it is very easy
to distort the results by asking leading questions, whether inten-

tional or not, or by interpreting the results incorrectly.
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For these reasons we suggest that questionnaires not ke used unless
they are absolutely necessary to supplerent straichtforwardé statis-

tical data that are unavailable in the personnel records.

For exarple, you might ask:

1. Do vou l'ave any children under 5 years 0lad?
ves no
2. How are they cared for while you are at work?
spouse babysitter
child care centre

relative other

The following guestion, however, deals with a person's attitude,

and therefore creates problers:

"po you think women r.ake good supervisors?”
o L no

Let us say that most ermployees answer "no" to the last question.
Cne micht conclude that there is a strong anti-female attitude in
the establishrent and that rost employees would stroncly resist
working for a woman. Dut we do not knovw fror this hov many of the
respondents ever workec¢ for a woman, Or of those that ¢id, how many
of their feelings are hased on one ac experience, to what extent
their feelings are based on hearsay, how strongly they feel about it,
vhether they are open to change, etc. Only in an interview can

such an attitude be explored.

ees/28



28,

More importantly, attitudinal questions can Le corpletely misinter-
preted. In the exarple arove, a "no" answer for sore respondents

may mean “"beinc a good supervisor has nothing to do with the per-
son's sex. Just becd8use a person is a woren, decesn't make her a goood
or lad supervisor." In this case the ‘nc' answer could re a very
positive response and indicate a healthy and progressive work atti-
tude.

So our rule of thumb is "stay away from gquestionnaires!" They
aren't worth the time or the trouble, unless they are used to

supplerent factual data not available fror other sources.

II Written Submissions

A further problem with questionnaires is that the cuesticns indi-
cate areas the committee consider to be problems. 2 respondent
right answer all the questions, while leaving out the rost important
inforration because it isn't asked for. It is therefore useful to
issue a letter to all employees, signed by the Coordinator, asking
for any inforration and advice that they think is useful to the
Committee. The results of these submissions cannot be tabulated:
you cannot report that 80% feel one way or ranother; but many of
ther will point out proklem areas that the Committee might not have

looked at otherwise.

It is true that rmany people will relate personal grievances which
have nothing to éo with the issues studied, and alrost all will ke
from people feeling there is a prokler. Put as lonc as these sub-
missions are accepted with this is mind, and not locked upon as the
attitudes of a fair cross-section of erplovees, thev can he of great
help. Perhaps most irportantly, they cive all erployees a real

chance to have sore input into this phase of the 7£firrative rction
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Program, - which is of particular importance to those who might be

excluded from interviews.

To elicit written submissions, issue a memo, such as the following,
to all staff. Make sure the letter inviting written submissions

incluces:

i a date by which all submissions must be in
ii an address where to send them

an example of such a letter is the following:

TO: All Employees Date:
From: The Affirmative Subject: Written
Action Committee Submissions

As you know, your Tployer and CUPE local have
established an Affirmative Action Committee charged
with studying the status of women employees at '
and making specific recommendations to ensure they
enjoy equal opportunities at work.

As a vital part of carrying out this mandate,
the Committee is requesting written submissions from
all interested employees, either individually or in
groups. Our objectives are threefold:

To give every employee an opportunity
to put forward in writing his or her
views on this important subject.

2 To supplement the Committee's other
efforts - which will include individ=-
ual interviews, small group discussions,
open hearings, and analyses of personnel

records.

3 To generate suggestions for action from
as wide a cross-section of employees as
possible.

e strongly encourage everyone who has something to
say to write to us at any length, and in any format =
signed or unsigned. At the same time, however, we
wish to point out that submissions will be most help-
ful in meeting the above objectives if a few simple
guidelines are followed:
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1 Be as specific as possible. For instance,
document important statements with examples.

2 Make recommendations, again in as much de=
tail as possible, on the actions you be-
lieve the employer should take to solve
the problems described in your submission.

3 Acknowledge authorship, if possible, to
permit the Committee to follow up where
it will be most productive.

To enable us to meet our demanding time schedule,
we ask that all submissions be received by
which is 4 weeks from today. Please mail your document
to: The Affirmative Action Committee
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PHASE II - CHAPTER THREE: DATA

I INTERNAL DATA

The importance of basing the recommendations of your Affirm-

ative Action Program on sound, well-researched data cannot be
overemphasized. One hundred per cent of the women employees

might complain of discrimination in training, but unless you have
the training records which indicate how many men and women have
received training, and what kind of training they received, the
skeptics simply will not believe that unequal treatment exists.
Reliable, proven data, collected largely from records kept by the
employers themselves, will provide the factual evidence upon which
you base your recommendations for changes. They will provide the
reader of your report with an accurate picture of the main charac=
teristics of the work force in your organization, such as numbers,
age groupings,ieducational qualifications, classifications and
salary ranges; seniority, promotional and training cpportunities,
entitlement to benefits etc., and how they differ according to the
sex of the employees. It is this kind of evidence that convinces
the well meaning politicians on city councils and boards of educa-
tion, especially if you make sure that the press is well informed

of your findings.

It is impossible for us to predict exactly what data you will re-
quire, so we are listing below the internal data which are usually
gathered by Affirmative Action Committees, and where you can expect
o find this information stored, and hope that this list will point
you in the right direction.
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3.

4.

S.

7

8.

10.

11.

DATA REQUIRED

Sex

Age

\

Marital status & number
of dependents

Education & Qualifi-
cations

Position

Tenure (length of
service in present
position)

Seniority (length of
service in organiza-
tion)

Salary or Wage Rate

Salary or Group Level

Increment Level

Job descriptions for
all positicns

*See Page 35

WHERE TO FIND IT

employee personnel file
names from any employee
listing

employee personnel file
pension plan records
life insurance records

employee personnel file
life insurance records
group health plans
pension plan records

employee personnel file
training records

employee personnel file
internal telephone directory
union records

employee personnel file
* departmental information
forms

employee personnel file
union seniority lists
pension plan records

payroll records

wage schedule or salary
scale

collective agreement used
with information giving
employee's job title
employee personnel file

employee personnel file
fayroll records
union records

employee personnel file
payroll records

personnel office
departmental records
job postings

union records
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15.

i6.

17.

18,

19,

20.

21.

Sick Leave

Maternity Leave,
Ieave without pay

All personnel policy
books, memos and
guidelines

All recruiting material

Job Application forms

All positions vacated
in preceeding year and
all applications for
those positions in-
cluding indication of
successful applicant

All training material
including training
manuals and policies
regarding training

Training records of
past five years in=-
dicating who attended
what course, cost of
course, number of days
on course, whether in-
house or outside sub-
sidized courses

All explanatory ma=
terial on benefits
including pension,
group life insurance,
health insurance,
short and long term
disablility etc.

All collective
agreements

33.

absenteeism records
sick leave forms

payroll records
leave of absence
records

personnel department
and individual depart-
ments

personnel department,
department heads

personnel department,
department heads

personnel department
department heads

job postings

union records

personnel department
department heads

training or personnel
department
department heads
union records

personnel department
union office

personnel department
union offices
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By now you will hopefully have full cooperation from the Per-
sonnel Department and will be able to f£ind most of this material.
No two establishments store their information in the same way,
though, so be prepared to do a little digging. It is best to do

a quick survey of what is available and what isn't, rather than
finding and analyzing one set of data at a time. In this way you
do not find yourself at the last minute with data missing in an
important area, and no time to get it by other means. Xeep a
record of what you find missing sSo you can decide early whether
this information should be obtained from your interviews, or fact-
finding questionnaire, a special computer run, or whatever.

Host information about employees is supposed to be kept on the
employee personnel file but don't be surprised if it is incomplete

or hasn't been kept up to date.

Departrental Isformation Sheet

Information in large establishments is often de-centralized:

that is, it is kept in individual departments, rather than in a
central personnel office. For this reason, it is extremely useful
to send to all department heads, a blank "information sheet™ such
as the one below, and ask them to fill it out for you. The letter
making this reguest should be signed by the senior administrative
officer and should give a date by which time the completed form

should be returned.
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t department.

Vame

DEPARTIENTAL INFOPI'ATION SHEET

Please fill in the following information for all staff in your

Iencth of service

Sex Position Tenure* in department

department:
! L
z 2.

3.

Any recruitment material (pamphlets, etc.)

Eiring tests

2lso, please provide us with the following material used by your

Mames and brief descriptions of any training course
given by your department in the last 5 years with

names of those attendingc.

All application forms submitted for positions open

in your department from

All job application forms on recoxrd.

Copies of memos or letters indicating the employer's

policy on specific personnel - related issues.

T——

* Length of service in present position

°
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After youlhave decided what statistical data you want to use for your
report, and have determined where to find this "raw” data, it is use-
ful to draw up a "master" information chart, which lists all the data
for each individual. You then £ill in the information as you obtain
it. Such a chart avoids much duplication of work and is mest useful
later on when you begin to analyze the data, especially to see the
relationships between the various pieces of information. You may,

for instance, find that turnover rates for men and women differ sharp=
ly by department or job classification, which would indicate that
turnover has less to do with a person's sex than with the kind of

work they do, or perhaps with the behaviour of certain supervisors.
The following is an example of such a "master information chart",

which you, no doubt, will want to extend considerably further to

include all your relevant information.

eee/37



Be/ooe

MASTER EMPLOYEE INFCRMATION CHART

Y. RELATED
NAME SEX ! POSITION aGe | sentorrry |YERRS TN | waRITAL | SALARY | EDUCATION WOPX EX=-! NO. DAYS | NO. CAYS
- POSITION | gsratus PERIENCE |SICK LEAVE JOTHER LEAVE
Ann F Nursing
Black Asst. 37 12 yrs. 6 yrs. Married §9,827 High School - last yx. v
2 yrs. post 2 days
Secondary
Bob M Orderly 50 17 yrs. 17 yrs. Married 10,020 High School 2 yxs. —— 4 days
White
Mary F Lab 23 4 yrs. 4 yrs. Single 9,050 2 yrs. post — 3 days —
Smith Assistant Secondaxy
John M Draftsman 40 20 yrs. 17 yrs. Single 12,500 High School oy -~ -
Brown
Ken M Orderly 32 6 yrs. 2 yrs. Married 8,000 High Sch ool 3 yrs. —— 12 days
Johnson
Sue F Clerk II 31 4 yrs. 3 yrs. Marxied 7,500 Grade 10 5 yxs. ——— ——
Thompson ’
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The Problem of Confidentiality

Sometimes committees run into problems when senior manacement feels

it cannot make available personnel information which is confidential.
This reluctance on the part of management should not necessarily ke
viewed as obstructionist. Often pressure to keep records confidential

comes from employees themselves.,

Nevertheless, there are ways of getting around this which can ke dis=-
cussed with management and the union. In these discussions it should
be made clear that other establishments, such as the federal govern-
ment, municipalities, universities, the CBC and others have found
ways of making the data available; and that secondly, without this

information, the committee cannot operate and will have to disband.

Cne way of g:tting information which is likely to be acceptable to

management is the following:

The Personnel Director will assign a clerk in the department to pull
and analyze the confidential information available to the Coorcdinator,
including all but the employees' names. This can also be done ky

computer.

It should also be remembered that much employee information can be
acquired without access to the perscnnel file, if one uses a little
imagination. Some examples were given in the list at the beginning
of this chapter. Vhen management expresses concern over confidential
material, try to pin them down on exactly which information is con-
fidential and ask for suggestions on how to get it, without destroy-
ing confidentiality.
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If all efforts fail to give you complete data in any area, you
should consider using what you have, if you feel it presents a
picture similar to that which would be found if the data were

complete., This is acceptable if you state in your report:

(1) that your findings are based on a “sample",
(ii) why you used a sample,
(iii) why the sample is representative and,

(iv) who is included and who isn't
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IT EXTERNAL DATA

The information you need from outside the establishment will,
again, depend on your individual situation. To help you decide
what to get, it is useful to talk to the senior administrator
and ask him or her what information s/he would like to have when
the report is submitted. Usually it can be divided into two
categories: What other establishments are doing in the way of
Affirmative Action Programs, and what the situation in the local

labour market is.

what Others are Doing

Public institutions are extremely sensitive to public opinion.
They want to be assured that they are not putting themselves

out on a limb or standing alone in this tricky area of equal
Qpportunity. It is therefore useful to be able to include in
your report the names of other employers who have begun to carry

out the recommendations urged by their Affirmative Action Committees.

Throughout your report you will want to refer to this research to
back up specific recommendations. Some committees are recommend-
ing an end to rug-ranking, for example, and have been very interest-
ed in a project now under way in the federal public service de-
signed to accomplish this. To keep up to date on who is doing

what, contact the Education Department at the CUPE National Office

or the Vomen's Bureau in the federal or provincial governments.

Ask them to give you a complete list of all cities, hospitals and
other establishments that have undertaken Affirmative Action Programs.
If there are some near you, it is helpful to have a talk with the

Personnel Director of this organization and ask him or her for a
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progress report. Otherwise you can simply write a letter to the
top administrator of the institution (who will probably pass it

on to someone else) asking what recommendations of their Affirm-
ative Action Program have been carried out and how successful it
all has been. This letter is best signed by the City Council
Representative on your Affirmative Action Committee to reassure the

recipient of its good faith.

The Labour Market

There is little point in accusing an emplcyer of not hiring female
engineers if none exist. To discover, therefore, if some men and
women in the community are qualified to take on positions usuallv
held by the opposite sex, it is necessary to get an idea of which

courses men and women have been taking in the various schools.

= Ask the Personnel Department (or a number of
department heads) for the names of the educa-
tional institutions from which they get most

new employees

2. Check with Manpower (sic) for the names of all

educational institutions in the area.

3. Write or call each (or some) institution for

a curriculum of the courses they offer.

4, Decide which jobs in your establishment are sex-
stereotyped: that is, which jobs are held entire-
ly by men, or entirely by women. (You can do this

by analyzing the data, but you probably already know.)

5. Draw up a table such as the following, listing the
courses in which you are interested. Send this table
to some of the schools in your community, asking

them to fill in the number of men and women who
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passed these courses in the preceeding year. 3e
sure to include both courses that lead to tradi-
tionally male and female jobs. The letter re-
questing the school administrator to £ill out
this table should be signed by the City Council

representative on the Advisory Cormittee.

COURSE NO. OF MEN GRADUATING NO. OF WOME!! GRADUATING

Draftsman
Stenographer
Lab. Tech.
Etc.
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III ANALYZING THE DATA

Unless you have a computer, the state in which you find your in-
formation will not be immediately useful for drawing conclusions,

it will have to be analyzed.

The master employee information chart we illustrated earlier (see
page 37 ) should now contain all the relevant information for
every individual employee, but in its present form it is far too
cumbersome to read. Analyzing your data simply means organizing

it in various ways, so that the points you want to make are obvious
to any reader, and the relationships between isolated bits of

information become apparent.

A simple calculator is invaluable at this stage of your work,
for you will be doing much adding, dividing, finding averages

and calculating percentages.

Average seniority or sick leave taken can simply be calculated by
adding the number of years of service (or days off) and dividing
them by the number of employees involwed, but other information -
such as the distribution of men and women over the various levels
of salaries paid by the organization = requires more detailed

analysis.
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Sometimes, (especially in large establishments,) raw data on
employees has already been broken down in some way. If this
is the case, simply explain to the person in charge, what in-
formation you would like. This is best done by providing him
or her with a blank form which specifies what you want and how
you want it, and which can then be filled in either by someone

in the department or one of the committee members.

Examples of such blank forms might be the following:

AFFIRMATIVE ACTION STUDY
Absenteeism Data
For the Period to

Days Absent *
Women  Name Sick Leave Special Leave Absent Total
without pay

1.
2.
3.
4.
Se
Total

Total Number of omen Employed

Days Absent

Men Name Sick leave Special Leave Absent Total
without pay

1.

2.
2.

3.

4,

5.
Total
Total Number of ilen Employed

* Excluding maternity leave eee/45
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AFFIRMATIVE ACTION STUDY
MATERMITY LEAVE DATA

for the period to

Name Classification V'eeks Rbsent Placement upon Retummn
and Job Title With pay VWithout pay Same Same
Job Classification Other

e

a v e W N
)

etc.

Total

Total Number of Vomen Replaced During Maternity leave

Total Number of Vlomen Employed
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AFFIRMATIVE ACTION STULY

EMPLOYMENT DATZ2

For the period to

46,

Number of Employees Newly Hired

Classification Full - Time

Part = Time

1.
2.
3.

5.
em.

Total

and Job Title tlomen Men lomen

Men

Also, please provide:

1)
2)

Copies of ads placed in newspapers,
Copies of all employment tests with
indication of categories of applicants

to whom they apply.
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Some people may ask why it is necessary to give the employee's name
for scme cdata. We feel the name should be available whenever possible
to ensure accuracy of the data and to allow a follow up with an inter-

view if necesssary.

Cocrputers

Por some of you lucky ones, all or most of the data you need will
already be computerized. If this is the case it is extremely help=
ful tec have, as one of your part-time CUPE team members, a person
who can handle the computer. With a2 computer you can skip steps one
and two (gathering and analyzing data) and simply ask the computer
for the specific breakdown you want. If there is some information
the computer dosn't have, the raw data can probably be fed into it.
The computer will analyze the data itself and give it back to you in
whatever form you desire, {providing it is programmed for that type
of work) . 'Computers are intimidating to some people but the type
you are likely to confront is most likely net a very sophisticated

machine,

In some cases, it will also be a very simple matter to have a épecial
program written which will give you the precise bresakdown of the data
that you want. Check with one of the computer programmers in the
data processing department befores you approach the employer with

your request, so that you know whether it is feasible, and what is in-
volved.

If the data at your establishment is not computerized, vou may be
able to rent computer time at a nearby university or college. Often
Sociology and Economics departments ars looking for projects for
students to work on, so you may want to extlore this possibility as
well.
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Presenting the Data

Once you have completed the collecting and analyzing of your statis-
tical information, you have to decide on how to present the informa-
tion in a way which is concise, gquickly understood and visually

pleasing.

Throughout subsequent sections of this manual, various alternatives
on how to present data will be offered. Depending on how much time
you have, you can choose scme of these alternatives or design your

own.

Finally, one of the best ways to decide on this portion of your
work, is to look at some of the already completed Affirmative Action
Reperts. The CUPE National Fducation Department can orovide you

with examples.
Summary
There are basically three steps when working with data:
i gathering
2. analyzing

3. presenting

An example of what these stages look like follows:

.es/48a.



6v/" "

MASTER EMPLOYEE INFCRMATION CHART

°1T

e3eg buTtasaylesd

|
¥ RELATED
NAME SEX POSITION AGE SENIORITY %ggiﬁzgg MARITAL SALARY EDUCATICN 'WOPX. EX=, NO. DAYS NO. DAYS
e STATUS PERIENCE [SICK LEAVE |JOTHER LEAVE
Ann F Nursing
Black Asst. 37 12 yrs. 6 yrs. Married $9,827 High School -—— last yr. ——
2 yrs. post 2 days
Secondary
Bob M Orderly 50 17 yrs. 17 yrs. Married 10,020 High School 2 yrs. — 4 days
White
Mary F Lab 23 4 yrs. 4 yrs. Single 9,050 2 yrs. post — 3 days —
Smith Assistant Secondary
John M Draftsman 40 20 yrs, 17 yrs. Single 12,500 High School -—- —— -
Brown
Ken M Orderly 32 6 yrs. 2 yrs. Married 8,000 High School 3 yrs. —— 12 days
Johnson
Sue F Clerk II 31 4 yrs. 3 yrs. Married 7,500 Grade 10 5 yrs. —— -
Thompson
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2, Analyzing this Data in the Form of a "Takle”

Distribution of lVen and Women by Salary

SALARY RANGE TOTAL NUMPER OF PERCENTAGE THAT ARE
EMPLOYEES @ VOMEN
Below $7,000 108 13.9% 86.1%
$ 7,000 - § 8,999 802 11.0% 89.0%
$ 9,000 - $10,999 857 24,48 75.6 5
$11,000 - $12,999 331 35.6% 64.4
$13,000 - $14,999 357 53.5% 46.5%
$15,000 - $16,999 75 82,7% 17.3%
$17,000 - $18,999 49 £9.8% 10.2%
$19,000 - $20,999 58 94,7% 5.3%
$21,000 - $22,999 25 96.0% 4.0%
$23,000 - $24,999 68 89.7% 10.3%
$25,000 - $26,999 55 90.9% 9.1%
$27,000 - $28,999 37 94.63% 5.4%
$29,000 - $31,999 14 100.0% 0.0%
$32,000 74 100.08 '0.0%
TOTAL 2,910 35.8% 64.2%
(100%)

3., Presenting the Information from this Table in a Graph
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PERCENTAGE DISTRIBUTION OF MEN AND WOMEN WITHIN SALARY RANGES

§10,999 |$12,999 |$14,999 }$§16,999 |$18,999

Total Number of Employeeas: 2,910 (100.0%)
Total Rumber of Women s 1,042 ( 35.8%)
Total Number of Men s 1,868 ( 64.2%)

$19,000~
$20,999

$21,000
$22,999

$23,000~-1§25,00-
$24,999 ($26,999 }$28,999

}

29,000~
31,999

$32,000
plus
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Keep in mind that, however you present your information, you should
always include the numbers of men and women you are talking about.
Saying that a certain position is 100% male is intentionally mis-
leading if you are referring to only one person. The unfavourable
position of women employees in all establishments stucdieé thus far
has been abundantly clear: There is no need to distort facts or

mislead with "cooked" statistics to make the point.

More to Come

In the following chapters we will deal with certain key issues of
equal opportunity at work at some length. Detailed information on
what data is useful for specific issues is presented at that time.
Most locals will use only a part of our suggestions and should not
feel inadequate if they are unable to get as much as they would
like. In fact, we know of no committee to date which has been able
to collect complete information in all areas of importance to them.
Usually some information just isn't available, or if it is, the
committee may not have the time to find it. This does not mean
however, that enough data cannot be analyzed to present an accurate

picture of the sexual inequalities at your work place.
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PHASE TWO - CHAPTER FOUR: INTERVIEVS

The day to day personnel practices of an establishment are rarely
set out in any policy book. Decision raking processes usuvally
evolve over the years and tend to be determined by the individual
characteristics of those in decision makina positions. One of the
best ways to determine what these practices are is, therefore, to
interview those who make the decisions. How these practices affect
ocpportunities at the work place, can be learned throuch interviews

with employees.

Understanding how personnel decisions are made will influence vour
recommendations. You may find, for example, that women do not
receive training because the person responsible for training does
not regard women as long term employees. You might therefore rake

a recommendation aimed at changing attitudes. On the other hand,
you may find that there is no formal policy regarding training -

no person responsible and no special budget. In such a situation
the "least visible" employees - usually women - are sure to be
passed over, and changing attitudes will not ke getting to the heart
of the problem

Determining the attitudinal climate of the establishment - how
people think about each other is also important. I!Management often
claims that male employees are unwilling to work with women in some
areas. The men usually feel the opposite and say they look forward
to a breakdovn of jobh segregation. Documenting such attitudes in
interviews helps to set the record straight and often reveals less

resistance to change than might Le expected.

In the following pages, we will deal in some length with how to

conduct these interviews. As with other sections in this book, we
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descrite the interview process as it would ke carried out in a
large estaklishment. ‘'e suggest you read it throuch, take from it

what is relevant for vour situation and icmore the rest.
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I Choosing Vtho is to be Interviewed

The conclusions you draw from the interviews will only be accepted
if they are based on comments from as large a cross=-section of
employees as possible. Interview schedules should therefore be
carefully planned. Deciding whom to interview should have little
to do with who wants to be interviewed. Interviewing only those
who ask to be interviewed makes you vulnerable to the charge that
you have listened only to those who have complaints, and your
conclusions and recormmendations will be seen in that light. Those
who are not included in the interview schedule and who ask to ke
should be reminded that they can make their feelings known through

a written brief or by attending the open hearings.

Among those you decide to interview we suggest the following:

(1) all senior management,

{(ii) all department heads,

(iii) as many of the supervisory staff as possible,

(iv) all those responsible for hiring,

(v) as much personnel (and training) department
staff as possible, including clerks and
secretaries.

(vi) as many female employees as possible, ensuring that
every department is represented and that there is a
good cross=section of age, seniority and
classifications,

(vii) a good crosswsection of male employees,

(viii)executive members of all employee organizations.

How to Find Them

Lo Ask the head of the Personnel Department for an "organagram"
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or organization chart of the establishment. (This should be
done immediately after the first meeting of the working
committee). The employer may have more than one kind of
organagram SO be sure to lock at everything that could be
helpful. An example of an organization chart for a hospital,
follows, showing the various departments and the titles of

those responsible for specific areas:
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EXAMPLE OF A HOSPITAL ORGANIZATION CHART

!County Board of Commissioners

| R
{ County Hospital Sanitarium Commissi

on |

Executive Director & Superintendent

: = ]
Admninistrative Secretary H

j'Admjnistrative Residcnts]

56.

