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Preamble1 
 
The present policy governs the working conditions of 
non-unionized support (NUS) personnel.  
 
ARTICLE 1 
Purpose 
 
This policy is established to govern the working 
conditions of the group of NUS personnel at Cégep 
Heritage College. 
 
ARTICLE 2 
Application 
 
The working conditions set out in the present policy 
apply to the Cégep Heritage College NUS personnel 
only.2 
 
ARTICLE 3 
Provisions 
 
3.1 Recognition 
 

The College recognizes the NUS personnel 
group for the purposes of the development, 
implementation and renewal of the working 
conditions agreement of said group. 
 

3.2 Information 
 

The College will forward to all NUS 
employees a copy of any instructions or 
documents of a general nature that are likely to 
be of interest to them. 
 
Each NUS employee will receive notification 
of said employee’s years of service to the 
College at regular intervals. 
 
The College shall provide each NUS employee 
with a statement of that employee’s bank of 
sick-leave days as of 30 June and 31 
December no later than 1 September and 1 
February, respectively, including a detailed 
account of their use. 

 
1 See the Glossary for explanations of frequently-
used terms. 
2 See Reference Document #P27.1 for a list of NUS 
positions. 

 
3.3 Consultation 
 

Discussions will take place between the 
Director General and the NUS group before 
implementing a modification to their working 
conditions, including technological changes. 
 

3.4 Administrative Organization 
 

The College will consult with the NUS group 
before making any modification to the 
administrative structure which might affect the 
number and/or nature of the positions of that 
group.  
 

3.5 Employment 
 

Cégep Heritage College Policy #3 concerning 
Personnel Management applies to all NUS 
employees. 
 
3.5.1 Selection 
 
 The College selects its NUS employees 

(including acting NUS employees) in 
compliance with its established 
eligibility criteria and selection 
procedures. 

 
3.5.2 Hiring and Appointment 
 
 The College hires and appoints its NUS 

employees. These steps are confirmed 
with the issuance of a written individual 
hiring contract signed by the employee 
and the Director General or delegate. 

  
 The individual hiring contract of each 

NUS employee is automatically 
renewed annually unless written 
notification to the contrary is given to 
the employee at least 60 days prior to 
termination. 
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3.5.3 Employee’s Personnel File 
 
 The College opens a personnel file for 

each NUS employee hired. At a 
minimum, this file shall contain the 
following items: 

 
• text of the job description used for 

hiring; 
• proof of experience and education; 
• additional information, provided by 

the employee, related to said 
employee’s resumé; 

• hiring contract;  
• any correspondence concerning 

classification, ranking, duties and 
tasks, payroll information, and salary 
information; 

• any documents relating to the 
employee’s performance appraisal, as 
well as the comments concerning said 
appraisal; 

• any document related to disciplinary 
measures, as well as the employee’s 
response to the issue. 

 
 Each NUS employee’s file is 

confidential and in the care of Human 
Resources Department. 

 
 The NUS employee and the Director 

General are entitled to consult the NUS 
employee’s file and to obtain a copy of 
it at any time. 

 
 

3.5.4 Rules regarding Establishment of 
Salary and Benefits 

 
 The salary of a NUS employee is 

determined by the College, taking into 
account level of education and years of 
experience, while respecting the 
minimum and maximum of the salary 
scale of the job classification referred in 
Appendix #P27.1.  

  
 Furthermore, following a satisfactory 

performance appraisal, the salary of a 
NUS employee who, on 31 March of 
the year in question, has not reached the 
maximum rate of the salary applicable 

to the class assigned to the position, 
shall be increased by a maximum of up 
to 4% on the following 1 April, without, 
however, exceeding the maximum rate 
applicable to that class.  

  
 The NUS newly employed for less than 

4 months prior to April 1st of the year, 
will not be entitled to the 4% salary 
increase. 

 
However, a NUS employee on 
disability leave during the 12 months 
preceding 1 April of the year in 
question shall be entitled to the 4% 
salary increase only if she/he has been 
working at least six months during that 
period.  
 

 NUS employees benefit from access to 
a pension plan under the same rules as 
unionized support employees. They also 
benefit from access to group insurance 
plan as non-unionized support 
employees. In addition, the payment of 
salaries is done in accordance with 
those of unionized support personnel.  

 
3.5.5 Working Hours 
 
 An NUS employee’s working hours are 

determined by the immediate supervisor 
and are based on the working conditions 
of NUS employee. A NUS cannot 
accumulate any overtime.  

 
3.5.6 Vacation and Absence 
 
 An NUS employee has access to a total 

of 25 days of paid vacation with an 
additional day of vacation given for 
every five (5) years of service up to a 
maximum of 30 days.  