Joint Conference
Conmittec

I

iate Director | _ _ _ _ _ _

Development &
Communications

- v .4 Long Range PlanninEA

Management Engineering

Administrative Mgr.
Ambulatory Care

Emergency Service

Employee & Student
Lﬂealth Service

Patient Service

—
Building
Superintendent

[Buildinq & Grounds L_—
Parking

Director of
Nursing

1 r

gAssociate Director
|

E Controller %

Medical staff

Executive Com-

mittee Chief i
1
i

of staff -

Dentistry e = =
| DO, |

Dermatology ||
b 2 ]

L§§sistant Director P
Patient
Care Units

Inservice
Education

Labour &
Delivery

Director, School
of Nursing

I

Nursing

Student Nurse

| _J Personnel

School of 1

[Prormaer ]

Internal
Control

_[Chaplaincy

-—l EEG-EMG

Assistant —{ Assistant
[] Director Director
Cardio~ Data
Pulmonary = Processing
. ¢

_4 Duplication
Forms
Controls

Inhalation
Therapy

~i Housekeeping

Family |
Practice r’ — ]

. . 1
IMedlc;nc;
—_—

Inventory of
Assets & Supply
Payables &
Payroll

Rates &
Charges

|-| Laundry

L5pecia1 Funds

Mail & Infor-
hT mation

Accounting

Central
Supply

Residence

Operating Room

|Safety & Protection L,
- i

Plant Operations

Post Anesthesia
Recovery

House Staff

Motor Service Business
1| Office

Switchboard
& Telephone

Budget & Costs

Credit &
Collection

| Cashiers
[

Purchasing Volunteers
& Stores
Physical
__J Insurance Medicine

o s s
|
!

!
|
1

| Admitting Office !
{ e tatonids Wdilioidodii |

! Neurology ||
a0

Neurosurgery |

Obstetrics &
Gynecology

Ophthalmology | |
e ————

Orthopedics F______

Pediatrics
Tuberculosis [

| Medical-Nursing
ﬂ Library

ﬁ_Medical Records

Medical Social
Service

; Anesthesiology

School of Nurse
Ancsthetists
|

L. Rnd‘i‘o]—o‘qy I,w___

| Anatemical &
H Clinical pathology
- et

e ——

Urology = ]
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From this chart, and with the help of the personnel department
representative on the Affirmative Action Committee, you can
draw up a list of the positions among management that you wish
to include in the interviews, such as the heads of each of the
departments (boxes), and a cross-section of the men and women

in most of these areas.

Collect from department heads the information sheet discussed
earlier in this book, on page 35 of Chapter Three: Data. This

will tell you who is in what position for each department.

Armed with this list, ask for an appointment with the head of
each departmen% and ask him or her to suggest people for

interviews. Any information you get should be kept confidential.

Talk with the shop steward in the area, or to a woman who is
sympathetic to the program. Ask him or her for advice on who
should be interviewed. This information should also be kept

confidential.

*jth this information, draw up a list of the people you wish
to interview in each department. Then amend individual
department lists where necessary, to ensure that you have a
representative cross-section of employees from the entire
establishment.

Altaough it is desirable to interview about two thirds of all

employees, this will rot be possible in some circumstances. Never-

theless, the smaller number of interviewees should still represent

a cross-section of the establishment. In small organizations where

the committee may know most of the employees, steps two to five will

probably not be necessary.
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II Organizing the Interviews

A good interview will last bhetween 14 to 2 hours. o interview
should last less than one hour. Usually, interviews with management
will take longer because they have a lot to say, not only about their
own attitudes, but about the practices followed in their particular
area. Assume each interview will last two hours. This means that
each member on the committee will have a maximum of four interviews

a day. If there are six members on your committee, for example,

you could have between you a maximum of 24 interviews.

Small Group Discussions

Group interviews are most useful if everyone in the group is of the
same sex and doing the same kind of work: for example, a group of
secretaries or orderlies. In such circumstances, people who are shy
may be less so when surrounded by their friends. Comments cgiven by
one person are open to challenge or verification by another so that
the interviewer leaves with a more accurate picture of a particular
department or a particular kind of work. 2nother c-vious advantage
of group interviews is the added number of interviewezes that will be

included in the schedule if there is a time problern.

Open Hearings

An open hearing is a gathering - held usually in the evening or during
lunch hours = to which all employees are invited. Like written
submissions, open hearings ensure that all emplcyees have an

opportunity for input into the comrittee's work.

Ideally, the Mayor or Senior Administrator should extend the

invitation to the employees, preside at the meeting, and present the
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Affirmative Action Committee to those present. An interesting film
to stimulate discussion, or free refreshments after the meeting, go

a2 long way to enccurage attendance.

Throughout the meeting, the committee should maintain its
cbjectivity and not give the impression that it has already arrived
at firm conclusions. Employees will understandably resent an
invitation to provide input to a committee that has already made up

its mind.

Yho Interviews Whom?

It is best that each member of the working committee interview a
cross-section of staff so that each member ends up with a total
picture which does not conflict with that of another team member.

If some members interview only management and others only clerks,
the first could quite honestly report that, based on their
interviews, no discrinination was felt to exist in the organizatiocn.
The second could honestly announce the exact cpposite. For this
reason also, women members should interview both men and women, and
the male members of the team should do likewise. In this way,

conflicting conclusions are kept to a minimum.

There are some situations vhich should, however, be avoided. No cne,
for example, shculd interview their own supervisor or their
supervisor's supervisor. There should never be more than one
interviewer present at each interview. Never try to have a group
discussicn with management personnel. Rely on common sense: Keep
in mind the extreme sensitivity which surrounds any examination into

the status of women or any other form of discrimination.

To decide specifically who on the Cormittee will interview which
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employees, follow this procedure:

1.

3.

Divide the list of intervieweces among the Committee, attempting

to ensure that each Committee merber gets a good cross-section.

Tach member should then draw up a "tentative" schedule for the
pecple they have been assioned to interview, deciding who should

be covered in group interviews, and who must be seen individually.

Allowing 1 - 2 hours for each interview, you can then estimate

how long it will take you to complete your interviews. It will
take time to arrange for communications to staff, reserve rooms
for interviews, etc., so you should do this as soon as you know

the number of people to be interviewed, and where they work.

Draw up an interview schedule for each week of interviews and
start f£filling in the names and positions of various interviewees,
as you get your dates and times confirmed. Usually, interview
times can more easily be arranged with employees than with
management, as the latter are often out of town. It is

therefore advisable to schedule your interviews with manacement

personnel first, fitting in the names of employees around them.

Arrange for each interviewer to have his or her own interviewing
room, if possible. This room should remain the same for the
length of time needed to complete all the interviews unless the
establishment is very big and has buildings all over the city.

If such is the case, it is better to go to the building of the
interviewee, and a room should be arranged there for you. Do not
try to conduct an interview in an open work area or coffee room
where the interviewee will feel self-conscious and confidentiality

will be impossible.
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8.

9.

10,

610

Ask the Senior Administrator to issue and sion a memo to all
department heads and supervisors, directing them to allow
employees in their area time off for interviews. She/he should
also issue and sign a memc to all employees asking for

co-operation.

Ask the presidents of the local unions and other emplovee
organizations to send a letter to their membership explaining
the interest the organization has in the study, and asking for

full co-cperation.

NOTE: In many cases, all these memos and letters are slow in
caming simply because an administrator or union president
is busy or out of town. It is therefore advisable to

draft the memo yourself, and ask him or her to sign it.

Draw up a form letter signed by the Coordinator, to inform an
employee that she/he has been chosen for an interview and
should go to such and such a place at a specified time. Send

a copy to the supervisor of the employee.

One week after the letter has cone out, phone the employee to

see if she/he has received the letter.

The day before the interview, the erployee shoculd be phoned and

reminded.
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III Conducting the Interview

Out of respect for the interviewee, the Committee merber should spend
five or ten minutes explaining what the Committee is doing, how it

got started and so on. The interviewee should also be told why she/he
was picked for an interview. Vhen this is done she/he should be given
an opportunity to ask any questions about the cormittee's work.
Finally, she/he should be asked if she/he minds the interviewee
jotting down on a piece of paper his or her main points, so that they
won't be forgotten. This procedure should help make the employee

feel more at ease. Once this is out of the way, the questions can

begin.

The questions asked during the interview will vary depending on who
is being interviewed, but two elements must be present during all
interviews:

1. strict confidentiality,

2. total objectivity.

(1) confidentiality

It must be made clear from the beginning and emphasized in all
memos, that all that is said in interviews will be kept in the
strictest confidence. It is absolutely assential to keep to

this promise if the program is to be successful in the future.
Other members of the Committee should be told specifically who
said what only if it is necessary for credibility or otherwise

essential. For example, if a hiring officer says there is a

policy not to hire male secretaries, it is important the
Cormittee know this, so someone can follow it up. In no
circumstances, however, should the results of interviews go

beyond the Committee, and even here, specific names should be
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mentioned only if absolutely necessary.
(2) Cbjectivity

The purpose of the interview is not to teach the interviewee,

but to learn from hinm or her. You are not there to pass
judgement but to make the interviewee feel as comfortable as
possible - no matter what she/he might say. In other words,

do not confuse an interview with a consciousness-raising
session. Your feelings towards the interviewee must appear to
be ones of understanding and sympathy even when she/he makes
comments which you feel to be outrageous. This total objectivity
will encourage the interviewee to speak more freely, instead

of saying what she/he thinks you want to hear. It will also
ensure him or her that the committee's work is not a witch-hunt.
Your self-restraint will be rewarded by candid revelatibns which
otherwise would not be heard.

Below is an example of the wrong and right 'tone' of an
interview. Remarks which should not ke said by the interviewer

are underlined.

THE WRONG APPROACH TO AN INTERVIEY

Question: Do you feel that the employer should provide
child care centres for its employees?

Answer: - No, I don't think so.

Questicn: thy not?

Answer: vell for one thing, I think if a woman decides

to have children she should stay at home and
take care of them.

Question: I suppose you don't think this is true of a man,

however.
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No, I think the man should provide for the
family. I suppose that view is rather outdated.

It certainly is, don't you realize that many

women work because they have nc choice?

On the contrary, Government of Canada Statistics

well look, you asked me for my opinion and I

OK, OK, but do you really believe that there

is equal opportunity in this place?
Then why are there so few women in management?
How should I know? Maybe, they don't want to

be managers. Naybe, they're happy being just

Just secretaries! Do you think this place could

operate without the secretaries?

I didn't say that, I just said etc., etc.

Do you feel the employer should provide a

child care centre for its employees?

Well, for one thing, I think if a woman decides

to have children she should stay home and take

Answer:
Question:
Answer: Well, I doubt if most do.
Question:

say that ...
Answer:

gave it to you.
Ouestion:
Answer: Of course there is.
Question:
Answer:

secretaries.
Question:
Answer:
THE RIGHT ZPPROACH TO AN INTERVIEV
Question:
Answer: No, I don't think so.
Question: Why not?
Answer:

care of them.
Question: I see.
Answer:

I guess my views are a little out-dated but that

is the way I feel.
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Question: tiell, I'm sure a lot of pecple feel the same
way. UYhy do you think so many women do work?
Answer: ch, I guess they're kored, or maybe they

would like to have a little extra money coming

in,

Question: Why do you think there are so few women in
management?

Answer: vell, I don't think they're interested in a

career. I think if you talk to them you'll
find they're just working for a few years
until they have children.

Question: Suppose there were some women who wanted to get
into management, do yocu think they would have

the same opportunities as the men?

Ansver: Well, now that I think about it, I don't think
they would.

Question: Yhy not?

Answer: tell, for one thing, I think it's felt that
women wouldn't make good supervisors.

Question: thy do you say that?

Answer: Well, I know last week, Mary Smith was very

upset because she applied for a promotion and
didn't get it, even though she had actually
been doing the job very well for about six

months.
Question: thy didn't she get it?
Answer: Well, Fob Black in accounting told her they were

locking for a man. They didn't think a woman
could handle it.

A very useful phrase is "It has been suggested to the committee...".

Most attitudes will have been suggested to you at one time or
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another, so it is perfectly honest. Using this phrase will
help you elicit reactions without destroying your own
objectivity. For example, instead of saying "tTay does your
department not send women on any of its training courses?"
you might say "It has been sugge ‘ted to the committee that

wormen in your department do not hava the opporitunity of

attending training courses. Is this really the cacse?"

Y,
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IV what to 2sk

It is important to have an interview form with a list of questicns
for your use during the interview, so that the same crucial
questions will be asked of everycne. These standard questions,
usually are related to pecople's attitudes, and help the Committee
come to a conclusion concerning the attitudinal climate of the
establishment. Moreover, it is helpful to have a few different
kinds of intezview forms - one for department heads, one for
employees, etc. - because the emphasis of some interviews is
different from that of others. Interview forms, however, should
serve only as a guide. The interviewer should also feel free to
allow the interviewee to digress, if she/he is telling you something
useful. There is no reascn for the interviewee to see the

interview form.

This chapter includes questions to be asked of those in specific

positicons, as well as standard questions which should be asked of
everyone. Your Committee may decide to use all of them, but more
likely you will find scme irrelevant to your particular situation,

while wanting to add others.

Before going into the interview try to know as much as possible
about the interviewee. If you know nothing but his or her name,
begin with questions relating to the interviewee's position,
seniority, etc., so that you will know which questions to spend
the most time cn. Finally, remember that you are there as a
listener - not an ombudsperson. Some interviewees will see the
Affirmative Acticn Committee as a tool to solving a personal
grievance. Interviewees should be reminded that the Cormittee has
no mandate to act on any particular grievance and that the grievor

should instead take up his or her problem with the unicn.
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EXAMPLES OF QUESTIONS FOR A HIRING OFFICER

Could you tell me, step
by step, the stages of
the hiring process,
between the time a person
fills out an application
to the time she/he is
placed in a particular
department?

How much say, does a
department head have when
determining who is going
to work in that
department?

Have you ever had a cepart-
ment head or supervisor,
send back an applicant
because she/he was the
wrong sex? If so, what
did you do?

Have you ever had men
apply as secretaries,
women as laborers? etc.
that became of them?

Can you think of any kind
of work that a woman should
probably not be doing?

The answver to this is

extremely important and

should be noted in detail.

It will provide yvou with a
large number of things to

check later, example:
application forms, ability
tests, recruiting, manuals, etc.

It is useful to check the
answer to this with the
employer's policy book. It is
possible that safeguards are
written into the policy book
but are simply not being
followed. An upgrading in
the influence of the
personnel department could
be in order.

This is probably the most
interesting question that can
be asked and should be asked
of everyone. Eowever, for
obvious reasons, the response
of a hiring and placement
officer is crucial. B2gain,
no matter what the response,
the interviewer should be
supportive and simply follow
it up by asking for details
and illustrations
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EXAMPLES OF NUESTIOWNS FOR THE IEAD OF A DEPARTHENT

fiow many people work in
your department? How
many are men, how many
women?

ifhat do the men do? 'That
do the women do? T"hy do
you think the worlX is
divided up this way?

Only 2% of senior
manacement are women.
itThat do you think is the
reason for this?

Did you ever encourage
people in your department
to take training courses?
Give examples. Do you
find the response from the
women is any different
than that from the men?
*Thy do you think this is
so?

It is clear that you would
not discriminate in hiring
a man or woman for any
position. Nevertheless,
would vou feel as
comfortable having a man
for a secretary as a
woman? If not, whv not?
If yes, do you think

other male department
heads would fee the

same?

The first two questions do not
require precise answers if you
have received the Departmental
Information Sheet descriled on
page 35, Chapter Three: Data.
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Vhere do you lock to find
potential

in your area?
(accountants, supervisors,
etc.)

vhat is the most common
line of promotion in your
department? Why?

70.

The answers to this question will
be useful in drawing up “"career
ladders" presently in practice.
Often they show "illogical"
progression which hurt the
employer as much as the employees.
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EXAMPLES OF QUESTICNS FOR THE OFFICER IN CHARGE OF BENEFIT PLANS

1.

2.

3.

Wwhat are the various
benefit plans offered
here?

May I have pamphlets or
whatever information you
have detailing the plans?

Are you aware of any plan
(such as the pension plan)
which is applied
differently to men and
women? What is the reason
for these differences?
Exactly what is involved
in changing them?

Is there a handbook
describing benefits to
employees’ May I borrow
a copy?

This information should also be
obtained from the Director of
Personnel.

Note the way the question is
asked. It does not ask if any
plan is "discriminatory”.
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QUESTIONS FOR A MMM I A SENIOR LXECUTIVE POSITION

Tlould you please trace for
me the various positions
you have held in this
organization and for how
long you were in eac™ one?

Why do you think so few of
your colleagues are
women?

Would you support an
affirmative action program
which gave special
encouragement tc female
emp loyees?

hat do you suggest would
be a good way of getting
more women into
management positions?

Do you think it would be
useful to have sensitivity
sessions (explain what
they are) as a part of
management training?

Would you attend? Should
they be compulsory? Vhy?
Vhy not?

Senior people are likely to be
very candid here if they are
confident the interview is
confidential.

It is extremely useful if, at the
end of the report, the committee
can report that,based on interviews,
most people in top ranagement
support an affirmative action
~rogram.
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6.

QUESTIONS FOR A WOMAMN IM 2 SENIOR EXECUTIVE POSITION

Vould you please trace for
me the positions ycu have
held since you began and
how long you were in each
position?

Why do you think there
are few women executives?

At any time, did you feel
that you were being
treated differently,
either by your colleagues
or employees, because you
were a woman?

Are you aware of the
differences in the pension
schere for men and women?

Would you be happy with a
male secretary?

-

Vhen you first joined the
organization, did you plan
on working all your life?
Did you have a definite
career in mind?

73°
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10.

11.

QUESTIONS FOR A LOUER LEVEL EMPLCOYIE

Did you wish to be a
or did yor
apply for something else?

Vhat questions were you
asked during your
interview for the jok?

that tests did you take?

Uhat union are you in?

Bave you ever filed a
crievance? BAbout what?

Do you plan to work all
your life?

Do you see yourself
following a career in your
present line of work or
would you like to get into
something else? That's
holding you kack?

KHave you ever been asked
to attend a training
course? Have others?

Do you have any children?
How do you take care of
them while working?

That do you consider to
be your biggest handicap
to advancement?

Do you think there is equal
pay for work of equal value

here?

74.
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QUESTIONS FOR THE PERSON RESPONSITLE FOR TRAINING (IF ANY)

‘Tho is responsible for determining
what training programs are necessary?

To whose budget is a training program
charged?

*Tho draws up training programs?

*Tho is informed of programs that exist?
All supervisors? Some supervisors?
All employees?

Ilow are they informed? Posted on a
bulletin board? Memc? etc.

“Jhat procedure is used to decide who
should participate in a specific
training course? ‘Tho decidies?(Once
this question is answered tihe one who
does decide should be asked how the
decision is made.)

*hat are most of the training programs
geared towards?: .

- preparing an employee for a future
vacancy?

-  training an employee for a job
she/he has just £illed? etc.

Would you favour the iciea of training
wrograms to facilitate lateral movement,
example:

-  training a secretary as a draftsman?

-  training a draftsman as a secretary?

s
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76.

POSSIRLE OQUESTIOIS FOR A UIIION EXECUTIVE IEMBIR

“hat is the most frequent grievance lodgec
by female employees? Iy male employees?

ould you be willing to supoort a job
evaluation system?

Are there any women on vour job evaluation
committee? On your grievance committee?
On your negotiating committee?

How do you feel about across the board dollar
increases, as opposed to »ercentage increases
in salary?

Jould you be willing to institute an education
campaign among your merbers explaining the need
for bargaining unit-wicde seniority as opposed to
Cepartmental seniority? (where applicable).

Jould you be willing to urge your members to
negotiate

(i) paid maternity leave,

(ii) a child care centre?

Do you think there is any discrimination against
women at your work placz?

why do you think there are so few women in
management?

‘jould you support training programs vhich gave
special encouragement to women?

Our statistics indicate that only __% of all jobs
fiere have women in them. i/hat do you suggest as
a program to open up more Jjobs to women? men?
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(1)

1.

3.

5.

6.

QUESTIONS FOR EVERYBODY

EMPLOYMENT

llow did you hear about
this establishment?

Describe, step by step,
the various stages of
your hiring process?

that were you asked
during your job
interview?

{las anything asked ‘that
you thought should not
be asked?

lere you asked if you
had any children, how
you would take care of
them? etc.

Yere you asked if you

would be willing to
nove or transfer?

that position did you
apply for? What
position did you get?

77.
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(ii) OCCUPATIONAL REPRESENTATION

l.

3.

t!hy do you think so
many women are in clerical
positions?

Can you think of any
kind of work that
would be better done
by a man? thy?

Can you think of any
kind of work that would
be better done by women?
tThy?

For sex stereotyped
jobs (example: garbage
man, typists). How
would ycu feel about
vomen collecting
garbage? About men

typing?

ould you mind having
wonen (men) working
alongside you? thy?

Have you ever enquired
about a job and been
told that it was “for
men" or "for women"?

Fave you ever applied
for a job as a

(pick
a job traditionally
held by other sex).
What happened? or
Yhy not?

Do you think it would
be advantageous to
institute programs
that would break down
'sex stereotyping"?
that kind of programs
would you suggest?

78.
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(iii) ADVANCEMENT

1.

2.

3.

4.

5.

7.

on what basis do you
think peocple get
promoted in your
department?

Eave you ever applied
for a promotion? Vhat
happened?

(In cases where
interviewees felt
unfairly treated)
pid you file a
grievance - why not?
(or what happened?)

Do you think it is as
easy for women to
advance as it is for
men?

If "yes" - Why then do

you think there are

only women out of
in management?

If "no" -~ thy not?
= Can you give me some
concrete examples?

Ylouléd you prefer to -
work for a man or a
weman = Vhy?

Do you think most women
would prefer to work
for a man or a women?

Do you think men or
women make better
supervisors - why?

Would you be willing
to travel on business?

79.
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(iv)

(v)

80.

TRAINING

1.

Have you ever received on the job
training? How long have you worked
here?

Have you ever asked to go on a
training course? 1That was the result?

Who in your area has gone on a training
course lately? ihy were they chosen?

Have you ever taken a course on your
own time since you worked here? That
course? Did the employer sponsor it?

Would you be willing to take a course on
your own time and at your own expense to
improve your position? Do you think it
would do you any good? iy not? ¥hy?

CO:IPENSATION

1.

Do you think there is equal pay for work
of equal value here? If “no”’ give
examples.

If you feel you are underpaid - have you ever
gone to the union? If ‘“ves” what happened?
If “no” wiiy not?

Specific questions can be asked here
concerning any inequities that have
been discovered in the benefits plans.
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(vi) RESPONSICILITIES FCR CHILDREN

l.

3.

5.

Do you have any
children?

Are you a single
parent?

tTho takes care of the
children while you're
at work?

How much do vou pay
for a babysitter?

or child care centre?
that is your salary?

Do you think a woman
with children should
work? Why or why not?
Do you think a man
with children should
work?

Do you think child
care centres should
be available to all
parents? If "no" -
why not? If "yes" -
who do you think
should pay for them:

1. the government?
2. the parents?

3. the ermployer?
Why?

Do you think there
should be a child care

8l.
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8.

10.

11.

12,

82.

centre at the work
place? Vwhy? thy not?

Do you think women
should have fully paid
maternity leave? Vhy
or why not?

How long should this
leave be?

Do you think there
should ke fully paid
paternity leave? lhy
or why not?

Do you ever have to
take time off (kook
off sick) because
your children are sick
or because babysitting
arrangements fell
through?

Do you think employees
should be allowed time
off to attend to sick
children?
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(vii) TREATMENT OM THE JCB

To tomen

2.

Do you feel you are
spoken to with the
same degree of respect
as your male
colleagues?

Fave you ever
experienced any form
of paternalism from
your supervisor?

Do you ever feel you
are being asked to do
a certain task because
a man wouldn't do it?
Give examples.

83.
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v Be Imaginative and Flexible

The more publicity there is about equal opportunity, the more people
amlwmhg&e%ﬂM"mmgmsw.Immmh%tMiMuﬁws
are not witch-hunts to make people lock bad, a good interviewer
should be able to detect a "snow job" and discover what attitudes
really are influencing important decisions. Furthermore, rost of us
have prejudices we are not even aware of. 2An interviewee might bt
entirely sympathetic to equal opportunity while maintaining attitudes
that make this ideal unattainable. This too, an interviewer should
be able to discover. Imagination and flexibility are therefore

required.

The following is part of an interview which actually took place in a
corporation. The interviewee had ansvered the questions honestly and
sincerely believed himself to be non-discriminating. This part of the
interview took place about an hour and a half into the interview and
were it not for this final exchange, a totally different picture of
the interviewee might have been perceived by the interviewer. The

interviewee was the head of a departrent.

Question: Can you think of any kind of work that is unsuitable
for women?

Answer: Mo, I can't think of anything.

Question: Can you think of any kind of work that a woman is
better at than a man?

Ansver: Mo. I really believe that a person's sex has nothing
to do with the rind of work they can do. I think that
anybody, be they male or female, should have a chance
to prove themselves in any kind of work for which they
qualify.

Question: It is obvious that you would not discriminate against
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a man or a woman when trying to fill a position.
Given that this is the case, however, can you tell
me if you would feel as comfortable having a man

for a secretary as you would a woman?

Answer: PAUSE. ile, I don't think I vould.
Question: Why not?
Answer: Well, for one thing, I woulédn't feel richt asking

another man to get me a cup of coffee or something
like that - you know what I mean?

Question: I think so. Perhaps you could explain further.

Answer: Viell, I mean I don't mind asking a woman to clear
off my desk or go on little errands but, I'd feel
silly asking a man to do things like that.

Cuestion: I understand. Can you think of any other reason
why you would not feel comfortable with a male
secretary?

Answer: I think he would get bored awfully fast. I mean,
women don't mind tedious and repetitous work but men
want something challenging from their work.

Question: Anything else?

Answver: My colleagues micht think I was queer or scmething.
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Vi Recording the Interviews

There are two ways of recording an interview:

(1) casette tape-recorder

(ii) jotting dovn notes.

The advantage to the tape recorder is that you devote all your
attention to listening to the interviewee. Also, the interviewee

may forget about the presence of the recorder and be more candid.

But usually the disadvantages outweight the advantages. A tape
recorder is often intimidating - particularly to those who would
like to reveal something in confidence but who hold bkack for fear
that sometime in the future it could be played back to them.
Secondly, it cannot be denied that tape~recorders do, in fact,
weaken the committee's ability to keep interviews confidential.
Cassettes can be lost. Finally they are awkward. Much fiddling
around is often necessary, and in the end, the main points of the
interview are going to have to be on paper anyway, so that twice

the time is taken up by listening to the interview again on tape.

It is far preferable, therefore, to jot down on a piece of paper,
the main points of the interview. In a two-hour interview, it is
unlikely you will need more than two or three pieces of 8 x 11

paper.

It is not necessary (or advisakle) to write down the answer to
every question. For exarple, after the interview outlined on
Pp.84 -85 , you might note:

women work because they're bored - need extra

money - working until they're married - not
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career oriented.
story of woman refused promotion in accounting -
told it was "man's job"™ - see Bok Black, head of

accounting to follow up on this case.

There will be times, however, when writing the exact words are
desirable as quoting them will make the lzter report more
interesting and will help employees relate to and sympathize with
the Committee's objection to such an attitude. BAn exarple of such
a quote might be "If I ever had to work for a woman I'd quit the
organization". Again, the author of the statement should never be

named,

At least twice a week, each Working Committee member should sit
down and summarize the results of the interviews, the attitudes
that seem to prevail, any documents that would be useful to have,

as well as any other information that must be obtained.

Copies of these summaries should then be submitted to the other
members of the Working Committee. If, after exchanging sumraries,
there seem to ke serious discrepancies as to what the work situation
is, you have a very serious prokblem and a meeting of the Vorking '
Committee should be called immediately. Given that all is well,
reetings should be held once a week éuring the interview period,

to share impressions, discuss problers and, if necessary, schedule

future activities.

At the completicn of all of their interviews, each interviewer shculd
analyze and tabulate (where possible) his or her summaries. The final
summary should be divided under agreed upon headings such as
"Employment", "Advancement", "Benefits", etc. Actual quotes (with

scurce unnamed) should be included in the final summaries so the
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criginal interview sheets can l:e burned. These final summaries,
and the wealth of information cained from the interviews will be
one of the most important inputs to the committee's report and

the recormendations for changes ey will propose.
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PHASE TWO - CHAPTER FIVE: JOE ACCESS

Many Status of Women studies have found the issue of advancement

to be of greatest concern to women in the work force. This concem
is understandable and justified. From experience, the large
majority of working people have seen that too often the only route
to more money and interesting work is through promotion into
management. Furthermore, past experience indicates that it is
important for some women to become part of manacement, to serve
both as role models for other women and as a positive voice in the
decision making processes that directly affect the working lives

of other women.

Nevertheless, programs to cet women into management will affect

a very small number of women. There are very few jobs at the top
of the pyramid. Moreover many women, like many men, do not want
the stress associated with these top positions. ¥hat they want is
meaningful and interesting work, fairly paid. Much more of the
work usually encompassed by CUPE bargaining units could fulfill
these needs if it were organized a little differently and paid
according to a different yardstick, and if no jobs were closed

to women because of pre-conceived notions about the kind of work

men and women are supposed to do.

To deternine if women and men have egual access toc all jobs at
all levels in your establishment, two gquestions must be answered:
1. ARE MEI] BND VIOMEIl REPRESENTED IN ROUGHLY
EQUAL PROPORTIOLS THROUGHOUT ALL CLASSIFICATIONS
IN THE ESTAELISFMEIIT, AND AT ALL SAIARY LEVELS
VITHIN CLASSIFICATIONS?

2. IF MOT, IS THIS DISCREPANCY JUSTIFIED?
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If the ansvers to hoth these questions are "no", then we can conclude
that discrimination in job access does exist in the establishment
Once this is determined, one more question should re asked:

3. WHAT CAUSES TEIS DISCRIMINATION?

To answer all three of these questions we will use the tools
discussed in the preceeding chapters (questionnaires, data,

interviews, etc.)

QUESTION 1l: ARE MEM ANMD WOMEN REFPRESENTED IM ROUGHLY
EOUAL PROPORTIONS THROUGFOUT ALL CLASSIFICATIONS
IN THE ESTAELISENENT, AND AT ALL SALARY LEVFLS?

To discover if men and women are in roughly equal proportions in

all jobs, simply list all the joks or positions in the establishment
and determine how many men and how rany women are in each one. Then
calculate what percentage of all people holding a job are rale and
what percentage are fernale. Civic employees in indsor did this

and care up with the following table:
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Total No. WNo. of No. of Percentace Percentage

POSITION of Positions Men "oren of Men of Yomen
Administrative

Support 17 13 4 76.5% 23.5%
Bookkeepers 7 7 100.0%
Accountants 1 1l 100.0%

Inspection

Services 7 7 100.0%

Technical 15 13 2 86.7% 13.3%
Social Services 58 13 45 22.4% 77.6%
Clerical 113 22 91 19.5% £0.5%
Secretaries 22 22 100.0%
Maintenance/

COperaticnal 36 36 100.0%

Switchboard

Cperators/

Cashiers 5 5 100.0%
Key Punch

Cperators 4 4 100.0%
Meter Maids 8 8 100.0%
Cooks 5 5 100.0%
TOTALS 298 105 193 35.2% 64.8%

From this table it is clear that some jobs are held entirely ky
men and others entirely by women. (This does not in itself prove
that there is any discrimination.involved, however, because it
could be that the men and the women are not qualified for other

kinds of work. Further analysis of the data is required.)

Next, look at the salary levels of the men and women. Since in the
vast majority of cases, significant increases in salary can crnly be
obtained through promotion, a very unequal salary distribution,

regardless of seniority and qualifications, weould indicate cpen sex
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discrimination. So find, (i) the weighted average of the salaries
of all male and of all fer-ale employees, and (ii), to get more
specific information, £ind the distribkution of male anc female

enployees by salary range (or within classificatioms).

To deterwine the weighted average salary of all the men, (or women)
you nultiply each salary by the nurber of persons receiving that
salary, then add up all these products and divide that sum by the
total number of men (or women). Finding the distribution of
erployees by salary range means simply dividing salary levels into
groups, and seeing how many men and how many women fit into each
group, for example: how many are earning from $600 to $700 a month;
how many are earning from $700 to $800 a month and so on. This

information can be put in table form, as follows:

(" Distribution of Men and Women by SALARY RANGE
Salary Range No. of Men % of all No. of % of all
Men Women Women
$600 and under 0 0 5 3.0
$601 - $700 0 0 28 17.0
$701 - $800 4 1.4 32 19.4
$801 - $900 48 16.6 26 15.8
$901 - $1000 61 21 .1 28 17.0
$1001 - $1100 55 19.0 19 11.5
$1101 - $1200 18 6.2 16 9.7
$1201 - $1300 25 8.7 5 3.0
$1301 - $1400 14 4.8 3 1.8
$1401 - $1500 10 3.5 2 1.2
$1501 and over - 54 18.7 1 0.6
TOTAL 289 100.0% 165 100.0%
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Any salary groupings could be used. You could use annual salary,
or weekly salary - whichever is the most easily obtained and
analyzed. Once you have the information in table form, you may
want to present it in the form of a graph, such as this one from

the Affirmative Action Report of civic employees in Saskatoon.

CHART I. DISTRIBUTION OF MALE AND FEMALE EMPLOYEES BY SALARY RANGE
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This graph, more quickly than a table, gives us important
information. We see for example, that there are no men earning

less than $700.00 a month; that most women earn from $600.00 to
$1100.00 a month, while most men earn from $700.00 to $1200.00 a
month; that about 55 men as opposed to one or two women earn over
$1500.00 a month. With data such as this, we are in a position to
conclude our answer to the first question. Men and women are not
represented evenly throughout all salary levels of the establishment,

and they are not represented at all in some of the jobs.
QUESTION 2: IS THIS DISCREPANCY JUSTIFIED?

We cannot conclude, from the answers to our first question, that
there is discrimination in job access in the establishment. This
discrepancy may be caused by differences in the qualifications, work
experience or ambitions of men and women. To determine what is the
cause, we must look at evefy possible factor which could justify the

discrepancy, such as:

(1) QUALIFICATION,
(2) WORK EXPERIENCE,
(3) SENIORITY

(4) ABSENTEEISM, and
(5) AMBITIONS.

1. WORK-RELATED QUALIFICATIONS

Are there women qualified to take on positions normally held

by men and vice-versa? This is often difficult to determine
within the establishment, but it can be done by taking a look

at the names of those who attended "in-house" training courses

in the last five years: that is, courses offered by the employer

and taken during working hours (if any). You may find that both
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women and men have, in the past, received training for jobs
traditionally held by the opposite sex. If so, you may want
to interview these people and ask them what work they are now

doing and why.

A second way of determining if there are men and women qualified
in the establishment to do work traditionally performed by the
opposite sex is to look at the application forms for all job
openings in the last year, or the last five years (depending

on how many applications there are). If there are application
forms from men or from women for jobs usually held by the
opposite sex, try to follow through and see who finally got the
job and why.

A third method is to ask people in interviews, what jobs they
applied for and were qualified for. If they did not get the
job they wanted, were they told why?

To determine if there are men and women qualified in the
community to take on jobs traditionally held by the opposite
sex, ask some of the community schools and colleges for the
number of men and women graduating from selected courses in the

preceding year (see Chapter Three, Page 41 - PHASE II - "DATA").

EDUCATION LEVELS

Could the uneven distribution of men and women throughout
different salary levels of the establishment be caused by
differences in levels of education? To find if this is the
case, compare the average salaries of men and women in the

establishment who have the same education levels. The Affirmative
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Action Committee for civic employees in Ottawa did this and

came up with the following graph:

Average Salary by Sex and Educational Level
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This graph tells us that women having the same education level
as men received several thousand dollars less in salary.
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WORK EXPERIENCE

Like specific training and general education, an employee's
work experience is sometimes difficult to determine. Check
the employee personnel files and discuss this point in the
interviews. How many of the people interviewed, for example,
had already had experience in a job usually held by the )
opposite sex and available in the present establishment? This

information may also be found on job application forms.
SENIORITY

To determine if differences in length of service account for

the uneven distribution of employees, find the average salaries
of all men and ail women having the same years of service. For
example, do men with five years service have about the same
salary as women with five years service? The Affirmative Action
Reports for the city of Ottawa put this information in the
following graph: .

Median Annual Salary by Sex and Years
of Service
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A graph such as this tell us that whether the men and woren
had 2 years of service or 25 years, the men were always paid

more.

2ESEiLTEEIS!!

Do men possibly advance more quickly liecause they are absent
fror work less often? TFind the average number of days taken
off per year for men and for women over the last 5 years.

l'ore and more studies show that the stereotype of the
malingering female is totally unfounded in fact. It is also
advisable to kreak down your inforration ry the type of work
men and women are doing, for it has been found that pecople's
absences are nore closely related to the degree of koredom

and tediousness involved in their jobs than to their sex.

Note also that many higher positions do not have to account
for short periods of tire off, the way other emplovees 4do.

As most of these positions are held by men, this too could
influence your data.

liaternity leaves should not be included in your alsenteeism
data, as 3 or 4 months off to have a baby are guaranteed women
by law and should therefore not be used by the emplcyer as an
indication that women are not serious about their work.
Nevertheless, most erployers are surprised by the small amount
of time taken off hy women for maternity so it is useful to have
the data ready. Finé@ the percentage of all female employees who,
since the time of their employment, have taken maternity leave,
and the percentage of all those leaving work for maternity who

have returned to work at the end of their leave.

eee/99



99.

6. AMBITIONS

Could it be that women are in the positions they are because
they want to be there? Is it possikle they are simply not
interested in advancerent? To determine this, look at the
following data:

1. Comments from women in interviews.

2. The nunber and percentage of men and women applying
for more senior positions in the preceeding year,
as well as the percentage of men and the percentage
of women vho were successful.

3. The number and percentage of all male and all female
employees who tock work-related courses on their own
time, (paid for or partly paid for by the employee)
in the past year.

4, The turnover rates of men and women in the preceeding
year. Thisis done by determining the numkber of women
who left their position - for whatever reason - in
the preceeding year and comparing it with the number
of men who did the same. If you do this analysis,
you should_also compare the percentacge of women
leaving junior positions with the percentage of women
leaving more senior positions. Also do the same for
the men. You will probably find that women leave low
paying, monotonous jobs at a f-ster rate than men,

but stay in positions of responsibility longer than men.

By this time you should be in a position to say to what extent the
differences between the distribution of men and women throuchout all
jobs and salary levels of the establishment are caused ky differences

in qualifications, work experience, seniority, absenteeism and
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ambitions, ancd to what extent it is the result of discrimination.
If you conclude that discrimination plays a role, you must aow answer

the third question which was rais=C at the beginning of this chapter:

OUESTION 3: WEAT CAUSES ©3:IS DISCRIMINATION?

To <etermine what could cause discrimination in job access and how
discrimination manifests itself. it is necessary to examine everything
which affects the emplovee from the time she/he walks in the door of
the establishment to apply for a job, to the time she/he retires.
“his includes:

(1) ATTITUDES

(2)  RECRUITIWG

(3) EMPLOYIi[ENT TESTS

(4) JOB INTLRVIITIS

(5) JOB SPECIFICATIONS

(6) TRAINING

(7) CAREER PLA.TIIIIG, and

(3) THE COLLECTIV: AGRETMET.

1. ATTITUDES

The degree to which people see women as workers can cgreatly
influence the hiring and promotion of women employees. Fromn
interviews, document the ovinions taat the decision makers have
of wowen workers and with the information gained from data, (as
has just been discussed in answer to QUESTION 2) state whetiaer
these opinions are correct. The following example is from tae
C3C Task Force Report on the Status of Women in that organiza-

tion:
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Generalization 1: “'Jomen Are Not Career-Oriented”

X. "They have no aspirations..."; "lomen are happy
just where they are...”; "They just want 9:00 to
5:00 jobs so they can get home to their families...";
"They're not willing to take the initiative to
improve themselves...".

While the Task Force was unable to find factual evidence
to prove directly the extent of women's career aspirations,
a number of measures suggest that the majority of women
sSeek careers in the same way that men do. These include
the length of time they stay with the CBC; their age;

their responses during our interviews; and the results

of surveys carried out by women's organizations.

If one assumes that an employee who stays with the
Corporation over 5 years is likely to remain with it
permanently, it seems that almost as many women as men

see themselves as long-term employees, for &0 percent of
C3C women and 90" percent of C3C men have over 5 years'
service. Length of service does not, of course, necessarily
mean that all these employees hope, or wish, to take on
ever greater responsibilities, but it does to some extent
refute the notion that women are fly-by-night workers, just
waiting to get married before leaving their jobs. 1In fact,
57 percent of C3C women aras over 30. One--quarter of these
"over 30s" are married, and their average age is 40.6.

The average age of the single women in this group is 42.8.

However, in direct refutation of the statement that women
will not work to improve themselves or to advance, data

for 1973 showed that, whereas women received little train-
ing from the CBC, they were more likely than iien to take
outside courses* to improve themselves. This was especially
the case in St. John's, Halifax, and Toronto, in that order,
with Montreal French Services and Ottawa following.

Documentary evidence of women's initiative comes from the
returns of two questionnaires sent to all female staff oy
women's associations in Toronto and English Services and
Radio-Canada International in Montreal, in which many women
indicated willingness to study to improve cualifications.
And evidence from interviews indicated strongly that a
large proportion of women do have career aspirations, or
at least start out with hich hopes. From many secretaries
and script assistants we heard statements such as: e 3
apply for every production job that comes up”® or, sadly:
"After being turned down four times without even being
given any reason, and seeing the job always going to a
young man, I stopped trying®.

*Courses for which CBC agrees to pay half the costs on success-
ful completion - i.e., all approved as "work related®.
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2. "jomen are imnmobile.”

Although many uien spoke of the inability or unwillingness
of women to move to another centre, 61 percent of the
women working in the CSC are single, and can be assumed
to be no less mobile than men. In the surveys guoted
above, about 65 percent of the Hontreal woimen expressed
willingness to relocate in order to get a better of more
interesting job. Some 11 nercent were unsure, and only
18 percent would have refused to move to Toronto, 62
percent of the respondents said yes, 6 percent said
maybe, and 32 percent said no. "hile these surveys do
not represent all staff, they contain enough positive
replies to rule out immobility as a fact applicable to
women as a group. The Task Force also looked at the
application forms in the files of 29 TV procduction
assistants (male) and 54 script assistants (feuale),
which show 75 percent of the men and 46 percent of the
women to be willing to travel. From this sample, even
though more men appear to be mobile, a good proportion
of the women are too.

RECRUITING

Discover all the ways in which positions for tne establishment
are advertised, such as ads in newvspapers, printed pauphlets,
verbal communications with educational institutions or other
emnloyers, audio-visual ::aterial, ad hoc conversations and

job postings.

7ry to get as much of the audio~visual material as possible,
including copies of recent job advertisements in newsvapers.
Take note of any recruitment material which, intentionally or
unintentionally, reinforces the idea that men are wantec for
some jobs and women for others. Specifically, look to see if:
a) some jobs are advertised under “male wanted"” and others

under “female wanted” in newspapers, (where this oractice
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is not yet forkidden Ly law)

b) pictures in parphlets and audio-visual raterial
consistently show women doing one kind of work, and
men another

c) pamphlets or job postings use the masculine pronoun
in reference to the occupants of some jobs ané the
feminine pronoun for the occupants of others

d) in speeches to educatiqnél institutions it is implied
that the employer wants "girls" for certain jobs and men

for others.

It is also useful, particularly for big establishments Such
as hospitals and municipal governments, to do a quick survey
of the educational institutions where your organization does
most of its recruiting, and ask these institutions if they
thini: your employer would hire women as truck drivers, for

example, or men as secretaries.

EIPLOYIMENT TESTS

Employrent tests sometimes discriminate against one sex or the
other by asking for general background information that will
never be required on the job and which depends heavily on the
kinds of training received by boys or girls in the shcools.
The best example is tests given for jobs requiring scme
technical expertise. Often the applicant is expected to have
a broad technical knowledge, even though a few veeks of on-
the-jcb training would more than suffice. These tests keep

women out of technical jobs, as many of us were not allowec

to receive any technical training in high school, and vere
therefore not qualified to take technical courses in the

community colleges.
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JCB INTERVIEWS

The sex of an applicant should have absolutely no tearing

on the questions she/he is asked when applying for a jok.
Wor should any assurptions be made about an applicant's
availability kased on his or her family responsikilities.

In the interviews of the Affirmative Rction Corrittee, asl
both men and women what questions they were reguired to
answer when applying for any job in the estaklishrent..

Also as)k Hiring Officers if they are as interested in a man's

family resronsibilities as they are a2 woman's.

JOr SPECIFICATIONS

Job specificaticns can discriminate in a way similar to that of
eriployment tests by requiring gualifications much higher than
those actually necessary to do the job well. Unions with job
evaluation plans often contrikute to this problem in an attempt
to get more points for the position under the plan. Thile this
is understandable, a better alternative might be a different

weighing of factors, compression of groups anc¢ so on.

Job descriptions also often cater to the sex of the person
expected to do the vvork. This results in so~-callad "feminine"
duties being lumped into one job description, and "wasculine"
duties in another - whether or not this division of labour is

the most practical and efficient. The following is an
illustration from the job descriptions of "Housekeeping Aide"
(traditionally fenale) and of "Porter", (traditionally male).

The Aidé isin a group 2 ané is paid $508.00 a month; the

Porter is in a group ¢ and is paid $680.00 a month - a difference
of $172.00 or 34%.
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ILLUSTRATIVE EXAMPLES OF "IORK OF HOUSEKEEPING AIDE

Dusts, mops, cleans and empties trash recepticles
in offices, public waiting rooms and corridors;

cleans washrooms and replenishes supplies when needed.

Spot washes walls aad dcozs in nurses' residence;
cleans utility rooms and bathrooms, empties garbage,
thorough cleaning of specific rooms in rotation
including: vacuuming matresses and covers, cleaning
beds, springs and furniture, and waxes and polishes

heavily used floor areas when needed.

Damp mops special areas, empties garbage recepticles,
washes and sterilizes drinking glasses and jugs, cleans
bathrooms and replenishes bathroom supplies as needed;
cleans floors, furniture, walls, window sills and

furniture in patient's rooms.

Removes or refreshens patient's bouquets; empties
bedside units, returns soiled units to the Central
Supply Room anc exchanges them for sterile units;
carbolizes beds and furniture after patients are
discharged or transferred and makes up bed for newly
arriving patient, spot washes walls and changes

bedside curtains.

Performs related work as required.
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ILLUSTRATIVE EXAIIPLES OF TORK OF PORTER

Sweeps, mops, scrubs, waxes and polishes floors, h=1l-
ways and stairways, using hand and electrically operated

equipment.

Arranges tables and chairs required for luncheons,
meetings, and similar functions in the auditorium and

other public meeting wnlaces.

Washes hand basins, sinks, toilets and tilework and

replenishes supplies in washrooms and locker rooms.

Collects garbage by hand cart, disposes of it in the

incinerator, cleans and sterilizes garbage nails.

Transports furniture and beds to various areas in the

hospital building.

Performs minor maintenance tasls on cleaning equipment.

Washes and disinfects walls, windows, ceilings, vacuums
radiators and vents, dasts venetian blinds and cleans
various equipment in partient's rooms and specified

work areas.

Performs related work as required.

The housekeeping aide is given such tasks as "removes or refreshens
patient’s bouquet”. The Porter ‘transports furniture and beds®.
Other than these obviously male-female tasks, the two jobs over-

lap and it is hard to understand why they make up two job
classifications. Could these two jobs not be joined into one,

paid at the higher rate, and open, of course, to both men and women?
Furthermore, does the moving of furniture logically belong in

either one of these jobs classifications? It seems unrelated to the
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duties. Uas this duty given to the Porter, only because it
was assumed the Porter would always ke male ané they thought
a man should move furniture? If all porters from now on were
female, would moving furniture still be one of the job duties
or would it be given to, say, the job of a maintenance man?
fle are not saying women should not move furniture if it is
part of the job. Fut the duties of any job shouléd ke based
on a logical division of labour and not on the sex of the
pecple expected to £ill the job.

To find similar examples in your organization, lock at the

following:

(i) Review selected job descriptions to see if the job
duties are grouped together "logically" or seem to be
based on the sex of the person expected to fill the job.

(ii) List pairs of job classifications which presently seem
to be divided by sex and which you feel could be joined

into one classification.
6. TRAIIIING

Until recently, the training of an employee has been paid for by
an erployer only if a qualified person has not been available any
other way. Education and joL training were considered the juris-
diction of the schools from vwhich employers could hire gualified
personnel. In-house training activities, where they existed,
played much the sare role as Canada Manpower training: they

filleé an immediate need of the erployer.

But at times the rules were bent a little. In-house training

for manacerent positions, for exarple, vas sometires civen to
supervisors or junior managers to encourage ther to stay in the
establishrment and make use of the experience they had gained thus
far. 2s there were rarely any policy staterents to determine who
should cualify for these courses the “old=-boy" system came into

effect. Friends of those making the decisions were given priority
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in a spirit of mutual help, ruch the same way as is done in a fraternity.

These two factors, the relative lack of in-house training available, and
the existence of the "old-boy" system when it was availakle, tended to
both maintain past discriminatory effects against tworen, ané create new

ones.

Discrirination in training can exist in several forms, including the

following:

I. No training at all: meaintains effects of past

discrimrination.

2. mraining courses only for positions traditionally

held Ly ren.

3. Training for advancement only, rather than training
for lateral transfers: as women are concentrated
in very i7ew jobs, their promoticnal opportunities are

less than men's.

4, The proportion of viomen allowed to attenc¢ courses

is less than the proportion of men.

e 2 lack of policy to deterrine who attends courses,
forcing decision makers to rely on traditional

attitudes vwhich may discririnate against women.

6. 2 lack of formal communication on courses availakble:
knowledge of courses relies on word-of-mouth from

which, for reasons described akove, women are excluded.

"o discover if these problems exist in your establishrent, you need
only look at the names of all those attending courses given by the

erployer, during working hours. (It has already teen suggested that
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this te done to determine "ambitions®™ of male and female employees).

Determine the percentage of all men who attended some kind of "in-
house” training during the last year. Do the same for the women. You
might also want to draw up a table showing the kinds of courses the

men and women attended. The following table for exarple was drawn up by
the OCntario Crown employees and shows, among other things, that the
large majority of those attending managerial and technical courses

were men, while the secretarial courses were filled primarily with

waomen.,

SERVICE-VIDE
PARTICIPATION IN ALL STAFF DEVELOPMENT AND TRAIMING PROGRAIS

BY SEX AND TYPE OF COURSE

Fiscal Year, I974/74 (I) (2)

Participation
Type of course Total tMen svomen
{I00%)
Managerial & Supervisory 3,033 80.6 19.4
Inter-personal skills I,746 70.2 22.8
Secretarial development 918 I3.0 €7.0
Technical 6,783 88.5 II.5
Professional 2,293 70.9 29.1
Total 14,773 77.3 22.7

I) The above tables exclude data from the following Ministries:
Health, Justice Policy Secretariat, Office of the Premier,
Resources Development Secretariat, Cabinet Office, Ontario
Place Corporation, Ministry of Culture and Recreation (and
the Ontario Science Centre).

2) Includes Civil Service Commission courses.
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vou can also make a similar table of courses taken by employees on

their own time, kut subsidized by the employer.

To complete your investigation into the way in which traininc may be
discriminatory, compile a list of all positions formally recognized
as trainee or apprenticeship positions and the percentage of ren and
women in these positions. £Also examine all personnel policies ,memos

etc, related to training.

7. CARCER PLANNING

Most establishrments suffer from the absence of a logical thought-out
approach to training. Training programs, promotions and transfers
are considered only with a view to their short-terr success. The
long-tern interests of both the organization and the employee are
given little consideration. As women are segregated into a few jobs,
and as these jobs are always thought of as dead ené jobs, women

suffer the most from this lack of career planning.

To discover the extent to which career planning is or is not present

in your establishment, make the following investigations:

I Check the Personnel Department to see if there is
a book somewhere which states which junior jobs are
useful apprenticeship jobs to more senior positions.
If the position of Personnel Director were posted,
for example, what previous positions would it ke
useful for the applicants to have held. 1Is it up
to the (arbitrary) judgement of the hiring officer

at the time? or is it written down somewhere?

2 If this information is written down, is it available

to interested employees?
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3 Is there somecne in the Personnel Department responsible

for knowing this material and counselling employees?

4. Does the Personnel Department have information on
educational institutions and programs in the area
vwhich provide courses recognized by the employex?

Is this information also available?

8. THE COLIECTIVE AGREEMENT

It is often thought that seniority clauses work tc the disadvantage of
women., We would suggest that the lack of a good seniority clause in
the collective agreement, is a more serious handicap for all employees,
women and men alike. Sometimes, however, the seniority clause in a
specific collective agreement is little better than no clause at all.
The Affirmative Acticn report of the civic employees of Saskatoon
found, for example, that their collective agreement defined seniority
according to:

I. Pay grade

2. Date of appointment to pay grade and

3. length of service in the department.

This article effectively maintains discrimination suffered by women
both in advancement and access to different kinds of work. The basis
for such a clause is to be found in the history and growth of the trade
union movement itself. tVorking people first organized around a trade
and clauses in contracts were designed to protect the access mermbers
had to that trade. Unfortunately, this has carried over to the point
where the seniority and jurisdiction clauses not only close off jcbs to
those who are not unionized, but alsc to those in a different union, a
different bargaining unit, or even a different department. This has
sometimes made lateral transfers across bargaining unit lines an im=
possibility. Also, given that the vast majority of trades are sex
stereo-typed, this further results in the impossibility of a man moving
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laterally into work formerly done hy women and vice versa. Finally,
Lecause the majority of classifications in any establishment are
held by men, this has meant the closing off of the majority of jobs
to female employees tecause of original discrimination in hiring

and promotional policies.

It is true that anyone can leave their bargaining unit and start

at the Lottom of another. Dut to ask an employee to give up his or
her seniority and salary, which may have Lbeen earned after 10 years
or more of hard work, is ridiculous - particularly if the person

is a clerk rather than a labourer because she was discriminated
against when hired. Unions are not responsible for the discrimina-
tory hiring policies of their employers, but sometimes the men in
the union have benefited from these practices. In order to protect
all its members, the union must now go out of its way to help make
up for past discrimination. A way must be found to allow women the

position they would have had, if they had not suffered discrimination.

Tn the United States, vhere strong human rights legislation is in

effect the way is ordered by law. Articles in collective agreements

there have been found illegal if they maintain "seniority systems,

which are neutral in application and have not expressly confined
minorities or females to departments or jobs by prohiriting trans-

fers elsewhere with a facility but which perpetuate the past effects

of hiring and assignment discrimination in two distinct, but ecually

wmlawful ways. These includc,

(I) cases in which those persons formerly discrirminated
against in hiring and assignment are not willing to
1ose their accrued seniority and concomitant rights
and privileges in transferring to a new job, and are
effectively "locked in" to their present positions,
which generally have been the least desirearle jobs;

and
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2. cases in which those persons previously the vic-
tims of discrimination do transfer, but are forced
to begin in the lowest paying classification of a
new department, although they would have had better
positions in that department had not departmental or
job seniority prevented them from carrying their

seniority rights with them"*

This means, for example, that a Clerk Typist of 5 years seniority
could, if qualified, become a Field Inspector with 5 years senior-
ity without having to start in the lower groups of that bargaining
unit. A seniority system in a collective agreement which would

prevent her from doing so, would, in the States, be illegal.

We in Canadian unions do not want to be told by the government what
to put in the collective agreement. To ensure that this does not
happen, we must assume leadership in the area of human rights. We,
and the government, must find ways suitable to ourselves of writing
jurisdiction and seniority clauses which reflect the special needs
of disadvantaged groups. Needless to say, it is just as important
as it ever was to have very strong union jurisdiction and seniority
clauses in the collective agreement. But without weakening them,

it is possible to have seniority clauses that allow for flexibility,

thereby opening up doors for both men and women in the unit.

To see how easily your collective agreement allows employees in your
bargaining unit to transfer laterally into jobs formerly held by the

opposite sex, look at the following:

* Industrial and Labour Relations Review

.../114



114.

The jurisdiction and seniority clauses in effect in all collec-

tive

agreements at your establishment. They reinforce discrim-

ination if they:

(a)
(b)

(c)

CONCLUSION

define seniority as department wide,
define seniority according to pay grade or

classification

allow for no flexibility in transfers from one
bargaining unit to another, when the transfer
is by a man or woman formerly excluded fron

that unit because of job segregation by sex.

In this chapter we have attempted to answer three basic questions

concerning

i.

3.

job access;

ARE MEM AND TOMEN REPRESEMNTED IN ROUGHLY EQUAL
PROPORTIONS THROUGHOUT ALL JOBS IN THE LSTAPRLISH-
MENT AND THROUGHCUT ALL LEVELS?

IF NOT, IS THIS DISCRFPANC. JUSTIFIED?

IF NOT, WHAT CAUSES 1¥IS DISCRIININATION?

The answers to these guestions may take some time to find, but by

the time you are through you will probably know more aktout the es=

tablishment than your employer does. DMore importantly, however, you

will have a good idea of the kinds of changes that need be made to

ensure equal opportunitv to job access for both the men and women

in your establishment.
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PHASE II - CHAPTER SIX: COMPENSATION

The federal government, and most provinces, have legislation pro-

hibing discrimination against women in pay. The weakness of this

legislation once again demonstrates the need for unions to protect
their members through collective bargaining rather than relying

on the politicians.

To discover if men and women in your establishment are being paid
equally for doing substantially the same work, it is necessary to
look at those pay methods which have been found in the past to dis-
criminate against women. lje are assuming, of course, that if the
employer and the union have agreed on the salary of any one position
- "cook", for example - that whether the cook is male or female. the
same negotiated salary will be received. The old classification of
"cook Male" and "Cook Female" are quite simply illegal and there is

no need to examine such a situation in detail.

There are other aspects of salary administration, however, which

should be questioned. These include:

(i) the number of steps in the salary group
(ii) merit plans

(iii) individually negotiated salaries,

(iv) "rug ranking”

(v) negotiated across-the-board percentage increases and

(vi) the lack of a good job evaluation plan.
I The Number of Steps in the Salary Group

The maximum salary of any job/position is the negotiated salary. If
the people in one position reach that maximum faster than those in
another, simply because they have fewer steps to pass through, this
negotiated salary is being held back from some members longer than

from others. And if the jobs requiring more levels are traditionally
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occupied by women, it seems likely this difference in the number of

steps is based on sex discrimination.

Usually, the greater number of steps appear, remarkably enough, in
the lower-paid jobs. The reason usually given is the lesser tirme
neecied to gain experience in the senior jobs because employees there
have already received training from their tenure in the lower posi-
tions. The new employee, however, needs several years on the job

before s/he reaches the peal: efficiency for which the job is paid.

Poking holes in this argument is not one of the more challenging
tasks of this book. 1In the first place, jobs in the lower categories
are supposedly at the bottom because little or no training is re-
quired of them. 1If it takes six or seven years to become efficient
at the work, it should be at the other end of the salary scale.
Secondly, many employees = usually men - start in the nore senior
positions without ever having been in the lower jobs. Finally, one
can assume that if jobs traditionally held by women have more steps
than those usually held by ren, women's salaries have been sacri ficed
in negotiations on the assumption what women don't need the money
as badly.

|
To discover if the number of steps per salary group seem to dis=-
criminate against women in your establishment, list the average num-
ber of steps for positions cominated by women, and the average number
of steps for positions dominated by men, (positions with 75% men or
women). If you are employees of a city government, be sure to include
positions (or a sample of positions) from both inside and outside
workers. If you look at only insicde workers, for example, you may
find that there are more steps for women's jobs than for men, but
the reason could te that there are more steps for lower-salariec
jobs. 1If you find that the outsice workers also have more steps for
lower level jobs then you have a problem of a Jdifferent sort, it has

nothing to do with being male or female.
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20 ferit Plans

Many employees wish to have their performance on the job evaluated.
They feel that if they work harder than other people in the office,
they should be rewarded for it by hicher pay. In a society where

money, rather than personal satisfaction, is the incentive to work,

this attitude is understandarle.

levertheless, unions usually oppose performance evaluation for good
reason. o two people agree on what pakes a gool employee. In-
dividual prejudices often get in the way of any “ohjective" eval=-
uation. One performancec evaluation was challenged by CUPE for ex-
ample, when it was discovered that the man's position as shop steward
was listed as the reason for his low merit rating. 2 personality
conflict could also be the Geciding factor in rating an employee low,

no matter how hard s/he works.

ilore than anyone else, women should be opposed to merit increases.

A sexist supervisor could give a low rating to a woman hecause she
was agressive, not feminine enough, or kecause she diin't like him

as much as he though she should. Vomen have no reason to expect that
nnerit" increases will escape the influence of traditional attitudes
any more than anything else has. Finally, merit increases encourage
a "survival of the fittest” atmosphere which is far from the frater-

nal environment necessary to any erjoyable work day.

If you have a merit plan of some sort and you wish to examine the
possibility of "merit" being exercisel Gifferently towards men anc

woren, letermine the following:
Oof those positions to which merit pay is applied,

what was the averace annual percentage increase

for men and women in the last 5 vears?
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If there seems to be a pattern of differences in

merit allowances »ail to mer and women, the follow-

ing additional questions might be asked:

i are reasons given in writing for the amount of

increase (or lack of increase?)

ii are agreed upon "yardsticks" used which are con=-

stant throughout the establishment?

|
-
-

is there anything in the nature of that yardstick
which is influenced by a prejudice to characteristics
traditionally female? For example, are men praised
for being "agressive” and women criticized for "bold-

ness"?

Xeep in mind that increment steps which are not automatically re-
ceived at the end of an agreed-upon time period (6 months, one year)
are merit increases, whether they are called that or not. If you
suspect your increment steps are in fact being used as merit in-
creases, determine the average salary and tenure - the length of
service in that position - of some selected positions. De sure to
select nositions that have a significant number of men and women and
are from higher, lower and middle salary groups. Clearly merit is a
factor if, in the same position, indivicduals receive different pay
rates which are not justified bv differences in tenure. Furthermore,
if the differences are often between men and women, one can assume
that a person's sex is somehow a factor in determining the increment
that person receives. To determine exactly what role a person's sex
does play in the increment scheme, follow up with the same questions

posed above,
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3. Individually Negotiated Salaries

Affirmative Action Committees must deal with all employees, at
whatever level they may be. In management positions, there is
often a good deal of latitude exercised in assigning salaries to
positions. The salary range for the same middle or senior manage-
ment position can differ by as much as 5 or 10 thousand dollars

per year between individuals and may vary between men and women.

We do not consider a man or woman's ability to bargain a good
salary for themselves justification for paying one less than the
other. Unless the job is that of a professional negotiator, we
see no reason why a person's bargaining skill, anymore than their
skill in knitting a sweater, should be a factor influencing their
pay. Furthermore, negotiating an individual salary has generally
worked to the disadvantage of women and minorities and will most
likely continue to do so in the foreseeable future. As long as
most employers consider a woman to be less desirable than a man
in a position of responsibility the main reason for hiring a

woman will be to save money.
To determine if men and women are being paid differently in non-

union positions, for no other reason than their sex, it is useful

to look at the following:
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(i) Average salaries of men and women in management by job

classification of position, for those jobs where there

are significant numbers of

men and women.

Example

Average  Jo. Average No. % Difference
Classification male of female of Male over

Salary Men Salary Women Female
Department Heads. $15,120 13 $10,020 6 51%
Deputies, Admin. 13,000 13 11,000 6 15%
Supervisory 12,050 22 10,000 4 20%
Directors 19.000 7 18,050 2 5%

Those positions that show discrepancies should be examined more

closely to determine the reason.

Specifically examine:

(ii) the average tenure of the men and women in these

positions,

(iii) the average seniority of the men and women in these

positions,

(iv) the average educational levels,

(v) the percentage of men and women with prior work

experience in the field.

If no significant differences can be found in the answers to

guestions 2 to 5, one can conclude that the women are suffering

from discriminatory pay practices.
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Recently, secretaries in the federal public service brought to the

attention of the country the unsatisfactory methods by which they

are paid.

Secretaries there, and in many other establishments, are

paid not according to their work but according to the classification

occupied by their boss.

This method of compensation is in keeping

with the attitude that women work as "helpers" to men, but it cannot

be justified by anyone who knows that a secretary's work is valuable

on its own merit.

The method of paying a secretary according to the

classification of her boss puts her on the same level as the quality

of the rug and other furnishings a supervisor has in his office and

which vary according to his status.

the situation with the following sketch:

The CBC task force illustrated
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Rug ranking - guess which boss has the best paid secretary?
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Because a person has a more senior position loes not mean his or
her secretary has more work. The secretary's pay should be evalu-
ated on its own merits. It should not be difficult for you to
find out if "rug ranking” exists in your establisiment. Simply
ask the Personnel representative on the Advisory Cormittee how
secretaries are paid. You shoul? also ask, in interviews with
Personnel people and union officers the reasons for this method

of pay and the problems that might be incurred in changing it.

Sy Negotiated Across-theBoard Percentage Increases

An across-the-board percentage increase is the type of increase
with which most locals are most familiar. It means that every-
one gets 10%, 15% or 20% more than what they are now getting paid.
In across-the-board dollar increase on the other hand, means that
all members in the bargaining unit receive the same amount in

dollars as *an increase.

The debate between across-the-board dollar increases and percentage
increases is not new. Those who favour the latter argue that
people should be rewarded for the extra education and seniority
they had to acquire in order to get the more senior job, by
increases that are proportionately greater, thus maintaining the
differentials between jobs. They also argue that they must keep
up with the cost of living and can only maintain their present
standard of living by negotiating a percentage which at least

equals the percentage increase in the cost of living.

Those who favour an across-the-board dollar increase, = usually
those in the lower categories and often women - say that it is

not only those in semior positions who have gone to the trouble
of educatingtthemselves and working long years. There are many
women and immigrants who have certificates and training but who

still remain in the lower categories.
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Our concern is that across-the-board percentaée increases widen
the dollar gap between those at the top of the salary scale -
usually men - and those at the bottom - usually women. If, for
example, a waitress is earning $9,000 a year, and a chef $15,000,
the difference between them is $6.000. If they negotiate an
increase of 25%, the waitress will be earning $11,250 and the

chef $18,750. The difference between them is now $7,500 and after
the next negotiations the difference will be even more. Discuss
among the committee your feelings about dollar increases, then
discuss it thoroughly with the executives of organized employee

groups and perhaps as well at the open hearings.

6. The Lack of a Good Job &Bwvaluation Plan

In non-unionized establishments, jobs are paid almost solely
according to the law of supply and demand in the labour market:
that is, the more people there are willing to take the job, the
lower it will be paid. Yomen have been channelled into so few
kinds of jobs, that there are always many of them trying to get
into the same kind of work. Because of this, women fare very
badly under this method of pay - through no fault of their own.
Consequently, anything which will sof:en the direct dependence of

salaries on the labour supply is advantageous to women.

As we all know, unions are extremely necessary to women workers
for this very reason. Even unions, however, base some of their
salary demands on comparable rates in the labour market. This

is particularly true in establishments that have no method of pay

which takes into account the content of the job itself.
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Job evaluation is a system which attempis to pay a job according
to the skill, effort, responsibility and working conditions of the
job. As such it is an important tool which women should learn
more about. It is impossible here to explain how the system works,
but if you have no job evaluation system at your establishment,

and think it is worth looking into, discuss the matter with the
executives of the union locals at your establishment, and write

to the Job Evaluation Department at the CUF. National Office for

their excellent books which explain how job evaluation works.

The following salary scale shows the salaries of jobs in one
establishment before and after a job evaluation system was
introduced. It can be ssen that jobs traditionally held by women
are still paid less than those held by men, but the salary gap
after job evaluation is much less. As we learn more and more
about using job evaluation, there is no doubt the system can be

improved to the point where that gap disappears altogether.

..../125



125.

PROPOSED CHANGES_IM SALARY SCALE AFTER JOB EVALUATION

e e e et e et e e et

JOB TITLE

EXISTING RATE

PROPOSED RATE

3.

4.

Io.

II.

I2.

I3.

14,

IS.

I6.

I7.

I8.

Clerk Typist II (Building)

Clerk Typist II (Switchboard)
Recpt. Clk. Typ. (Recreation)

Clerk Tyoist II (Mministration)

Clerk Typist II (Planning)

Clerk Typist Cashier
Clerk Steno (Engineering)

Clerk-steno II (Recreation)
Clerk-Steno II (Treasury)
Property Records Clerk
Accounting Clerk I

Cashier

Clerk Steno II (R.C.M.P.)
Payroll Clerk

Accounting M/C Operator

Plan Checking Assistant
Clerk Steno Admin. (R.C.M.P.)

Draftsparson
Jorks Inspector I

Accounting Clerk III
Administrative Assistant

Jorks Inspector II
Engineering Technican I

Assistant Development Officer

Programme Worker
By-Law Enforcement Officer

Building Inspector

Development Officer

Deputy Clerk

$ 594,
594.
6I9.
594.
594.

629,
668.

668,
668.
752.
780.
668.
668,
8I7.
317.

828.
- 668.

960.
953.

1,105,
900.

I,IIS.
1'097-

906.

I,03I.
I,Is5I.

I,250.

I,286.

I,326.

$ 594.00
639.00
639.00
639.00
684.00

729.00
729.00

774.00
774.00
774.00
774.00
819.00
819.00
8192.00
£19.00

864,00
864.00

909.00
909.00

954,00
954.00

999.00
999.00

I,044,00
1,029.00
I,I134.00

1,179.00
1,179.00

I,224.00
I,269.00
I,314.00

I,359.00
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If you already have a job evaluation scheme, and don't feel it's

doing as much good as it could, take a look at the next chapter.

CONCLUSION

In this chapter we have examined those aspects of pay which could
discriminate against women: the number of steps in the salary
group, merit plans, individually negotiated salaries, "rug ranking”,
across the board percentage increases, and the lack of a good job
evaluation plan. You may find more. If you do, lLave the confidence
to follow them up despite opposition. Because things have been

done the same way for the last fifty years, many people will resist
change - particularly those who will have to do the work involved

in these changes.
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PHASE II - CHAPTER SEVEWl: JOB EVALUATION

NOTE: THiS CHAPTER IS FOR THOSE OF YOU WHO HAVE A JOB
EVALUATION PLAN :O'7 AT YOUR ESTABLISHIEMNT AMD
WHO UNDERSTAND THF BASICS (HOWEVER ROUGHLY) OF
HOW THAT PLAN 'ORKS. IF YOU DO HOT HAVE JOB EVAL-
UATION NOW, YOU CAN IGNORE THIS CHAPTER. IF YOU
DO HAVE A PLAN, BUT KNOW NOTHING ABOUT IT, ASK YOUR
SERVICE REPRESENTATIVE TO EXPLAIil IT TO YOU, AND/OR
COMTACT THE JOB EVALUATION DEPARTMENT AT THE CUPE
NATIOMAL OFFICE FOR ONE OF THEIR FINE JOB EVALUA-

TION BOOKLETS.

INTRODUCTION

In the past, unions and management have instituted job evaluation
in order to compare the relative value of similar jobs. Because

of job segregation by sex, this has sometimes meant that men's jobs
have been compared to other men's jobs, (for example, comparing the
various jobs of outside workers of a city government), and women's
jobs have been compared to other women's jobs. At other times,
jobs performed by men are compared to jobs performed by women, but
as we will see, they are compared from the vantage point of the
men's jobs. The result of both such systems is a wage gap between
men and women which is often much the same after job evaluation as

it was before the plan was instituted.

In order to find out exactly what causes this salary gap, we will

examine eight steps in job evaluation and salary administration;
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I Job Dassriptions

II The Choice of a Job Evaluation Manual

III The Choice and Definition of Factors

IV  The Assignment of Degrees or Grades

\'4 The Assignment of Points to Degrees

VI The Weighting of Points

VII The Assignment of Points to Group Levels
VIII The Assignment of Groups to a Salary Scale.

We have no doubt there will be some resistance to the proposed
changes which accompany these analyses, but the job evaluation
manual which was designed without endless discussion, has not yet

appeared; and it is time women's voices entered the fray.

I JOB DESCRIPTIONS

Before management and the union can evaluate a job, they must agree
on what the job entails, what qualifications are necessary to f£ill
it, and so on. Because the list of duties and qualifications are
so important to the job evaluation process, women should make very
sure that the job descriptions for their jobs are accurate. Fur=
thermore, it is obvious that job evaluation cannot begin with job
descriptions which the union has not had the opportunity to influ-
ence. As the design or review of job descriptions is the first
step of the job evaluation process, begin your review of the plan
in your establishment by asking the following questions about Jjob

descriptions:

I. ARE JOB DESCRIPTIONS FOR 'JORK DONE BY WOMEN
MORE VAGUE THAN THOSE FOR TJORK DONE BY MEM?

(A common example is the phrase "performs,
menial and repetetive tasks" - a phrase which
results in low points later on in the evalua-
tion process. Instead, this work should be

detailed.)
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2. ARE SOME OF THE DUTICS PERFORMED BY WOMEM
LEFT OFF THE JO3 DESCRIPTION, EITHER BE-
CAUSE THE DUTY IS SUPPOSED TO BE DONE EY
HER SUPERIOR, OR BECAUSE THE DUTY IS SEEN
AS A "FAVOUR" RATHER THAN A JOB DUTY, EX:
GETTING CUPS OF COFFEE, CLEANING OFF DESKS
ETC.

3a DOES THE PHRASE "RESPONSIBLE FOR" APPEAR IN
THE DESCRIPTIONS OF JOBS DONE BY MEN MORE
OFTEN THAN IN THE DESCRIPTIONS OF JOBS DONE
BY WOMEN. Do the men really ever have to
assume these responsibilities? Would these
responsibilities more logically fall under
the jurisdiction of a job usually done by

women?

1f you have problems such as these with the job descriptions in
your establishment, you should recommend they be corrected before
going any further in the job evaluation process. Once the job
description is agreed to, you will have no grounds for arguing
later on that a certain job has more to it than what the evaluators

give it credit for.

II THE CHOICE OF A JOB EVALUATION IMANUAL

There are two ways of comparing different kinds of work, (such as
manual and clerical) in an establishment. One way is to find the
relative value of all the jobs by comparing them in the same job
evaluation manual and according to the same factors. All these

jobs are then given points and assigned to a salary scale.
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The second way is to find the relative value of all the manual
jobs, rate them in one manual from grade 1 to grade 5 or whatever,
and then, with a different job evaluation manual, £ind the relative
value of all the clerical jobs, rating them also from grade 1 to
grade 5. This is what is usually done. However, in order to find
the relative value of the clerical and manual work - or the "men’s"
work and the "women's work - it is then necessary to apply both
these ratings to the same salary scale. It is because this final
step is not usually taken, that job evaluation plans have not
resulted in equal pay for work of equal value. (This will be
demonstrated more clearly when we get to step #8 "TIF ASSIGIMENT
OF GROUPS TO A SALARY SCALE").

Of the two alternatives, we favour the second: comparing similar
jobs according to one manual, other similar jobs according to
another manual, and then applying all the jobs to the same salary
scale. Attempts to compare different kinds of jobs according to
the same manual, or factors, have not been successful in the past.
One type of work is always sacrificed to another, and as women
have nst been active in the design of job evaluation manuals,
clerical and service work often suffers at the expense of manual
¢y» outside work. An example is below. Here the same factors
"working Conditions" and "Physical Demands” are defined in the same
way for both office and shop work. The number "l1" represents the
lowest number of points and eventually the lowest salary) while
"4 and "S5" represent the highest.

"HORKING CONDITIONS"” FACTOR

"Jlorking Conditions™ has to do with the factors associated with
the conditions which make for disagreeableness from the employee's
viewpoint. In rating under this factor, judge the severity and
continuity of exposure to such elements as cold, humidity, heat,
wet, severe weather, dust, fumes, grease, acids and chemicals,
noise and vibration, etc.
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The necessity for travel and being away from home is recognized

here.

The factor also embraces the conditions of the position

that might result in accidents or health hazards to the employee.

GRADE

o

Office and comparable conditions.

Best shop conditions - slightly dirty.
Comparable to assembly and bench work
involving small, clean parts. Would
embrace office and supervisory positions
involving considerable time to be spent in
shop or plant but with little exposure

to dirt, oil, heat, noise, etc. May
involve limited travelling.

Average shop conditions. Comparable to

~ operating machines or assembly work is

0ily and greasy. "ould cover positions
that are generally conducted under clean
and pleasant conditions hut with some
exposure to severe conditions of noise,
weather, dust, wet, or other disagree-
able factors. Or positions shere there

is distinct possibility of minor injuries
- abrasions, cuts, kyuises - not involving
lost time. - Or positions where consider-
able travelling is involved.

Conditions that are especially dirty, oily,
neisy, or otherwise disagreeable. Would

cover positions involving continuous outside

work in all weather. Or positions where

there is distinct possibility of serious in-

juries involving lost time, such as crushed

members, eye injuries, loss of fingers, etc.,

or where there may be exposure to occupa-

tional disease not incapacitating in nature.

Or positions that involve travelling over
50 percent of the time.
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"Physical Demands" pertains to the physical exertion associated

with the position.

"PHYSICAL DEMANDS" FACTOR

ation to the intensity and severity of the physical effort re-

quired in the position, and to the continuity and frequency of

that effort.

GRADE

1.

Usual office positions or positions where
physical demands do not cause undue fatigue.

Inside positions requiring considerable
standing or moving around but with little

or no lifting or heavy physical effort.

Or positions which require considerable

visual attention and mental concentration,

or which involve working in awkward positions
resulting in some fatigue, i.e. office machine
operation and drafting board work. Or posi-
tions requiring occasional walking over rough
ground, climbing or like physical exertion.

Inside positions requiring constant moving
about, or considerable lifting or heavy
physical effort. Or positions requiring

a very high degree of visual concentration.
Or positions requiring about 50 percent of
the time to be spent in outside activities
involving much walking over rough ground,
climbing or like physical exertion.

Positions requiring work of a strenuous
nature such as is involved in the loading and
unloading of heavy equipment on a somewhat
continuous basis. Or positions requiring
nearly continuous effort in outside activi-
ties such as walking over rough ground,
climbing, etc.

Positions involving heavy labouring work of
a continuous nature.

In rating under this factor, give consider-

132.
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It is very understandable that men working with ex»osure to grease
and acids would seize upon these conditions as something for
which they should be compensated; - not to do so would be to
ignore the hazardous effect these conditions can have on their
lives. It is also not surprising that they should see office
work as ideal from the point of view of this definition of
working conditions. Consequently by both these factors, office
work is rated as deserving the least number of points. Further-
more, the fact that office work is literally written off in the
lowest group, with little or no description, indicates the little
detailed knowledge the evaluators have of the work done by the
women. A secretary who is forced to sit all day at a desk, for
example, may be surprised to learn that a job that allows you

to move around a little is more disagreeable than the one that
doesn't. The Ministry of Zealth and Welfare has just released
statistics that prove that sedentary workers - those who have

to sit all day - have the double chance of getting a heart
attack as the average worker. Perhaps sedentary workers should
get more points than those who get some exercise during the

work day.

The conclusion that should be drawn from this example however
is that because the office workers have not been hired for the
same things that the shop workers have, they should not he
compared according to the same "yardstick” or Factor. The
shop workers should be rated with full consideration for bad
shop conditions, and the office workers should be rated accor-
ding to factors which have nothing to do with shoo conditions.
I1f, therefore, you have job evaluation in your establishment
determine:

i how many job evaluation manuals are in

use in the egtablishment?

ii what determines which jobs are coverec by
which manual? Are the jobs covered by
cne manual?
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manual really similar? Cr are they lumped
together because they are all in one estab=
lishment, ©Or cne bargaining uwnit?

If it seems as though dissimilar jobs are all lumped together
under one manual, you may want to discuss with the union and
management the possibility of changing the choice of joks covered
by the manual(s).

III  CIOICE AND DEFINITIOl! OF FACTORS

CUPE usually uses the factors SKILIL, CFFOR1, RESPCNSIPILITY AMD
"ORKING CONDITIONS, to compare all kinds of jobs. This is bhe=-
cause these factors are present in all jobs, in one form or the
other, thereby making corpariscns possihle. For reasons just
discussed, however, these factors should not be defined in the
sare way for all kinds of work. In the preceeding exarple, we
sa;: to what degree office workers suffered under the plan re-
cause "working conditions" was defined from the point of view of
shop workers. Office vorkers are not hired for their physical
strength, so try to decide vhether a secretary or an accounting

clerk recuires the most physical effort is riciculous.

The factor "Responsibility® deserves special attention. The use
of this factor - more than any other - influences the low rating
jobs perforred by women usually get. This is hecause one of the
most corron characteristics of work traditicnally cdone by women
ig that it is service oriented. 2P secretary, for erarple, is
hired literally to serve her boss; a nurse to serve her doctor,
a clerk to serve an accountant. Most ren, on the other hand,
work somevhat independently. They are assigned a task (such as
Luilding or maintaining sorethinc), and vhen they are finished,

they are assigned another.
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Thile "ren's" jobs are coupensated for the degree of responsibil-
ity they rust bear to corplete their tasks, woren are not corpen-
sated for the degree to which they must be at the leck and call

of another person. I£f the factor "service" were useé, rather

than "Responsibility", would wormen's jobs still find themselves
at the bottom of the salary scale? lore loogically, couléd not
Loth factors be used, with some jobs beinc justifiably compensated
for the decree of responsilility they must bear, while others

are compensated for the degree to which their work is dependent
on the work of somecne else? Vhether or not "Service" (or some=
thing similar) becomes a factor in job evaluation plans, will de-
pénd almost entirely on how hard woren are willing to ficht for
it. The thing to alwavs keep in rind, hovever, is that the choice
and definition of factors is always subjective and arkitrary.

2s long as women stay aloof from the cesign of jor evaluation

manuals, their subjective opinion will be noticeably lacking.

Check vour jok evaluation manual to see if the factors are ce-
fined in a way which is to the advantage of work usually done by
women in your establishment. To help you in your efforts, ask
the Job Evaluation Cepartment at the CUPE NMational Cffice to send
you copies of as many differen: ranuals as possible, that cover
the lind of work in vhich you are interested. This will give you
jdeas as to the many different vars a factor can e defined.

“eep in close touch as well, with the people in the estaklishrent
actually perforring the work. 1f you are in doubt as to how

to define "vorking Conditions", for example, sirply asl: the
people who do the joL vhich aspects of their working conditions
they £find the most disagreeable and for which they feel they
should be compensated. Do not worry arout jobs not covered by
the manual on vhich you are working. They shoulé be evaluated
by different factors, and are not affected by the factors you

choose for your manual.
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Iv THE ASSIGIMEL'T OF DEGRELS OR GRADES

Each factor is divided into degrees or grades. A job that re-
quires more of the factor than another, - Education, for example, =
has assigned to it a higher grade under the factor "Educaticn”.
Sore job evaluation manuals, however, require work done by women
+o have ruch higher standards in order to achieve the same grade
level as work done by men. In the following example, the factor
spducation” is divided into degrees by one standard for manual
work, and by another standard for clerical work. Even though the
factor is defined in exactly the same way for both, the manual
workers need only an elementary school certificate to have their
job assigned to "Degree I". Clerical workers, on the other hand,
need at least two years of high school to achieve the same degree.
This discriminatory assignment of grades or degrees, is repeated

at every level.
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EDUCATION FACTOR AS APPLIED TO MANUAL JOBS

SCOPE

This factor concerns the amount of general educational backcrouné anc/or
specialized training or knowledge necessary to perform the duties of the po-
sition satisfactorily.

ZPPLICATION

In considerinc this factor, the degree selected must properly identify the
level of mental proficiency necessary to understand, absor} and utilize the
knowledge expected to be brought to the position. Education is expressed
in terms of recoqnized schooling levels such as elementary school, hich
school, university, technical school.

NOTE

The equivalent capability can be achieved through means other than regular
formal schooling such as extension and correspondence courses or apprentice-
ship.

Degree I

Position recuires any educational level up to and including the equivalent
of elementary school certificate.

Degree 2

Position requires a level of general educaticnal background of two years of
technical, trade or high school.

Degree 3

Position requires a level of general educational background of high school
graduation or certificates obtained from technical or trade schools.

Degree 4

Position requires a level of educational background of high school c¢radua-
tion, plus two years of university training or at least two years of special-
ized training in technical, trade or art school, in such fields as electronics,
crafts, art or other highly skilled trades or vocations.

Degxee 5

Position requires a level of educational background equivalent to university
graduation.
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EDUCATION FACTOR AS APPLIED TO CLERICAL JCDS

SCOPL

This factor concerns the arount of general educational background and/or
specialized training or knowledge necessary to perform the duties of the
position satisfactorily.

APPLICATION

In considering this factor, the degree selected must properly identify the
level of mental proficiency necessary to understand, aksort and utilize the
knowledge expected to be broucht to the position. Education is expressed in
terms of recocnized schooling levels such as secondary school, high school,
uiversity, technical school. Lowever, the equivalent capability can te
achieved throuch means other than regular formal schooling such as extension
or correspondence courses.

Degree I

Position requires two years of secondary or high school.

Cegree 2

Position requires a level of general educational background eguivalent to
high school graduation and/or certificates ot tained frorr comrercial or tech-
nical schools.

Degree 3

Position requires a level of general educational background eguivalent to

high school graduation, plus two years of university training or at least two
years of specialized training in technical, trade, or business schools, in
such fields as accounting, data processing, joumalism, personnel, electronics,
or in hichly skilled trades or vocations.

Degree 4

Position requires a level of educational kackground equivalent to university
graduation.

Degree 5

Position requires a very high level of educational background, egquivalent to
a post-¢craduate degree from a university.
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Check your job evaluation manual to ensure
that factors which are defined the same,

are also applied carrying the same degrees
for all kinds of work covered by the manual.

\'4 THE ASSIGNMENT OF POINTS TO DEGREES

Once a factor is divided into degrees or grades, as in the examples
above, points are then assigned each degree. In some job evalu-
ation manuals, the same kind of problem described above, sometimes
occurs here. That is, a lower number of points are assigned

Degree 3, for example, if the Factor is applied to clerical work,
than if it is applied to manual work. %hen this happens, the
women's work is once again under-valued, compared to the men's.

(If this discrimination happens in both areas - Assignment Of

Degrees and Assignment of Points - the effect of this under-

evaluation is multiplied).

Check your job evaluation manual to ensure
that the same number of points are assignec
to a degree of a given factor for all work
covered by the manual.

Vi THE "EIGHTING OF POINTS

Some jobs are paid primarily because of the sikill required,

others primarily because of the physical effort required, and

still others for the degree of responsibility involved. Although
all these facts may be used to evaluate a job, clearly some factors
will be more important than others for specific jobs. Job
evaluation reflects these differences by "weighting" or "rating”

the factors differently.

The weighting of factors is a crucial stage in the job evaluation

process - particularly if you are stuck with a manual that attempts
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to compare different kinds of work. 1If, for example, clerical
work has been rated along with manual work according to the
degree of physical effort required for it, most women workers
have already lost the first round of the battle. To then give
the factor "Physical Effort"™ a heavy weighting, thereby making it
the main factor by which clerical work is being evaluated, is to

lose the fight completely.

If you have, therefore, one job evaluation manual for more than
one kind of work in the establishment.

Check the weighting of points to see if the
factor given the greatest weight is really
the most important aspect of the work done.

If you have different job evaluation manuals for different kinds
of work, the problem from the point of view of comparing men's
and women's work is much less serious because the work done by

the men cannot gain at the expense of the work done by women.

viI THE ASSIGNMENT OF POINTS TO GROUP LEVELS

Once jobs in the establishment are ranked according to the number
of points they have received under the various factors, they are
then grouped into the 3alary levels with which most of us are

familiar and which usually appear in the collective agreement.

In establishments where one manual is used for different kinds of
work, however, job evaluation committees have been known to
assign clerical and manual jobs to different group levels, even
though both jobs have the same number of points. In all cases

we know of where
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this has happened, jobs traditionally done by women, have been

required to have a higher number of points than those done by men
in order to get into the same group level. The following example
was discovered and protested by the head of CUPE's Job Evaluation

Department. In his opinion, it contravened even the equal pay

legislation.

Jobs Performed by Men Jobs Performed by Women
Level Point Range Level Point Range
1 50 - 65 L 60 - 75
2 70 - 85 2 75 = 95
3 90 - 105 3 100 - 120
4 110 - 125 4 125 - 145
5 130 - 145 5 150 - 170
6 150 - 165 6 175 - 195

7 170 - 185
8 190 - 205
9 210 - 225
10 230 - 245
11 250 - 265
12 270 - 285
13 290 - 305

In this establishment, women whose work was evaluated according
to the same job evaluation manual as the men's needed to get 175
points to have their job included in group 6; the men's jobs only
had to get 150 points. This difference meant that when the groups
or levels were applied to the same salary scale, the men earned

about $100.00 a month more than the women.
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Check your job evaluation manual to see if
salary levels have the same point range for
jobs performed by women as they do for jobs
performed by men (or the same point range

for manusl and clerical, shop and office work
etc). Find out also how many salary groups
there are.

FProm the point of view of comparing work of equal value, the

fewer salary groups there are, the better. 2 small number of
salary groups also helps to cut down on arguments within the

bargaining unit over whose job should be paid more.

VIII THE ASSIGNMENT OF GROUPS TO A SALARY SCALR

Once all the jobs covered by a job evaluation manual have been
grouped and ranked according to their relative value, management
and the union attach these groups to a salary scale. It is this
crucial step that usually results in low pay for women's work,
despite the most careful job evaluation plan. It is therefore
essential to understand how this happens - both in establishments
with one manual for all kinds of work, and in establishments

having a separate manual for each kind of work.

In the first situation - one manual for all kinds of work - one
set and definition of factors is used to compare both manual and
clerical, shop and office work. As we have seen, this rasults

in "women's work" being evaluated by the standards of "men's work".
As such they end up with the lowest number of points, and usually
cccupy groups one to four, w.th work performed by men occupying
groups four to the top. 'then all these groups are then applied

to a salary scale, the women are naturally at the bottom. In

such a situation, the main problem is the job evaluation manual
itself.
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In establishments where there is a separate manual applied to
each kind of work (one set of factors for service work, one for
manual work, etc.) it is very unlikely that the reason for women's
low pay lies within the job evaluat on plan itself. Rather, the
problem here begins when the groups of jobs which have been rated,
are applied to the salary scale. Let us say, for example, that all
the manual jobs are listed in a set of groups from 1 to 10, and all
the clerical jobs are also listed in a set of groups from 1 to 10.
The question now is, "What is the salary range to which the manual
jobs will be applied?", and, "what is the salary range to which the

clerical jobs will be applied?"

The salary scale to which a set of jobs is applied is always
determined by finding the salary in the labour market of a few
"benchmark jobs", that is, jobs which are found in the establishment
and which are also common outside the establishment. In the clerical
jobs, for example, a common benchmark job is that of "receptionist".
The employer and the union determine what a receptionist receives in
the labour market in general and gives this same salary to the
receptionist in the establishment. The other clerical jobs are then
paid more or less than the receptiénist depending on how they have
been rated by the job evaluation plan. The same procedure is ﬁsed
for the manual jobs. Because of pay discrimination in the overall
labour market, however, this use of benchmark jobs drags pay
discrimination into the establishment as well, despite the best of
job evaluation plans. As has been proven time and time again, the
fact that women receive less for their work in the labour market,
has little to do with the content of the job they perform. It has

more to do with pure sex discrimination.

In the following example, a different job evaluation manual was

used for clerical and technical work. Benchmark jobs were then
found for the clerical jobs, and other benchmark jobs for the
technical. The salary scales which resulted, and the wage gaps
between the clerical and technical workers (or between the men and
the women) are much the same as those in establishments with no

job evaluation plan. The lowest salary level for the men is $3.11 -
the Group "2" salary. For a clerical worker to get the same amount,

she must work up to a grade 5 or 6.
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CLERICAL

Stenographer 1
Clerk Typist 1

TECHNICAL
No Classification

CLERICAL

Clerk 2
Keytape Operator 1

TECHNICAL

Stockkeeper #1
Rodman #1

CLERICAL
No Classification

TECHNICAL

JOB GRADE 1

JOB GRADE 2

JOB GRADE 3

Mail and Duplicating Equipment Operatcr

Draftsman #1

Years

1st
2nd
3rd
4th
5th

1st
2nd
3rd
4th
5th

1st
2nd
3rd
4th
5th

ist
2nd
3rd
4th
5th

1st
2nd
3xd
4th
5th

144.

Hourly
Rate
1973

$ 2.15
2.30
2.46
2.63
2.76
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JOB GRADE 4

CLERICAL

Clerk Typist - Tax Collection

Clerk Typist Receptionist P.W.D.

Invoice Clerxk

Cashier

Clerk Typist Receptionist - Velfare

Clerk 3

Clerk Typist-VWater Billing and Collection
Clerk Typist-Property and Enforcement
Clerk Typist Receptionist - Parks and Rec.

TECHICAL

No Classification

JOB GRADE 5

CLERICAL

Public Reslations Clexk Typist

Secretary Receptionist - Inspection Division
Cormittee Secretary-Clerks

Clerk Typist-Licensing

Keytape Operator #2

Secretary Receptionist-Parks and Rec.

Main Switchboard Operator-Receptionist

TECHNICAL
Rodman #2

145,

Years Hourly
to Rate

Max. 1973
ist $ 2.70
2nd 2.87
3rd 3.04
4th 3.21
5th 3.38
1st 2.97
2nd 3.14
3rd 3.31
4th 3.45
5th 3.63
1st 3.42
2nd 3.60
3rd 3.78
4th 3.99
5th 4.19
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 JOB_GRADE 6

CLERICAL

Operations Division Clerk

Clerk Typist - Accounting

Clerk Typist Cashier - Transit
Secretary - Tax Collection
Secretary Bookkeeper - Urban Renewal
Senior Cashier

TECENICAL

Field Inspector #1
Draftsman #2

JOB GRADE 7

CLERICAL

Secretary -~ Engineers

Welfare Investigator #1

Pacords Clerk - Clerks Office
Secretary ~ Legal

Vital Statistics Clerk

Secretary - Purchasing

Recording Secretary - Clerks Office
Clexk Tyoist - Building Inspection
Control Clerk - Verifier Operator
Cierxk Typist - Engineering Records
Field Office Clerk - Parks and Rec.
Secretary - Operations Division
Stock Records Clerk - Purchasing
Secretary -~ Welfare

Secretary - Parks and Recreation
Payroll Clerk - Treasury

TZCENICAL
Field Office Clerk - Survey and Insp. P.%.D.

Years

Max.

1st
2nd
3rd
4th
5th

ist
2nd
3rd
4th
Sth

1st
2nd
3rd
4th
5th

1st
2nd
3rd
4th
5th

146,

Hourly
Rate
1973

$ 3.13
3.32
3.53
3.73
3.91

3.53
3.75
3.98
4.20
4.42

3.30
3.53
3.72
3.91
4.11
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JOB GRADE 8

CLERICAL

Operations Division Dispatcher
Bookkeeper - Welfare

Water Utility Clerk

Bookkeeper - Treasury

Senior Invoice Clerk
Timekeeper

TECHNICAL

Building Inspector #1

Motor Fuels and Weigh Scale Clerk

Sewer - T.V. Inspector

Field Inspector #2

Levelman

Junior Machine Operator - Data Processing

JOB GRADE ¢

CLERICAL

Tz Collector #2
Secretary - City Council
Tax Bookkeeper
Secretary - City Clerk

TECHNICAL

Soils Testing Technician
raftsman #3

Buyer~-Pricer

Stockkeeper #2

Engineering Assistant #1

Years Hourly
to Rate

Max. 1973
1st $ 3.41
2nd 3.67
3rd 3.89
4th 4.11
5th 4.36
1st 3.82
2nd 4.03
3rd 4.24
4th 4.46
S5th 4.69
1st 3.59
2nd 3.84
3rd 4.13
4th 4.40
5th 4.67
1st 3.96
2nd 4.21
3rd 4.46
4th 4.71
5th 4.96
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CLERICAL
Paymaster

TECHNICAL

Computer Programmer Operator
Stockkeeper #3

CLERICAL

Supervisor - Clerks Office
Supervisor - Athletics
Welfare Investigator #2

TECHNICAL

Instrumentman
Building Inspector #2
Draftsman #4

JOB GRADE 10

JOB GRADE 11

148,

Assistant By-Law Enforcement Officer

Field Inspector #3

Years Hourly
to Rate

Max . 1973
ist $ 3.98
2nd 4.24
3rd 4.54
4th 4.82
Sth 5.16
ist 4.12
2nd 4.41
3rd 4.69
4th 4.96
Sth 5.26
ist 4.36
2nd 4.67
3rd 5.00
4th 5.33
Sth §.66
1lst 4.39
2nd 4.72
3rd 5.05
4th 5.41
Sth 5.76
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JOB GRADE 12

Years Hourly
to Rate
Max. 1973

CLERICAL

No Classification —-— $§ ~=—-

TECHNICAL

Trench & Safety Inspector 1st 4.81

Sub-Division Control Officer-Assistant 2nd 5.19
3xd 5.59
4th 5.99
5th 6.38

JOB GRADL 13

CLERICAL

No Classification —— ———

TECHNICAL

Engineering Assistant #2 1st 5.28

Data Processing Programmer 2nd 5.63

Chief Safety Inspector 3rd 6.00

Building Inspector #3 4th 6.35
5th 6.71

JOB GRADE 14

CLERICAL

No Classification -— ————

TECHNICAL

Engineering Assistant #3 No Salary Schedule

Based on 35 Hour Work Week
(Some are 40 Hour Vork Week but are not defined)

.ss/14%2a



143(a) .

There is only one way in which pay discrimination in an establish-
ment can be eliminated, and that is by applying all kinds of work
to the same salary scale. Clerical, technical, manual, service
work and many others are not that different in the value of

their job content to justify applying each to a different, and
usually discriminatory, salary scale. Furthermore, in keeping
with the principle behind legislation which does not allow an
employer to lower a man's salary to keep it equal to a woman's,
the salary scale to which all these jobs are applied should be
that of the male-dominated jobs. The benchmark jobs of technical
or manual work should be used to determine the salary scale of
these jobs. The jobs performed by women in the same establish- V
ments, such as the clerical or service jobs, should then be
applied to this same salary scale, Jdespite the salaries of
similar clerical or service jobs in the labour market. If this
is done in a large number of major establishments over the next
few years, the "benchmark" jobs for work done by women will .
become competitive with those of jobs done by men, and equal

pay for work of equal value will no longer be an issue.
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PHASE II - CHAPTER EIGHT: BENEFITS

The benefits an employee receives are an important part of the
wage package. They are, in effect, a deferred wage, to be
collected in time of need. Unfortunately, many women do not
give enough importance to benefit plans. They prefer to give

up demands in this area, in order to receive higher wages now.

Recently, however, more and more women have realized the impor-
tance of employee benefits for their future security. With this
realization has come an awareness of the discriminatory features
of many of those plans. In general, the frequency of discrimi-
natory practices increases in Employee Benefit Plans according

to the following order:

1) Long Term Disability (LTD) Plans,
2) Group Life Insurance Plans,

3) Pension Plans.

In this chapter we will look at these plans, as well as Health

Plans and Maternity Leave.

At a level of generality, it is fair to say that public sector
employee benefit plans have relatively fewer discriminatory
features than do their private sector counterparts. Where
discriminatory provisions exist, it is usually the result of one

of the two following reasons:
1) The plans were negotiated at the "local" level as opposed

to being plugged into a broader "master" plan, i.e. province-

wide.
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Dated Management or insurance industry practices. This
latter point should be emphasized, since insurance industry
practices, in fact, dictate to a large extent what an
individual emplcyer will or will not be able to offer its
employees. The insurance industry monopolizes the options
available both to the employers and the employees. Until
employers and unions refuse on a large scale to accept any
of the available discriminatory plans, it's not likely they
will be changed.

It should be noted and emphasized that different types of
employee benefit plans engage in different types of dis-
criminatory practices. By way of example, the most common
form of discrimination in Group Life Plans is based on marital
status, while in Pension Plans and Long Term Disability Plans,

most discrimination is based on sex.

e cannot hope to review every example of discrimination found
in employee berefit plans. However, we hope that the
following illustrations from somz CUPE locals®’ benefit plans
will give you an idea of the kind of clause to lcok out for.
(If you have any doubts about your plan, ask your Service
Representative to explain.)

Por each plan, we also pr~vide a list of questions which you

can use to analyzc your cwn pian.

One woi ! of warning. Employers are obliged by law to
provide employees with a surmary of the benefit plans
available. For the purpose of the Affirmative Action
Cormittee, however, this popularized version will not
suffice. Be sure to ask for the formal and complete text

cf each plan.
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I. PENSION PLANS

There are several kinds of pension plans, but the most common are
"pefined Benefit Plans® and “Money Purchase Plans". Most CUPE
members are covered by a Defined Benefit Pension Plan. Some

executives are covered by Money Purchase Plans.

In a “defined" benefit, the exact amount of money received upon
retirement can be calculated. These plans are the safest and most
common. "Money purchase® plans, on the other hand, have definite
contributions but unknown benefits. As you will see, most
instances of discrimination occur in money purchase plans.
Following is a list of questions you might ask yourself concerning
your pension plan. e have given examples to illustrate the
meaning of some of the questions but they are examples only. Your

plan may have different wording but be just as discriminatory.

1. DO ACCESS AND PARTICIPATION REQUIREMENTS DIFFER BY SEX OR
MARITAL STATUS? FOR EXAMPLE, DO WOMEN HAVE TO WAIT LONGER
THAN ME.! TO JOIN THE PLAN?

Example
"Employees Entering Employment After Effective
Datc
Sex: If Attained Age Is:
Male between 21lst and 56th birthdays
Female between 24th and 56th birthdays"
Exarple

“Any full-time emplovee...who has attained
the age of 21 and has completed at least
one year of continuous service (two years
if female), is eligible to become a member
of the Plan.”
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Example
"Eligibility requirements are that the
Employee:

(b) has attained the age of 21 years
if male, 18 years if female."

Questions and Answers

1. wWhat is the effective date of this
The effective date of this Plan is
September 1, 1965.

2. Who is eligible?

153.

Plan?

Each full-time, permanent member of the non-
professional staff will be eligible to join
this Plan on the first day of the month
following or coinciding with the date on
which the following age and service require-

ments are met:

Attainment ' Completion of Periocd of

and

of Age Continuous Employment

Male Female

25 . 1 year-

30 9 months

35 6 months

40 but not 3 months
64

Example

3 years

9 months
6 months
3 months"

(This article is presently in existence in a collective agreement.

Compare sections “a®and “c" of the same article).

Article XVII ~ General Provisions

(a) Both the Board and the Union agree that

there shall be no discrimination,

inter-

ference, restraint or coercion against
any employee because of race, colour,
creed, sex, age, nationality or member-

ship or activity in the Union.
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(b) Wo Union activity shall take place within
the Roard's premises without the Board's
writien permission and at no time shall
any Union activity interfere with or divert
an employee from the performance of his
regular duties.

(c) The Board shall make arrangements for the
male employees to enter into the Local
Authorities Pension Plan. Female employ-
ees upon application may be approved by
the Board.

(d) The pay period shall end at the end of
each month. Approximately one half (3)
of the employee's pay will be paid on
the 15th of the current month, the
balance within ten (10) days of the end
of the month.

2. DO RETIREMENT AGES DIFFER FOR !MEil AND WOMEN?

Example
"The normal retirement age for all male members
is the exact age of 65 years.... The normal
retirement age for female memhers is the exact
age of 60 years."

Example

"For a female, the normal retirement date for
sexvice up to December 31, 1965...is age 60."

3. DO_COMPULSORY EMPLOYEE CONTRINUTION RATES VARY BY SEX OR
MARITAL STATUS?

Example
"After the coming into force of
Act, 1966-67, each

(a) male employee shall contribute...
annually six per centum; and

(b) female employee shall contribute...
annually five per centum of such
employee’s salary."
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4, DO MAXIMUM AND MINIMUM RATES OF VOLUNTARY CONTRIBUTIONS THAT
EMPLOYEES MAY MAKE TO VOLUNTARY PENSION PLANS OR FEATURES VARY

BY SEX?

Example

Tan following are examples of options which, if offered. should be

available to both men and women.

Optional Benefits at Retirement

Optional Retirement Annuity:

In lieu of the normal retirement annuity,
an employee may elect to receive any of
the following optional forms of retirement
annuity;

(a)

(b)

(c)

()

Life Only ~ the employee receives an
actuarially increased annuity ceasing
with the last payment preceding his
death.

Life Guaranteed 60 Months - employee
receives an actuarially increased
annuity for life or for 60 months
whichever is the longer period.

Joint and Last Survivorship - the
employee elects a dependent as a
contingent annuitant and an actu-
arially decreased annuity will be
payable as long as either annuitant
survives. If desired the initial
retirement annuity will be adjusted,
and the amount of retirement annuity
payable to the surviving annuitant
reduced to 2/3 on the death of the
first annuitant.

Integrated Option - the employee
will receive an actuarially
increased annuity payable from
the normal retirement date until
the Government Pension commences.
At that point the annuity paid
by this Plan will be reduced cor-
respondingly.
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(e) Escalation - the employee receives an
annuity under which each year's annuity
payments are 3% larger than those of
the preceding year. The amount of the
initial annuity payments is the actuarial
equivalent of the Normal Retirement
Annuity.

Such election will be allowed at any time before
the retirement date without health evidence.

Too often, many women insist on having tne option of contributing
at a rate lower than the "standard" rate or the rate paid by men.
They feel that, because they are married or about to be married,
there is nothing to be gained by “wasting" their hard earned

salary on benefits which duplicate their husbands!

Given the low salaries of most women, this feeling is understandable.
Horeover, this lack of interest in benefits is further encouraged

by a society which constantly tells women that eventually they

will marry and benefit from their husband's salary, pension and

life insurance plan. Most women react to these pressures by

paying as little as possible into employee benefits and consequently

getting as little as possible in return.

The result of these plans is the suffering of many women who, unlike
the men, were given and received the option of lower contribution
rates. The union movement has learne@ from bitter experience that
no one can predict what his or her economic situation will be ten

or twenty years from now. Consequently, good negotiators have
sought to give members the benefit of experience. They have
insisted that despite what an employvee thinks he or she will have

in the future, he or she must be prepared for the worst and be

protected.
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More than ever before, women are in the same precarious situation.
More and more women, as they get older, are preferring to remain
single. A growing number of women are also deciding to have
children outside of marriage. For those that are married, the
future is just as uncertain. Divorce rates are higher than they
have ever been, so that although a woman is married now, she may
not be ten years from now. If the marriage does break up, it is
highly likely that she will have not only herself, but her children
to provide for as well. Benefit plans which allow women the

option of contributing at rates lower than men are simply exploiting
a situation where women have lower pay and are encouraged to see men,
and not themselves, as the primary wage and benefit provider. Such

plans, in our view, are discriminatory.

5. DOES THE AVAILABILITY AND LEVEL OF DEATH BENEFITS DIFFER FOR
MEN AND WOMEN? That is, if the employee dies before collecting
his or her pension, is there any difference in what happens
with his or her contributions?

6. DOES THE AVAILABILITY AND LEVEL OF SURVIVOR BENEFITS VARY BY
SEX OF THE EMPLOYEE? That is, are women prevented from contri-
buting at such a rate that their husband and children receive
benefits on the woman's death? And if they do receive these
benefits, do they differ from what a male employee's children
would receive on his death? This is often spotted by a
reference only to the "widow” and never to the “widower” as
in the example below. Do the children of unmarried men or

women receive fewer benefits than those of married employees?

Example

Following the death of a contributor,

(i) who was a male employee at the time of
his death, having to credit three years
or more of pensionable service and
leaving a widow and/or children eligible.
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for benefits, an immediate pension shall
he paid as follows -

To or in respect of his widow -
one-half (%) of the immediate
pension computed in respect of
the contributor according to the
provisions of sub-sub-section (i)
of section 3, (hereinafter referred
to as “the basic pension'),

In respect of eacli of his children, to
a maximum of four children -
one-fifth of the basic pension,
or if there is no living widow of
the contributor, two-£ifths of the
basic pension;

(ii) who was a female employee at the time
of her death, having to her credit three
vears or more of pensionable service an?
leaving a child or children eligible
for benefits, an immediate pension shall
be paid as follows:

In respect of each of her children, to a

maximum of four children -
one-fifth of the immediate pension
computed in respect of the contributor

a accoxriing to the provisions of sub-section
(i) of Section 8;

7. DO RETIREMENT BEMEFIT SCEEDULES DIFFER BY SEX OR MARITAL
STATUS? That is, do men and women receive different
amounts per month, once they retire, even though they
have paid the samz amount of money into the pension plan?

In "Money Purchase Plans® (not found in union agreements, but
possibly in management plans) an employee "buys” a lump sum of
money - say $100,000 - which he or she will start to collect

on monthly payments when he or she retires. This lump sum which
he or she receives is called an "annuity". The amount 1e or she
receives each month is based on how long the individual is
expected to live. If it is thought he or she will live lOyears
after retiring, the $100.000 will be spread over 10 years. If
s/he dies before then, the restoof the $100,000 is lost; if

s/he lives longer than 10 years, s/he will end up getting more
than $100,000.
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How long the emplovee is expected to live, is hased on infor-
mation gathered in surveys by "actuaries”. In their surveys,
actuaries have been found that women live longer than men, and
therefore, they feel, it is perfectly justified to pay a female
employee less per month than a man. (The benefit is considered
equal, however, and if asked, an actuary would probably claim
that, under the plan, men and women receive the same total
benefit on retirement. To cet a clearer answer as to whether
or not the plan is discriminatory, ask him or her if women

receive the same monthly benefit).

Recently, many women's groups have challenged these benefit
schedules as being discriminatory. Because a group lives longer
as a whole, does not mean that every individual in that group
lives longer. Hany women may only live to be 70, and during the
five or ten years they are retired receive $8,000 a year. ilany
men, on the other hand, may live to be 90, and during the

length of their retirement receive $10,000 a year despite the

fact that both men and women paid exactly the same into the plan.

Secondly. the choice of the characteristic - a person's sex -
seems arbitrary. One could argue, for example, that Native
Canadians, Quebecois, and other socially disadvantaged groups
have a higher mortality rate than white English Canadians and
that therefore, Native Canadians and Quebecois should receive
more per month from the plan. If this is not done, if the A
characteristics race, geographical area, and so on, are not used,

why shoulé the characteristic "sex" be used?.
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Finally, the whole question could be academic. Recent surveys
have found that women who worlk outside the home have a mor-

tality about tiie same as men.

The reaction of life insurance firms and of actuaries to these
arguments has been, to say the least, patronizing. Iost have
“patiently" explained that the whole affair is extremely complex
and that decisions in these matters have evolved out of many
years experience. Doth these explanations probably have some
truth, but a third should be addec: 1life insurance companies
simply do not want to go to the trouble of cdeveloping new
actuarial data where sex is not a factor. In other words,

they do not want to develop a "unisex" table.

e are confident that such a table is not only possible but
inevitable, given the recent emphasis on minority and women's
rights. And, obviously, women should not be asked to pay more
in order to get equal monthly bencfits. In the United States,
where the same battle has been raging and where actuarial data
is compiled much as it is here (and where, in fact, many of the
head offices of our life insurance companies are located)
legislation seems to favour the unisex table. 1In a California
court decision handed down in 1975 (Manhart v. City of Los
angeles Department of “ater and Power), it was held that
"requiring female employees to make a larger monthly contribu-
tion than men constituted prohihited sexual discrimination in
employment” and that "such differentiation was not justified
by actuarial tables indicating that women as a class tend to
live longer than men”. Unfortunately, Canada does not have
the benefit of such litigation. But the American experience
does indicate that women who demand monthly nayments and con-
tribution rates equal to men, do so in the full knowledge that

it is possible and (for American-hased companies) inevitable.
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GRCUP LIFE INSURANCE

DO ACCESS TO AND PARTICIPATION RENUIREMENTS VARY 2Y¥Y CEX OR
MARITAL STATUS?

DO BENEFIT SCHEDULES VARY BY SEX OR MARITAL STATUS OF THE
CMPLOYEE?

DO EMPLOYEE CONTRIBUTION RATTS VARY BY SEX? OR "HEAD-OF-
HOUSEHOLD" CRITERIA?

DOES THE AVAILABILITY AND LEVEL OF SURVIVOR BEMEFITS
PAYABLE BACAUSE OF THE EXISTENCE OF SURVIVING SPOUSES OR
CHILDREN VARY 3Y THE SEX OF T”E EMPLOYEE OR BY "HEAD-OF=
HOUSEHOLD"™ AMD RELATED CRITERIA?

DOES AVAILABILITY AND LEVEL OF INCOME BEMEFITS PAYABLD
BECAUSE OF THE EXISTENCE OF SURVIVING CHILDRUN VARY

BY THE MARITAL STATUS OF TI'E EMPLOYEE? (THIS QUESTION
DIFFERS FROM #4 OMNLY BECAUSE AN UMMARRIED PERSOI! DOESN'T
HAVE A “SPOUSE").

DOTS THE AVAILADILITY AND LEVEL OF LIFE IINSURANCE FOR
DEPENDANTS VARY FY TIE SEX OF THE EMPLOYEE OR BY "HEAD-
OF~-HOUSEHOLD" AMD RELATED CRITERIA?

DOES THE AVAILACILITY AYD L3IVSL OF INCOME BE.IEFITS PAYASLE
BECAUSE OF THE EXISTCNCT OF SURVIVING CHILDREW, VARY BY
THIE MARITAL STATUS GI‘ THEE EMPLOYZE?
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Example
SCHEDULEL OR BETMFITS
Amount of Insurance
Classification Schedule I Schedule II
of Fmployees Rasic Amount Optional Amount
Single female employees who
1 - do not elect optional $1,005.C0 il
insurance 1,000.00 $1,0C2.00
2 - elect optional insurance
Single male and married
female employees who
3 - do not elect cptional 2,500.00 Wil
insurance
4 - elect optional insurance 2,500.00 2,500.00
Married, widowed, divorced
or separated male employees
and widowed, divorced or
separated female employecs who
5 - do not elect optional 5,000.00 Nil
insurance
6 - elect optional insurance 5,000.00 5,000.00
Example

" ..minimum $%5,000 for malas cor $3,000
females".

Example

insured as

", ..female erplcvees wi e
e £ they so el

stated for nale cuploy
in the svm of $2,000."

1b

1

Exampl~s of Moen-Discriminating Coverage

for married

previously
ect, otherwise

Non-Discriminatory Coverzre

Example

"Phe level of coverage shall be 200% of total

annual salary®.
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Example
Amount of Insurance
Employee's Age Without Dependents 'lith Dependents
Up to 25 50% 100%
26 to 30 100% 200%
31 to 50 150% 300%
S1 to S5 100% . 200%
56 to 64 50% 100s
65 $1000. $1000.
8. DO EMPLOYEE OR EMPLOYER CONTRIBUTION RATES VARY BY MARITAL

NOTE :

I1I

1.

2.

3.

STATUS, EXCEPT FOR SURVIVING SPOUSES® INCOME BENEFITS?
(Married people may contribute more to allow for coverage
of their spouse. Ummarried people may not want to pay more
because they have no spcuse to collect it.)

We should point out here that group life insurance plans
for CUPE members at least, should not have lump sum
benefit schedules. That is, they should provide pay-
ment in the form of monthly cheques to the er>loyee's
dependants after his or her death and not allow the
whole amount to be paid to the dependant in one or two
lump sums. For more information, contact the Research
Department at the CUPE National Office.

SHORT AND LONG-TERM DISABILITY INSURANCE PLANS

DO ACCESS TO AND ELIGIBILITY REQUIREMENTS VARY BY SEX?
MARITAL STATUS, OR "HEAD~OF-THE-HOUSEHOLD" AND RELATED
CRITERIA?

DO EMPLOYEE BENEFIT SCHEDULES VARY 57 SEX, MARITAL STATUS OR
HEAD-QOF=-HOUSEHOLD CRITERIA?

IS DISABILITY DUE TO PREGMANCY COMPLICATIONS OR TO AN
UNRELATED DISABILITY THAT OCCURS DURING PREGIAIICY, EXCLUDED
FROM THE PLAN?
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The most common discriminatory feature found in an L.T.D. plan
relates to the non-payment of benefits as a result of a pregnancy
related disability or illness (pregnancy itself, is also not

covered) .

It should be emphasized that this is solely an insurance industry
practice, and employers have had to accept this limitation or

not negotiate an L.T.D. It is interesting FP note that in the
provinces that forbid sex discrimination along these lines, the
insurance industry has been exceedingly slow in rewriting its

L.T.D. master plan texts.

Example

"Other Terms and Conditions”

Conditions caused by self-affliction, such

as alcoholism, drug addiction, will not be
eligible for the fund. Also, excluded will

be maternity cases, illnesses due to pregnancy
and its complications".

Example

"Benefits are not payable for disability
resulting from intentionally self-inflicted
injuries, war, riot, insurrection, services
in the force of any country in a state of
war, whether war is declared or not, or
pregnancy."

v GROUP HEALTH, MEDICAL & DENTAL INSURANCE PLANS

Lo DO ACCESS OR ELIGIBILITY REQUIREMENTS VARY BY SEX, MARITAL
STATUS OR "HEAD-OF-HOUSEHOLD" AND "RELATED CRITERIA"?
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2. DOES THE RIGHT TO REIMBURSEMENT OF COSTS UNDER EXTENDED
HEALTH INSURANCE PLAS VARY BY SEX? DOES THE PLAN EXCLUDE
COSTS ARISING OUT OF PREGNANCY?

3. DO EMPLOYEE OR EMPLOYER COWTRIBUTION RATES TO HEALTH
AND MEDICAL INSURANCE VARY BY SEX OR MARITAL STATUS
OF THE EMPLOYEE? (EMPLOYER CONTRIBUTION RATES FOR
SPOUSES' COVERAGE "ILL, OF COURSE, VARY BY MARITAL
STATUS) .

4. DOES THE TYPE AND LEVEL OF COVERAGE AVAILASLE FOR
DEPENDENT CHILDREN VARY 3Y MARITAL STATUS?

5. DO THE EMPLOYEE CONTRIBUTION RATES FOR DEPENDENT
CHILDREW'S COVERAGE VARY BY MARITAL STATUS?

e are happy to report that in a survey of CUPE group health

plans, we could find no examples of discrimination.

v MATERNITY LEAVE

All female employees in Canada are legally entitled to 17 weeks
maternity leave, if they h;ve worked for their employer for
twelve consecutive months. The period takan off must begin no
earlier than eleven weeks before the expected date of confine-
ment and end no later than seventeen weeks following the actual
date of confinement. She is also entitled to any period equal
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to the difference between the expected and the actual date of
confinement should the latter occur after the former. It is
also illegal, under federal law, to dismiss an employee solely

because she is pregnant.

The Unemployment Insurance Act also provides fcr a woman to
claim unemployment insurance benefits for a period of fifteen
weeks, after a waiting period of twe weeks. The law is now
more flexible than in the past, enabling the claimant to claim
benefits for any portion of the fifteen week periocd either ke~

fore or after confinement.

The following are brief surmaries of provincial laws concern=-
ing maternity leave provisions. e have also included acddresses

where further information can be obtained.

British Columbia
Maternity Protection Act, IS66€

This statute gives entitlement to maternity leave for a period
of six weeks preceding the estimated date of confinewrent and
prohilits the employee from working during the six weeks follow-
ing delivery of a child. The employer is prohikited from dis-
missing an erployee because of absence during the statutory
period of maternity leave unless the employee has been absent
for a period of sixteen weeks.

Director,

Labour Standards Dranch,
Department of Labour,
Victoria, Dritish Colurtia
VIG IX4
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Saskatchewan
Labour Standards Act, 1969

Pursuant to an amendment eracted in I973, a female employee who
has worked for her employer for twelve consecutive manths or
more is entitled to maternity leave for a period of six weeks
following delivery, or for a longer or shorter period when med-
ically certified. She is also entitled to leave for a period
of up to twelve weeks before delivery. She may not be dismissed
by reason of being pregnant or having applied for or taken ma-
ternity leave. Furthermore, she must be reinstated under simi-
lar terms and conditions in which she was formerly employed pro—-
vided she is not absent for a total of more than eighteen weeks.

Director,

Labour Development Branch,
Saskatchewan Department of Labour,
2530 Albert Street,

REGINA, Saskatchewan.

s4p 2vE

Manitoba
The Employment Standarxds Act, I975

This Act provides for maternity leave for female employees who
have completed twelve consecutive months of employment with an
employer. The leave period may not exceed eleven consecutive
weeks immediately preceding the estimated date of delivery; and
a period of six weeks following confinement which the employee
is required to take; as well as any periocd that may occur because
of any difference between the estimated date and actual date of
delivery. The employee must be reinstated by her employer ex-
cept if she has remained absent from work for a period of more
than ten weeks following the actual date of delivery.

Director,

Epployment Standards Division,
Manitoba Department of Labour,
Room 600, Norguay Building,
40I York Avenue,

WINNIPEG' Manitoba. -

R3c'OoP8 )
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Ontario
Employment Standards Act, IS74

Under this Act, vhich repeals the Frployment Standards Act of
1970, a female employee vho has keen employed by her employer

for a period of at least twelve months and eleven weeks irmediate-
ly preceding the estimated day of her delivery is entitled to a
maternity leave of seventeen veeks vhich she can take at any time
during the period beginning eleven weeks prior to the expected
date of confinerent, and ending no earlier than six weeks after
confinement, unless medically certified that she is akle to re-
sume work sooner. The employer shall reinstate her in her form-
er position or a comparable position of at least the same waces
and with no loss of seniority or lenefits accrued to the commence~
ment of her leave of absence. The exclusion of undertakincgs of
less than twenty-five workers from the application of the mater-
nity leave provisions has teen repealed.

Lirector,

Employment Standards Branch,
Ontario linistry of Labour,
400 University Avenue,
AT, Ontario.

M7 IT7

tlew Lrunswick
Minimum Employment Act, I973

This statute provides for a compulsory maternity leave of six
weeks after confinement or a longer period on production of a
redical certificate. The employee is also entitled to a leave
beginning no earlier than six weeks prior to the expected date
of delivery. She may not he dismissed for reasons of being on
maternity leave, unless she has been absent beyond a maximum
period of sixteen weeks.

Director,

Enployrent Standards Branch,
Department of Labour,
r.0.pox 6000,

FREDERICTON, MNew Erunswichk.
E3R 51T
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Nova Scotia
Labour Standards Code, 1972

This Act provides for a female erployee, who has been erployed

by an employer for at least one year, toc ke entitled to a materni-
ty leave of up to eleven weeks irmediately preceding the expect-
ed date of delivery and until the actual date of delivery as well
as a corpulsory six weeks following delivery, or a shorter per-
iod when medically certified. Dismissal because of pregnancy is
prohibited and, upon returning to work, the employee rust te
reinstated with no loss of seniority or benefits accrued to the
comeencerent of the maternity leave.

Director,

Labour Standards Branch,
Department of Labour,
P.0.Bax 697,

HALIFAX, Mova Scotia.
RT 27R

°

This legislation provides the absolute minimurm which one can ex-
pect. CUPE believes, however that the bearing and raising of
children is a social responsibility, and as such female employees
should not be penalizecd for the part they necessarily play in
this responsibility.

T“he CUPC standard agreement states vhat rights a female employee

shoulcé expect at this point in +ime. fThese articles are incluced
in Chapter III, Irplementation. The degree to vhich employees

' agree with these provisions should re examined durincg interviews

and described when making recormendations.

Also of interest to the Affirrative Action Committee, with respect
to maternity leave, is the following data:
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(i) the average number of women taking maternity leave

in last five years,

(ii) average number of weeks taken by women taking maternity

leave in last five years,

(iii) the percentage of all women taking maternity leave
who had to be replaced, and the average cost to the

employer of this replacement,

(iv) present paternity leave arrangements - either guaran-
teed by policy or collective agreement or "assumed"

and taken.

(v) percentage of women taking maternity leave in last

five years who returned to establishment.

This information will probably make the point that few women in

any one year take maternity leave, and the cost to the employer

caused by these leaves is negligible. Consequently, at a rela-

tively small expense, an employer could pay full salary while an
employee is on maternity leave and in so doing assure her of

her value as a career employee and encourage the return of an

experienced staff member.

VI SUBSIDIZED CHILD CARE

Responsibility for the care of children of working mothers will
probably be the most controversial area of your study. Debate

over the role of the family and of "the place" of mothers seem

to crystallize all the issues being raised by the women's move-
ment. People who have been raised in the belief that the emotional
health of future generations depends on a mother's constant
attention to their young children, are not likely to be convinced,

in an hour-long report, of the importance of a child care centre.
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Literally hundreds of bocks have been written on the advantaces
and disadvantages of child care centres to young children. This
ranual will not attempt to enter the controversy, nor should it
be considered the prerogative of an employer or a local w.ion
executive to determine what is best for an employee‘s children.
Rather it is the employer's and the union's responsibility, to
ensure that the right to work of all erployees is gquaranteed.
For many men and women, this requires the provision of child

care.

Some locals will be more sympathetic to the idea of employer
assistance with child care than others. The opinion of all emx-
ployees should be solicited in interviews so that their feelings
can be taken into account when making recommendations. In studies
completed thus far, opinions on the advisability of erployer
assistance with child care seems to divide, more by age than by
sex. Older employees who have had to.work while taking care of
their own children are often reluctant to now subsidize younger
employees through losses in other areas of th'e negotiated settle-
nent package.

Many who do support the idea of child care feel the assistance
should come from the cormunity ané not the employer. It seems
that most parents prefer to have a child care centre near their
home rather than at work, although mothers of babies favour a
centre at work that they can visit during coffee breaks and lunch
hour. In most commumities, however, the question is academic
since neither exist. Furtherrore, at the writing of this bock,
cutbacks in the social service budcets indicate that covernrent
subsicdies for child care centres will become less and less fre-

quent.

To determine the need for child care in your establishment, lock
at the follmring Azta.
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(i) the nurber of erployees (men and woren) with pre-

school children,

(ii) the percentage of erployees with pre-school children

whose spouse also works,

(iii) the various forms of chilé care used by employees

with pre-school children and a workinc spouse,

(iv) the average cost per veek of child care for these

erployees,
(v) the average weekly wage of these erployees,

(vi) the number of child care centres in the corrunity

and their location,

(vii) the number of parents on the waiting list of chiléd

care centres in the community,

(viii) the feelinas of employees interviewed on the various

forms of chilé care subsidies,

(ix) the nuri er of employees with pre-school children who
woulé use a chilé care centre if there were one on

the establislirent.
(x) Federal, provincial, anc¢/or municipal grants avail-
able to the ermplover and/or union for subsidized chilc

care.

(xi) the experience of other establishments with subsidized

child care.
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A child care centre on the premises, paid for by the employer,

is only one rethod@ of child care assistance. P recomrendation

of this nature shouléd be made only with full realization of the
cost. Child care regulations fall under provincial jurisdiction
and there are alvays very strict rules as to the size of the
centre, the qualifications of the teachers, the nurber of children
per cubic foot of space and so on. Any recormendations in your
report concerning a centre should ke accompanied ty information

on the legislation in vour province.

UHLCRL TO U'RITE FOR INFOFRMATICN REGEARDING PPOVINCIZL CHILD CARE
LEGISTATICH

Ministry of Commrunity & Social Services,
Day Nurseries Iranch,

Hlepturn Block, Cueen's Park,

Torento

Departrnent of Health & Social Cevw=lcmrent,

Division of Pesearch, Planning & Proccr-m Devaloprent,
Horguay Duilding,

40I York 2venue,

vinnipeg, lanitoba.

Tepartment of Social Services,
Community Special Care Division,
2240 Alrert Street,

Regina, Saskatchewan.
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Departrient of IHealth & Social Developrent,
Yomes & Institutions PRranch,
Léministration Building,

I09th Street & 98th Avenue,

Ednonton, 2lberta.

Department of Kuman Resources,
Day Care & Homemaker Services,
Parliament Buildings,

Victoria, Eritish Columbia.

Department of Health, Welfare & Rehabilitation,
Child wWelfare Division,

Government of the Yukon Territory,

Box 2703,

t"hitehorse, Yukon Territory.

Department of Social Developrent,

Chilé Velfare Dranch,

Governrent of the liorthwest Territories,
r.o0.box 1320,

Yellowknife, M.W.T.

Departrent of Social Services,
Child Welfare Division,
Confederation Building,

St. John's, lewfouncland.

Department of Social Services,
Fanily & Child V'elfare Division,
r.0.Pox €96,

Halifax, liova Scotia.
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Department of Social Services,
Child vlelfare Divisionm,
P.0.Box 2000,

Charlottetown, P.E.I.

Cepartment of Social Services,
¢hild tielfare Division,
P.0.Lox 6500,

Fredericton, Mew Brunswick.

Department of Social Affairs,
Chilé Velfare Services,
I005 Chemin Ste-=Foy,

Ouerec, Quekec.

Employees and unions can soretimes take advantage of government
grants for child care centres. These grants, which are 50%
federally and 5C% provincially and runicipally funded, are
usually distributed by the runicipality. Availability of grants
in your city can also be discovered by writing to one of the
above addresses :nd this information too should re inclucded in

your report.
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PHASE TVIO - CHAPTER !IMNE: VRITING THE PEPORT

The roles women and men play in our society is an extremely sensitive
issue. Consequently a report on anything that challenges these roles
must be credible as well as honest. Those few men and women vho
cppose change no matter what, will attack the credibility of the whole
report if one statistic is in error, or if assumptions seem to ke made
without justification. Even the great majority of men and women who
are open to the issue, will have to be presented with a pretty strong
case hefore they will question the value system in which they were
raised. Two criteria are therefore essential in writing the report of

the Affirmative Action Committee: objectivity and credibility.

1. CBJLCTIVITY

It must be kept in mind that the report is written to gain support
for an Affirmative Action Program. There is therefore nothing to
be gained by maintaining an accusing tone or a "we-versus-they"
attitude. Nor should the report be used by either the union or
management as a means of attempting to make the other look bad

or to attack individuals. We are not interested in a witch hunt.
Rather, the general tone of the report should be something like
"because the society in which we were raised is what it is, we

all share certain unconscious attitudes. MNevertheless it is

clear from this report that some cof these attitudes are incorrect,
outmoded and harmful to both employers' and employees". In this
way, no one feels they have to admit total responsibility or gquilt
in order tc make some changes, and change, after all, is the point

of the whole exercise.

It is partly to maintain this tone that we have in this manual
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described the initial investigations in the way we
have: Is there an observable difference in some aspects
of emplo?ment between women and men? Is this discrepancy

justified? or is it based simply on sex discrimination ?

Your report should be written in ﬁuch the same manner.
The objectivity with which you approached the problem in
the first place must be maintained throughout the report.
If you use the word "discrimination” at all it should be
clear that you arrived at the conclusion orily because,

with all the facts at hand, none other was possible.
2. CREDIBILITY

The only way to maintain credibility is to take the reader
along step by step, the same steps that you took yourself.
It shoulq be very clear, both from statistics and other
information, that the conclusions you arrived at were the
only possible ones, with the information you had. If,

for whatever reason, data in a certain area are incomplete,
you must explain what data you were able to get, and

why you feel this sample is representative and sufficient

to lead you to the conclusion you are presenting.

ORGANIZING TEE REPORT

The way in which the report is organized will contribute greatly
towards making complex relationships between issues and recom-
mendations for change clearly understood. There is no single
"correct” way to organize the material you gather. Some

reports divide into sections on n"jssues", - such as promotions
and benefits, - others by departments, others by presenting
data, then attitudes and so on. Xeeping this in mind, however,

we suggest you strongly consider a division by issues as we
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have done in Phase Two of this manual. This is because it is
important to demonstrate the many different ways in which the
daily routines of the organization work to discriminate against
women. The following method of organization is a suggestion and
only that. If you feel that such a method does not emphasize
the main problems as you see them, you will want to do it
differently. If you are unsure, contact the Education Depart-
ment at the CUPE National Office for some advice on how to

best present your specific problems.

I9DEX
Introduction
Foreword Explain some of the background
leading up to report - why it
was undertaken.
Mandate State what the committee's re-

sponsibilities were set out to
be, and who gave it the mandate
to proceed (eg. City Council ani
local union jointly, etc.)

Composition of Committee Wames and small bits of infor-
mation about each member of
both the Advisory and worl.ing
cormittee. This is to reassure
readers of objectivity and of
broad representation on the
Committee.

iiethod of Operation That tools were used to gather
and analyze your information:
personnel department files,
questionaires, interviews, etc.
This is important so people will
know where your information comes
from and that it is reliable.
slithout sacrificing conficden-
tially, make sure that your data
is kept, so that it can be checked
if challenged.

General Profile of General employee profile, such
"ork Force in the as average age,seniority, salary
Istablishment etc. of men and women and con-

clusions if any, that can be
drawn from this.

Prief Summary of what will
follow in the report.
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Body of the Report

Job Access

Compensation
Benefit Plans
Training

etc.

Implementation

Summary and Conclusion

Summary of Findings
and Recommendations

Conclusion

Appendices

173.

= divided into Chapters by Issues,
each ending in Recommendation for
changes.

Is there a difference between men
and women employees? If so, what
are the reasons for this? Con-

clusions carefully bhacked up with
data. Recommendation for change.

Same
same
same

etc.

Using the "implementation” section
of this manual as a guide, state
tiie mechanisms you propose and
why these particular forms were
chosen. Incluse timetables for
changes to be completed where
possible.

Sum up main findings of report

and urge action. Also, list again
your recommendations given through=
out the book.

The significance of the report to
the establishment.

Incliudes information which may be
useful (organization chart of
establishment, material used
during study such as question-
naires, interview forms, computer
forms, etc.) which would indicate
from the flow of the report if
included in the body.

If your report is fair, objective, backed up with reliable data

and sound arguments, and if it is organized in such a way that

it is easy to read and follow, the recommendations of the

Affirmative Action Committee will be seen as positive and con-

structive, and will therefore be more readily accepted.
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PHASE III - CIUAPTER OIE: IMPLEMTHTATION MECHANISMS

As is often stated, equal opnortunity involves more than a
change in attitudes. ilethods of operation in the vast majority
of organizaﬁions have grown over the years - more like Topsy
than according to any well thought-out nlan. Changing these
practices in a matter of a few vears requires measures some-
what akin to an earthquake: - an earthquake strong enough to

unsettle and redistribute day to day priorities.

Although the methods of implementation you choose will vary
according to your recommendations, the size of your establish-
ment anc the readiness of your establishment to accent change,
the following "mechanisms® or methods will be useful, in most
situations, to ensure that your Affirmative Action Program is

more than a hook sitting on a shelf:

I. THE INJECTION OF RESPONSINILITY FOR AFFIRMATIVE

ACTION INTO EXISTING "LINT" AUTIORITY.

II. THE ESTABLISHHENT OF A} ITOUAL OPPORTUNITY FU"CTIOWN

III. THE ESTABLISHMENT OF AN ON-GOING LABOUR-MANAGEMENT

AFFIRMATIVE ACTIO: COTIITTEE

IVv. THE COLLECTIVE AGREEMENT

e believe that these four mechanisms will ensure the success
of an Affirmative Action Program in an organization where
enough education has been carried on to convince both manage-
ment and the union of the need for such a program. In a way,
all the other recommendations depend for their success, on

these four,.
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I INJUCTING RESPONSIBILITY FOR AFFIRMATIVE ACTION INTO
EXISTING LINE AUTHORITY

This mechanism is used by the federal government as a means of
making sure that management personnel know that they are held
responsible for the Affirmative Action Program, just as they
are held responsible for other matters in their departments.
By "line authority" we simply mean the authority that a person
exercises by virtue of his or her place in the organizational
hierachy: The President has line authority over the Vice-
President, the Vice Presidents have line authority over the
directors, the directors have line authority over the department
heads and so on. 1Injecting responsibility for the program
into this "line authority" therefore goes something like this:

1. The senior administrator (that is, the Mafor,
Hospital Administrator, President) assigns
responsibility for Affirmative Action to the
executive who reports to him or her directly.
In cities this would be the City Manager, in
other establishments, the Vice President and

SO oOn.

2. The City Manager (or Vice-President or whoever)
sends out a memo to all Department Eeads asking
them to submit to him or her within a certain
time period, (usually about six weeks) an
Affirmative Action Program for their department which
which includes "targets" accompanied by dates.
(By targets we mean the number of women she/he expects
expects to have in jobs traditionally performed
by men, new training programs, new career ladders,

etc.)
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3. After receipt of these proposals, the City
Manager advise Department Heads of the accept-
ability of their programs and of any changes
that should be made. The City Manager bases this
opinion on the recommendations made by the
original Affirmative RAction Committee as accep-
ted by Management and unions. S/he is advised
in the decisions by the Zqual Opportunity Officer
and the on-going Labour !lanagement Affirmative

Action Committee (discussed below).

4, Once a Department Head's program is accepted
and under way, the Department I'ead reports
every six months to the City Manager, advising
him or her of the progress that has been made

in the department.

5. Once a year the City ilanager submits a general
progress report on Affirmative Action in the
establishment, to the Mayor or senior admin-
istrator, and to the union executives, documen-
ting progress in the program as set against the
original timetable. This report is signed by
the Mayor and by the local union presidents and
made available to all emplouees and interested

community groups.
This mechanism - injecting responsibility for Affirmative

Action into existing line autherity - should be written into

the collective agreement.
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I THE EQUAL OPPORTUNITY FUNCTION

Roth management and union executives willing to cooperate with
a program of equal opportunity may be handicapped by simply
not knowing exactly what to do. Others may be willing to help
as long as it does not take up too much of their time. In

the same way, therefore, as a personnel officer consults an
actuary before making changes in the pension plan, management
personnel will have to rely somewhat on a person‘whose prime
responsibility it is to provide information about equal
opportunity measures. For this reason it is useful to have an
equal opportunity "function": that is, an office or an individual
whose responsibility it is to ensure that concern for equal
opportunity is injected into all facets of the day to day
operations of the establishment. If such a person cannot be
hired, an interested staff member should be trained for

the job. The duties of this position would include:

1. Yriting a policy statément of equal opportunity
to be signed by the Mayor or President. Ensure
that the Personnel Department prints and circulates

this policy to all employees.

2. Writing the employer's policy on the conducting of
job interviews, as well as gquidelines as to how the

policy is to be followed.

3. Serving on selection boards of job applicants,
where necessary, and he responsible for ensuring
that all on the board are aware of interview

guidelines.

4. Assisting in the design of new application forms,

job postings and other nersonnel forms.
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Advising employment officers when job vacancies
advertised in newspapers or elswhere, contravene

the emplover's equal opportunity policy.

Supervising any projects recommended in an Affir-
mative Action Program which have to do strictly
with equal opportunity e.g.developing special
training programs for secretaries, organizing a

child care centre etc.

Participating in an advisory capacity, in any
project recommended as part of an Affirmative
Action Program, but which is not solely concerned
with equal opportunity. For example, drawing up
job descriptions, job evaluation plans, compiling
data on employees' interests and qualifications,

job counselling programs, etc.

Maintaining a file of women who are over-qualified
in present positions, and are suitable for pro-
motion, as well as vroviding a relevant list of
such women to hiring or training officers when
warranted. Playing an important role in career

planning.

Assisting department heads in establishing rea-
sonable targets, by supplying them with such
information as turnover, rates of jobs in the
establishment, availability of qualified women
in the labour market and in the establishment,

future training programs available, etc.

Monitoring semi=-annually the success of the
program, reporting to the City Manager, and union
executives and recommending methods of speeding

up the program.
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1l. Attending meetings of Department Heads, as well
as various other management meetings to ensure
that "Progress towards Fqual Opportunity” is

included on all agendas and iiscussed.

12. Chairing the on-going Labour ianagement Affir-

mative Action Committee.

The exact responsibilities of the Zqual Opportunity Officer
would, of course, depend on the findings and recommendations of
your particular report. The list above is for a large es-
tablisiment which has accepted an all-embracing Affirmative
Action Program. As much as it is tempting to have the Equal
Opportunity Officer responsible for everything, this is
obviously not possible. The projects of which s/he is in
charge should therefore be kept to a minimum, relying instead
on existing structures. In small establishments it is
possible for the equal opportunity function to be assigned

to a position already in existence - usually in the personnel
department. If someone has the equal opportunity function
assigned to her, however, clearly some other responsibilities
will have to be taken away frdm her so that she has the time
to do the job properly.

III THEE LABOUR MANAGE [TIIT AFFIRATIVE ACTION! COIRIITTEE

In order for implementation of the Affirmative Action Program
to succeed, both the union and management should be aware of
problems as they occur, so that suggestions can come from

them, rather than being imposed on one or the other. To
achieve this end, we suggest that an on-going Labour Management
Affirmative Action Committee be formed and that, for large

establishments, it be composed of the following:
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1. Tqual Opportunity Officer - Chairperson

2. Director of Personnel

3. Director of Training or other interested
management representative

4, A union official elected by women in union

54 2 union official elected by local at large

6. A union official chosen from local executive

committee

(If there is more than one employee organization in your

establishment, you will want representative of each organization).

The Duties of this Labour fanagement Committee would be as

follows:

1. vMeet at least semi-annually to discuss reports
from Department ITeads and nake recommendations

for acceptance or improvement to City !lanager.

2. vieet whenever necessary to discuss complaints
or grievances arising out of the Affirmative
Action Program and make recommendations to the

City Manager and to the union executive.

3. Recommend acceptance of the City Manager's

annual report or criticize when necessary.

4. Closely supervise situations arising out of

improvements in seniority clauses.

An article such as the following could be negotiated into your

collective agreement if you <decide to establish this committee:
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Labour Management Affirmative Action Committee

The Employer and the Union agree to cooperate in formulating
and implementing an on-going program designed to ensure equal
employment opportunity for all employees.

To this end, a joint and on~going Labour Management Affirmative
Action Committee shall be established, to meet semi-annually, to
review all aspects of employment for evidence of differential
treatment of employees by sex, to pinpoint problems of the
Affirmative Action Program and to recommend the necessary
measures for solving these problems.

The recommendations shall deal with, but not be limited to,
group welfare and pension plans, hiring, promotion and transfer
policies, testing procedures, access to on-the-job training and
educational advancement, classification schemes, job evaluation
systems, wage and salary rates, provisions related to maternity
and child-care requirements, etc.

The employer agrees to provide the committee with access to such
personnel data and other documents as may be requested by it.

The committee will also meet at the request of any of the committee
members to discuss complaints of the employer or the union

arising ocut of the Affirmative Action Program and to malke
recommendations to the city Manager and/or union executive.

The Committee will also recommend to the Employer and the
Union acceptance of the annual report of the senior executive
responsible for equal opportunity or recommend changes before
acceptance.

The committee will be chaired by the Officer of Equal Opportunity
and will be composed of . The
committee will fulfill its duties during regular working hours.
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v THF COLLECTIVE AGRUTHENT

There is no letter instrument than the collective agreement for
explicitly detailing what management expects of the union and
vice versa. There is therefore no reason why either should
oppose placing in the agreement articles which cement their
commitment to equal oprortunity. The following chapters give
examples of the kinds of articles which could be incorporate.
into the agreement. The following additional and more general

clause is important as a statement of principle:

THPLOYER SHALL NOT DISCRIMITIATE

The employer agrees that there shall be no discri-
mination, interference, restriction, or coercion
exercised or practiced with respect to any employee
in the matter of hiring, wace rates, training,
discharge or otherwise by reason of age, race, creed
colour, national origin, political or religious
affiliation, sex or marital status, family rela-
tionship, place of residence, nor by reason of
membership or activity in the Union, or any other
reason.
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CONCLUSION

The four - part mechanism suggested in this chapter incorporates

three important principles:

1.

3.

Existing line authority has not been tampered with.
Management personnel account to the same people for
their equal opportunity activities as they do for all

other activities.

Responsibility for the program lies not only with
each indivicdual but, thanks to the Labour iianagement
Affirmative Action Committee and the collective

agreement, with each organized group as well.

Due to the establishment of an Equal Opportunity
Officer, ignorance cannot be used as an excuse for

discrimination or lack of action.

However you decide to implement your program, we believe these

principles are essential. Therefore, the four mechanisms

discussed in this chapter shonld be four of your recommendations

and should like all other accepted recommendations, be written

into the collective agreement, to enshrine them as firm

commitments, subject to the grievance and arbitration procedures

if not adhered to.
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PHASE III ~ CIPAPTER TWO: CAREER PLANNIHG

If you have found that job access and mobility are problems in your
establishment, you may want to make recommendations concerning Career
Planning. Career Planning involves a broad program, whereby someone
in the establishment is responsible for coordinating the career
asnirations of employees with the skills needed in the establishment.
It includes training programs, job counselling, and much mors. 1In
this chapter we will state and discuss recommendations which can

be put into the collective agreement and which, if carried out, can
establish a career planning program in your organization. Speci-~

fically, we will look at clauses concerning:

I The career development function
II Training
III A review of job classifications

I THE CAREER DEVELOPIENT FUNCTIOW

Lecause nothing gets done in any organization unless someone in the
establishment is responsible for doing it, one of the most important
articles concerning career planning is an agreement by the enployer
to develop a service-wide career development program and to create

a career development function. A “Career Development Function"”

is simply an office or an individual, complete with budget,
responsible for all programs concerning career development. You
will probably find that in your own establishment there is someone
who could do the job if further training were provided him or her.
The duties of the Career Development Officer should also be

spelled out and include the following:
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(i) Developing Career Ladders

Developing career ladders is a long-term project to determine which
jobs might serve as “training" positions for others and what
education and training is needed for all jobs in the establishment.
The important thing to remember here is that a career ladder need
not be only vertical. Lateral moves are also possible. ‘lomen in
particular, stand to benefit from career ladders which allow for a
great deal of lateral mobility, thereby opening up different kinds
of work to them. The following is an example of possible career
ladders at a hospital. The jobs in the boxes beside the number

#1% at the bottom, lead to the jobs in the boxes next to number
¥2+, which lead to the jobs next to number "3" and so on. Some
progressions such as "Food Service "orker" and "Unit Assistant”

skin a level or two.
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(ii) Communicating Career Ladders To All Employees

Having opened up new career ladders, it should be up to the Personnel
Department to make available to employees material which explains
what positions now lead to others, what education and training are
required, what subsidies, educational leave provisions and courses
are available, and so on. Someone in the Personnel Department should
also be able to act as a job counsellor who is familiar with the
establishment's career planning programs and who can assist an
employee in finding and successfully following a chosen career
ladder.

(iii) Compiling a Data Bank of Employees' Qualifications

and Career Ambitions

Some emplovees resent attempts by employers to maintain a file on
their personal qualifications and interests, and consiéer such
attempts an invasion of privacy. On the other hand, without such
a file, career development officers in large establishments
especially, have no way of knowing about the ambitions and
abilities of employees, especially those who are least "visible"
women. A data bank is a set of files which includes information
about each employee: their education, training, career ambitions

and sc on.

If you are worried about inaccurate information appearing on your
records, include in your collective agreement clauses which allow
an employee access to information in his or her file at any time,
and which gives an employee the right to grieve upon finding

inaccurate information which thie employer refuses to remove.
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(iv) Maintaining a List of Recognized Outside Courses

There will probably be some employees in your organization who do
not qualify for in-house training, but who have the time and
inclination to study on their own. If they want to spend their
time on courses which will qualifyv them for advancement in the
establishment, they must know which courses their employer
recognizes, and where they are available. 1In order, again, to
encourage women to take courses in a field they may not have
thought of ,and to reassure them of management's support, the
Affirmative Action Committee might want to recommend that
employees taking outside courses related to work in the establish-
ment be subsidized for 50% of the cost of the course, while
employees taking courses related to work in the establishment, but
work which has been traditionally performed by the opnosite sex,
be subsidized for 100% of the course.

(v) Arranging and Holding Awareness Sessions for Emplovees

and Incorporating Awareness Sessions into Management

Training Courses

Awvareness sessions are small group gatherings conducted by a
qualified leader or co-ordinator. Through role playing and dis-
cussions, members of the group examine their attitudes towarcds
working women, and towards sex roles at the work place. There are

at least two advantages to awareness sessions in career development.
Sessions for hiring officers and decision-makers help to hreak down
traditional attitudes which work against vomen applying for promotion
or lateral transfer into a male-dominated area, and vice versa.
Secondly, awareness sessions help to create an atmosphere which
encourages men or women already working in an area where they are

the only one of their sex.
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Above, we have outlined some of the most usual functions of a career
develomment officer. In the following section, we will deal more
extensively with the all important subject of training in career

planning.
II TRAINING

liany employers feel women are not interested in a career because
"they dé not take the trouble to improve their qualifications” by
taking evening courses offered by community schools. This has often
been proven to be an erroneous assumption; many women employees

. Go attempt to further their education by enrolling in evening
courses. In other cases, howevar, this approach may be unworkable
for two reasons. Firstly, many employees do shift work and are not
off at the time the courses are keing given. Secondly, and most
importantly, most women have a second job after they get home from
work. Women still carry most of the responsibility for homemaking
and child care in this society, and as long as this is so, a career
development program which depends on classes taken outside the
reqular work day, discriminates against women. Consequently, both
the employer and the union should consider putting clauses such as

the following, into the collective agreement.

(i) "The employer shall inaugurate and maintain a system
of on~the-job training so that every employee shall
have the opportunity to receive training and qualify
for promotion or transfer, in the event of a vacancy
arising. Accordingly, employees shall be allowed
reqular positions during the regqular working hours by
arranging to exchange positions for a temporary period,
without affecting the salary or pay of the employees

concerned.”
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The employer will provide classroom space on the work
site, any equipment necessary for training, and
facilities necessary for skills practice.
All skill training will be conducted during regular
working hours. The employer agrees to pay trainees
their full normal salary, including increments granted
as a result of this agreement or otherwise during
training. It is agreed that the employer will release
the trainees from their regular jobs to attend the
training sessions, whether or not these sessions are
held at the work site.
The employer shall bulletin any training courses and
experimental programs for which employees may bLe
selected. The bulletin shall contain the following
information:

Type of course (subjects and material to be

covered) . .

Time, duration, and location of the course.

Basic minimum qualifications required for applicants.

Notice that the course is available to qualified

male and female apnlicants.
This bulletin shall be posted for a period of two weeks
on bulletin boards in all departments to afford all
interested employees an opportunity to apply for such
training. The senicr qualified applicant shall be
selectec unless this right is waived by a unanimous
decision of the joint Labour-Management Affirmative
Action Committee, because an applicant with less
seniority is of the sex which has; in the past, been
excluded from the kind of course being applied for.
The committee will decide which cases apply, basing

their decision partly on requests of department heads
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who are attempting to reach targets for their department.
Only a unanimous decision of the Committee will permit
the seniority provisioc. to take second place to the

sex of the applicant.

III A REVIEW OF JOB CLASSIFICATIONS

Up until now, the clauses we have dealt with have not been concerned
with changing the nature of any individual job, but rather with
moving in and out of already existing jobs. As we discovered in

the chapter on Job Access, however, some job classifications have

an "illogical" grouping of job duties: a grouping which lumps
together "female" duties in jobs expected to be filled by women, and
"male” duties, in jobs expected to be filled by men. This often
results in “"dead end" jobs for women, in menial and repetetive

tasks that lead nowhere. In order to ensure that all jobs in the
establishment have their fair share of interesting and menial work,
you might want to suggest that the on-going Labour Management
Affirmative Action Committee:

1) review the present job classifications with a view to
determining to what extent job duties are grouped
according to a sex stereotype, and

2) draw up new job classifications which result in a
more logical grouping of tasks and which ensures that
both menial and interesting duties are, as much as

possible, scattered throughout all classifications.

If the Committee takes on this task, there should also be a clause
which ensures that the employer and the union shall agree on the
new wage rates to be paid emplovees for any new jobs which are

developed.
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HOTE: If management and the union decide to establish a job
evaluation system, then obviously the above recommendation, if
accepted, should be part and parcel of the job evaluation committee's
work. There is little point in one labour management committee
drawing up new job classifications, while another designs a job

evaluation system for the old classifications.

IV CONCLUSIOW

These recommendations concerning career planning are extensive. It
should not be assumed, however, that the establishment of a career
planning program, which does not provide for the special encourage-
ment of women; will ensure equal opportunity. Jobs are presently
highly segregated by sex, and a program which does not aggressively
challenge this segregation, will likely result in one career planning
program for men, to whom most careers will be opeﬁ, and another
career planning program for women, to whom very few careers will be
open. The recommendations in the following chapters are designed

to further ensure that this does not happen.
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PHASE III - CHAPTER III: COMPENSATION RECOMMENDATIONS

The following table from the Federal Department of Labour, 1975,
illustrates the wage gap between male and female workers and how
that gap is widening over time.

Difference Between Men's & Women's Salaries

tleeks Worked

1967 1972

$ S

50 - 52 2,927 4,289
40 - 49 2,033 | 2,701
30 - 39 1,550 2,292
20 - 29 936 1,413
10 - 19 437 765
0- 9 151 365

aEa:nings include wages and salaries.

bIndividuals were classified by their employment status at the time
of the survey. This is not necessarily the same as their
employment status during 1967 or 1972.

Sources: 1967: Dominion Bureau of Statistics, Consumer Finance
Research Staff, Income Distribution by Size in Canada
1967, Cat. No. 13-524 (Ottawa Jueen's Printer, 1970)
p. 55.
© 1572: Statistics Canada, Consumer Income and Expendituie
Division, Income Distributicns by Size in Canada 1972,
Cat. No. 13-207 (Ottawa: Information Canada, 1974), p. 59.

According to this department, the average annual earnings of women
employees who worked 30 to 39 weeks were $2,648 in 1972, compared
with $4,940 for men. The earnings of men exceeded those of women
by 86.6%. Although more recent statistics are not complete, the
research that has been done indicates that the gap between men's
and women's salaries is increasing even more. Employers and unions
whio negotiate articles or who administer salaries in a way which

increases this gap must take much of the responsibility.
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In this chapter we will look at six areas of employee compen-

sation that have a bearing on this issue.

I ‘lerit Plans

II Across-the-Toard Dollar Increases
III Job Evaluation

IV  Benefits

v Mlaternity Leave

VI Chilé Care

iMany articles and clauses concerning these issues are already
incorporated in the CUPZ: Standar? Agreement and are repeated

here for you.

I MERIT PLANS

In the chapter on Compensation in Phase Two, we already dis-
cussed the danger of merit plans, and the degree to which these
plans are wide open to discrimination against women. If you
now have merit increments in your establishment, you shouls
attempt to negotiate their removal and to demand instead that

the base salary rate for these positions he raised.

i1 ACROSS~THEF-R0ARD DOLLAR INCREASES

Again, there is little more to be said about across-the-hoard
dollar increases, which has not already been said in the Com-
pensation chapter in Phase Two. If the salary gap between

men ané women is to decrease, it is absolutely essential that
the employer and the union agree to negotiate a salary increase
at the next negotiations based on an across-the-board dollar
increase, rather than a percentage increase. The employer and
the union should further agree to reduce all group steps or
levels to a number equal to the group which now has the least

nurher of steps.
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III JOB EVALUATION

Job evaluation is the only tool we know of whereby a person's work
is evaluated, at least partly, according to its job content. Job
evaluation is rather complex and too lengthy to go into here. For
our purposes here, it is enough to know that job evaluation is a
tool which allows management and the union to determine the
relative value of cne job as compared to another, by comparing the
skills, =ffort, responsibilities and working conditions of the jobs.
If you are interested in knowing more about it, however, contact
the job evaluation department at the CUPE Hational Office and ask
for more information. If you decide to recommend job evaluation,
we suggest you do so by urxgi:ig that the following clauses be
incorporated into the collective agreement. They are taken from

the CUPE Standard Agreement.
(i) Joint Job Evaluation Committze

The parties shall within thirty (30) days following
the signing of this Agreement establish a Joint Job
Evaluation Committee. This Joint Committee shall have
equal representation from both parties.

(ii) Power of Committee

The Committee shall have the power:

1) to determine appropriate procedures.

2) to establish structures, time limits and
rules to assist the evaluation process.

3) to determine the factors, degrees and related
methods to be used within point evaluation
systems.

4) to install the plan agreed upon and to ensure
its future maintenance.

(iii) Documents for Committee '

The Committee shall be supplicd with all documentation,
existing evaluation results, job specifications, as
well as the individual position ratings for all jobs.
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203.

Changes in the Evaluation Plan

The Committee shall meet with a view to ensuring
that the best possible evaluation plan and/or plans
is provided. ‘There the parties are in agreement:

1) part or all of the proposed evaluation plan may
be modified.

2) new plans, procedures or methods may be
introduced, or

3) the salarv structure or the related policies
way be amended,

and these shall amend the existinc agreement.

Disagreement Regarding Plans

Any disagreement concerning the overall job evaluation
program shall be referred to a single Arbkitrator,

who shall be jointly selected by the parties to tiis
Agreement. The power of the Arbitrator shall be
limited to the matters in dispute submitted to aim.
The decision of the Arbitrator shall be final and
binding on the parties. Tae Arbitrator's fees and
expenses shall be determined in advance and sh2ll be
borne equally between both parties.

Attendance at ileetings

If requested by the Union, the Tmployer shall release
without loss of pav or seniority, the representatives
named by the union to attend sessions of the Joint
Job Evaluation Committee or Joint Rating Committee.

Job Evaluation Consultants

Nothing in this agreement shall be interpreted as
barring either party to this agreement from engaging
consultants and/or advisors as representatives of
either party to the Joint Job Evaluation Comnittee
or Joint Rating Committee.
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(ix) Maintenance Procedure Manual

Prior to the implementation of the Job Evaluation
Results, in accord withh section 26.03 of this Article
the Committee (26.02) shall recduce to writing a
"Maintenance Procedure Maznual", In order to assure
maintenance of the Job Evaluation Plan, this ilanual
shall be attache¢ to and form part of this Agreement
as Schedule "D".

In order for a job to be evaluated, it is necessary for the union
and management to agree on what the job entails. This necessitates
job descriptions and the following article, also from the CUPE
Standard Agreement (with the exception of the last clause concerning

'rug ranking') deals with this aspect of job evaluation.

(1) Job Descriptions

The Employer agrees to draw up job descriptions for all
positions and classifications for which the Union is
bargaining agent. These descriptions shall be presented
to the Union and shall become the recognized job
descriptions unless the Union presents written
objection within 30 days.

(ii) No Elimination of Present Classification

Existing classifications shall not be eliminated or
changed without prior agreement with the Union.

(iii) Changes in Classification

then the duties or volume of work in any classification
are changed or increased, or where the Union and/or

an employee feels he is unfairly or incorrectly
classified, or when a position not covered in Appendix
"A" is established during the term of this agreement,
the rate of pay shall be subject to negotiations
between the Employer and the Union. If the parties

eee./205



205,

are unable to agree on the reclassification and/or
rate of pay of the job in gquestion, such dispute
shall be submitted to grievance and arbhitration.
The new rate shall become retroactive to the time
the position was first filled by an employee.

(iv) All union positions will be included in the job
evaluation plan, including secretarial jobs now
“rug-ranked”, i.e. paid according to the salary
level of the individual for whom the secretarial
duties are performed.

IV  BEWBFITS
Changing benefit plans is often more complicated than at first it
seems. This is because the plans are often designed, not by

the employer, but by a private insurance company. These private
companies, however, are in husiness to sell their benefit plans
and if pressure from employers are strong enough, they will change

the plans to stay in business.

An emplover who has a 'no discrimination' article in the collective
agreement is contravening this article if any of the benefit plans
have nrovisions based on sex or marital status, as described in
Phase II in the chapter on Benefits. ievertheless, the Affirmative
Action Committee should spell out exactly which aspects of the

plans are discriminatory and what changes need to be made.
Furthermore, these specific changes should be written into the
collective agreement. Rather than listing here the dozens of
possible recommendations that may come out of your stucdy, we suggest
that you discuss with your Service Representative and/or the
Research Department of the CUPE ational Office, how to write an
article which would best ensure the elimination of the discriminatory

aspacts of your benefit nlans.
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v HMATERNITY LEAVE

Despite the importance of maternity leave to female employees, a
CUPE survey in 1972 found that one quarter of all office employees
under major Canadian Municipal Agreements had no provision in their
collective agreements for maternity leave; eighteen per cent of all
agreements provided for a leave of six months, and the athers
provided leave for varying lengthis of time. Furthermore, 56%

of these collective agreements, covering mainly female employees,

gave no protecticn to the employee's seniority while on maternity

leave.

The following article from the CUPE Standard Agreement, is a

suggested recommendation to protect employees while on maternity

leave:
(i) Service requirements for Maternity Leave

An employee shall qualify for maternity leave after
completion of the probationary periocd. The Employer
shall not deny the pregnant employee the right to
continue employment during the period of pregnancy.

(ii) Length of Maternity Leave

Maternity leave shall cover a period up to six months
before or after the birth or adoption of a child.
Where a doctor's certificate is provided, stating
that a longer periodé of maternity leave is required
for health reasons, an extension up to a maximum

of one additional year shall be allowed.

(1ii) Seniority Status During Maternity Leave

ihile on maternity leave an employee shall retain her
full employment status and accumulate all benefits
under this collective agreement.
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(iv) Employer Payment of Employee Benefits During Maternity Leave

During the period of maternity leave, the Employer
shall continue to pay the hospital, medical, and
group life insurance and other employee benefits
of this agreement.

(v) Procedure Upon Return from llaternity Leave

When an employee decides to return to work after
maternity leave, she shall provide the Employer with
at least two weeks notice. On return from maternity
leave, the employee shall he placed in her former
position. If the former position no longer exists,
she shall be placed in an equivalent position in her
department.

(vi) Pay for Extended Maternity Leave

If the Employer does not maintain full pay during
maternity leave, an ermployee may choose to receive
payment of normal weekly salary from accumulated
sick leave credits, after the fifteen weeks of
absence covereéd by Unemplovment Insurance.

(vii) Adoption Leave

Where an employee seeks leave due to legal adontion,
the foregoing provisions shall apply.

Although an employee cannot be fired for reasons of pregnancy,
employers have been known to do just that by saving the dismissal
is for other reasons. If you find this is a complaint at your
establishient, you may want to also ensure that no employee can

be laid off while on pregnancy leave, for whatever reason, once

pregnancy leave has been applied for.
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VI  CHILD CARE

In nost cases, the Affirmative Action Committee will not have the
time or resources to look into all the aspects necessary to make
specific recommendations concerning the contributions the employer
or the union should make towards child care. If such is the case,
the Committee can simply make this point, state the degree of neecd
or interest they have found to exist, and recommend that further
study into the matter be taken either by the Equal Opportunity
Officer, the on-going Labour-Management Affirmative Action Committee,
or a special management-union project team. This team will find
that literally dozens of combinations are possible, including the

following:

1. The employer pays all costs for operating a child care
centre on the employer's premises;

2. The employer provides space and facilities and parents
pay operating costs; the union provides toys and
equipment;

3. The union provides space and administers the centre
and the employer pays operating costs;

4. The employer pays the fees for an employee's child

at a recognized community centre approved by the parents;

and so on.

It nmust be remembered that public employees, like many other workers,
work shifts and the standard 8:00 a.m. to 6:00 p.m. centres may be
inadequate. Another area where the employer may have to “fill in"
for community centres is in care for children under 2 years of age.
There are few child care centres who accept children under 2

because legislation requires a high teacher ratio for these children,
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contributing dramatically to the operating costs of the centre.
In any case, a little imagination and sensitivity to your own
situation will produce a formula of benefit to both employees
and employers who are committed to a work situation that really
does provide equal opportunity in employment regardless of sex,

marital status or dependents.
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PHASE IIT - CHAPTER FOUR: MOBILITY

In the chapter "Job Access” in Phase Two, we examined some of the
practices which prevent men and women from filling jobs traditionally
held by the opposite sex. In this chapter we suggest some articles
for your collective agreement which may help you to break down

some of these barriers. Specifically:
I Articles to remove discrimination from recruitment
and hiring, and
II Improvements in seniority clauses.

As always, our suggestions should be seen only as a rough guide.

I ARTICLES TO REMOVE DISCRIMINATION FROM RECRUITMENT AND HIRING

(i) The employer agrees that all positions for which outside
recruiting is required, will be advertised in newspapers
having neutral columns rather than under "male” and
"female” columns. In cases where this is not possible,
the employer agrees to advertise these positions in both
male and female columns. _ _

(ii) The employer aérees that all job openings will be posted
service-wide intermally.

(iii) The employer agrees that all jobs advertised both
internally and externally will contain in bold letters
the statement "In accordance with the employer's equal
opportunity policy applications by qualified men and
women are encouraged for all positions."

(iv) The employer agrees that all public relations material,
both internal and external, will imply by pictures, use
of pronouns and explicit statements that all work in the

establishment is open to both men and women.
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The employer agrees to remove from all job applica-
tion forms any reference to the sex, marital status,
age, or number of dependents of the applicant. The
employer also agrees that initials, rather than the
first name of the applicant will be asked for on job
application forms, as the full first name indicates the
applicant’'s sex.

The emplover agrees to write a Job Interview Policy,
which prohibits questions concerning the applicant's
marital status, home situation, spouse's work,
dependents, or any other questions not directly related
to the job's requirements, including guidelines as to
how to follow this policy. The employer also agrees
to publish this job interview policy and make it
available to all interested job applicants or employees.
The employer further agrees to ensure that all job
interviews are held in accordance with these guide-
lines. This article is subject to the grievance
procedure.

The employer agrees that where hiring is done by a
selection board, this bhoard will interview all
qualified applicants. %here a qualified woman or a
man is applying for a job which is dominated by the
opposite sex, (for example 2 woman applying for a

job where 90% of those now holding the job are men),
the person responsible for equal oprortunity will he
a member of the hoard. If any member of the board
feels that the board's decision is the result of
discriminatory attitudes, the matter will be taken
up by the joint Labour-ilanagement Affirmative Action
Committee and their decision will be final and will

override the selection board's decision.

If the opening is for a union position, the union may wish to
have observer status on the committee. It is suggested that the
union representative not have any decision-making power, however,

as his or her decision can easily be outvoted by the others,
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while at the same time putting him or her in an awkward position

if the appointment results in a grievance.

II IMPROVING THE SENIORITY CLAUSES

The degree to which some women in the union movement do not
realize the value of the seniority clause is alarming. Simi-
larly, too many women's groups, without union experience, have
attempted to weaken this very important clause. The reason
for this is twofold:

(i) Management tells affirmative Action Committees that
the employer is incapable of providing equal oppor-
tunity for women, as long as the seniority clause
is in existence. Those women, however, who get rid
of their seniority clause now, or who accord it little
importance, will wish they hadn't, twenty years from
now. "omen may not be secure in many kinds of work,
but at least those with a seniority clause are secure

in some kind of work.

(ii) Some poor seniority clauses really do maintain the
effects of past discrimination against women and should,

in our opinion, be improved.

Rather than weakening or abondoning the seniority clause, we

feel it should be strengthened. 3Ry "strengthened" we mean
broadened to include all unionized employees in one seniority
list, that is employer wide seniority. In this way qualified
men or women can apply for a job which may not be open to them
under their present seniority provisions, on the basis of their
length of time with the employer. This may mean that an employee
wanting a job in his or her ovwn department will have more
competition, but it also means that if that same employee wants

to apply for a job in another department or bargaining unit,
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s/he will have the advantage of the new seniority clause. It
should also be remembered that it is likely that a person
applying for a job in his or her own department will have an
advantage over someone applying from outside the department
simply because their specific experience has already provided

them with the superior gqualifications.

The following are suggestions on how to improve the seniority

clause:

(1) Define seniority as the length of time in any bar-
gaining unit in the service of the employer. The
swniority list then will include all members of all

bargaining units.

(2) Define seniority as the length of time in the bar-

gaining unit.

(3) Maintain existing departmental or classification-wide
seniority for employees not previously discriminated
against and use inter-bargaining unit - wide seniority
lists when bidders include adversely affected employees
in competition with those not discriminated against
in the past. (This is one that is in effect in many
American agreements due to legislation). "hether or
not an employee has been “adversely" affected will be
decided only by a unanimous decision of the on-going

Labour-Management Affirmative Action Committee.

(4) Adopt the “one transfer right" ie. maintain existing
departmental or classification seniority procedures
but afford those minority or female employees adversely
affected by past discrimination, which is perpetuated

in the present seniority svsten, the right to exercise
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one interdepartmental transfer across existing lines.

Allow skipping of entry level jobs where necessary hy
the opposite sex. Many feel this is a reverse dis-
crimination. However it must be remembered that many
women would have completed the entry level jobs long
ago had it not been for past discrimination. Again,
those eligible for this provision will be designated
only by a unanimous decision of the on-going Labour-

Management Affirmative Action Committee.

Have the employer agree to maintain an employee's
salary who wishes to transfer to a new category or
department but who qualifies only for transfer into
the entry level job of that department or category,
when this entry level job carries a lower pay rate
than the job the transferring employee presently
holds. (red-circling).
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PHASE II1I -- CHAPTER FIVE: TIMETABLES

Any article in the collective agreement which calls for a change of
some kind should include an agreement on how soon the change will be
undertaken. We have not included these stipulations in the articles
suggested here because they will depend on the size of your establish-
ment, the number of changes the union and employer agree to make, and

other issues negotiated into the agreement.

We can, however, suggest the relative length of time expected for the
various projects. This timetable which estimates how long recommenda-
tions will take to be completed will allow for better planning by

union and management and will also offer the on-going Labour-Management
Affirmative Action Committee a rough standard by which to monitor the
success of the program. It is therefore suggested that a timetable
such as the following be drawn up to estimate the length of time you
feel will be necessary to carry out your recommendations.. These time
estimates should be considered very seriously and based on detailed
discussion with those WHO will ultimately have tc do the work of

implementation.

APPROXIMATE LENGTH OF TIME NECI'SSARY FOR COMPLETION OF PROJECTS

6 Months 1 Year 2 Years

- Make changes in recruit- - Improve seniority - Establish job
ing and employment clauses evaluation
mechanisms from newspaper - Eliminate discri- - Establish career
ads to selection boards mination in benefits planning

- Establish equal - Improve maternity - Review job
opportunity function leave clauses segregation

- Establish joint Labour- - Approve targets set - Establish child
Management Affirmative by Dercrtment Heads care centre (or
Action Committee support program)
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No establishment which accepts most or all the recommendations
listed here will be able to do all the six month projects in the
same six months. >After you have decided how long each program
will take, it is advisable to suggest which programs should begin
immediately and which can wait a little. The temptation to want
everything done at once is understandable but not realistic. A
bird in the hand is worth two in the bush.

The timetable below is simply a gquide. Yours will differ depending
on which issues have priority for your organization. There are
some limitations in choice, however, as some recommendations may
depend on the completion of others. The joint Labour lManagement
Affirmative Action Committee, for example, should be set up
immediately so it can preside over the carrying out of the other
recommendations. Similarly, the recommendations concerning a

review of job segregation must obvioucly accompany the design of

a job evaluation system, if the latter is agreed to.
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Example of a Timetable for Implementation of

Affirmative Action Recommendations

1977 1978 1979 1980 1981
- establish joint - make changes in - eliminate - improve
labour Management recruitment & discrimination maternity
committee employment in benefits leave
- establish mechanisms clause
equal opportunity
function
Department Heads establish career planning program, including
submit targets -- training sessions and career counselling
targets approved
establish

selection boards

mprove seniority

clauses

establish child care centre

or child care support program

examine and make changes in job

segregation

institute job evaluation
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CONCLUSION

No Affirmative Action Committee should expect to implement all, or
even most of the recommendations suggested here. In many establish-
ments, even the implementation of one or two recommendations would
make a healthy difference and would help to at least bring attention
to both the problems of women workers in the establishment, as well
as the possibilities for change. 1In any case, we must once again
stress the need to have any accepted recommendations written into
the collective agreement. Affirmative Action Committees in the

past have had the sad experience of proving to the employer the need
for change, of having dozens of recommendations accepted in principle
and then seeing nothing done. One article in the collective agree-

ment is worth 20 recommendations "accepted" by the employer.

Even if you are unable to ever establish an Affirmative Action
Program as such at your place of work, we would hope that many of
the ideas and suggestions put forth in this book will find their
way into your collective agreements eventually, put forward by you
as regular bargaining demands when your agreements come open for

renegotiation.
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