 
 An NUS employee is also entitled to 

statutory holidays, maternity leave and 
sick leave provisions as unionized 
employees support staff with the 
exception that sick-leave days cannot be 
paid nor transferred to a following year. 
In addition, the same rules governing 
the CNESST (le régime de santé et de 
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sécurité du travail au Québec) also 
apply to NUS personnel. 

 
3.5.7 Probation 
 

a) Each new NUS employee is subject 
to a probationary period prior to 
obtaining stability of employment 
as described in article 3.5.8. 
 

b) The duration of the probationary 
period is twenty-four (24) months 
of continuous and active service¹.  

 
c) During the probationary period, the 

NUS employee will benefit from at 
least two written performance 
appraisals, both of which will be 
kept in the NUS employee’s file. 
(See article 3.5.9 for more details 
on performance appraisal.) 

 
d) When a NUS employee has 

completed the probationary period, 
that employee’s contract extends to 
an indefinite period of time and the 
employee becomes eligible for  

 
e) stability of employment.  

 
f) The provisions of article 3.5.7 d) 

do not apply to NUS employees 
hired on an interim, temporary or 
occasional project. 

 
g) NUS employees in interim 

positions will have the applicable 
interim period(s) considered as part 
of the probationary period 
described in article 3.5.5b) in the 
event that they are offered the 
position on a permanent basis and 
provided that their two 
performance appraisals were 
satisfactory.  

 
3.5.8 Stability of Employment 
 
 The stability of employment terms 

apply to all NUS employees of Cégep 
Heritage College who have successfully 
completed their probationary period.  

 

 The NUS employee who has acquired 
stability of employment and whose 
employment contract is terminated will 
receive severance pay of one month for 
each year of full-time consecutive and 
active service in this role, up to a 
maximum of six (6) months of 
severance pay, at the current salary rate 
of said employee. No NUS employee 
shall benefit from this provision more 
than once, nor may any NUS employee 
receive double payment if that 
employee is offered another position 
within the College. 

 
3.5.9 Performance Appraisal 
 
 A NUS employee who is covered by 

employment stability is subject to a 
yearly performance appraisal.  

 
 A NUS employee who is not covered by 

employment stability is subject to at 
least two performance appraisals during 
the first two years of employment, 
including one which must be held 
during the first six months. The NUS 
employee will receive a copy of each 
performance appraisal. 

 
3.5.10 Temporary Assignment 
 
 The College may temporarily assign a 

NUS employee, after consultation with 
the employee concerned, when it deems 
the situation requires it. 

 
 

___________________ 
1 See the Glossary for explanations of frequently-
used terms. 
 

 Unless warranted by a special situation, 
a temporary assignment cannot exceed 
one year. With the agreement of the 
NUS employee, the College can 
prolong it.  

 
3.5.11 Professional Development 
 
 The College reimburses work-related 

travel expenses that have been approved 
according to the professional 
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development policy and procedures in 
effect. In addition, NUS employees are 
eligible for professional development 
on approval of their immediate 
supervisor.  

 
3.6 Disciplinary Measures 
 

The College may take disciplinary measures 
against a NUS employee subject to the 
recourse rights stipulated in the present policy. 
 
Any NUS employee may be accompanied by 
another College employee of their choice at 
any meeting with the College concerning a 
warning, written reprimand or any other 
disciplinary measure. 
 
3.6.1 Warning and Reprimand 
 

           The following steps will be taken by the 
College in the case of a complaint on which 
the College intends to take action: 
 
 First step: a warning.  
 
 
 Second step, 
 if needed: a written reprimand, 

including a corrective plan 
of action.  

 
 Any written reprimand which has been 

placed in a NUS employee’s file can be 
withdrawn from said file within the 
following 24-month period, if there has 
been no other written reprimand during 
that period, or when the causal situation 
has been resolved. Such withdrawal 
requires the mutual agreement of the 
NUS employee and the Director 
General. 

 
3.6.2 Suspension 
 
 Disciplinary measures may lead to 

suspension. 
 

 As a consequence, when in the opinion 
of the College immediate action is 
required, the College may suspend a 
NUS employee, owing to serious 
prejudice caused by said employee to 

the College, external members of the 
Cégep Heritage College Board, staff or 
students. The employee’s salary is 
maintained during the investigation 
period.  

 
 The College shall provide the employee 

with notification, in writing, of the 
reasons that led to such a measure. A 
suspension will not usually exceed 30 
days. 

 
3.6.3 Severing of Contract 
 
 The Director General or a delegate is 

the only authority with the power to 
terminate a NUS employee’s contract. 
When the Director General terminates a 
NUS employee’s contract, the employee 
must be informed in writing of the 
reasons and facts justifying the severing 
of the contract and, in doing so, 
conforms to the provisions of the 
Canada Labour Code, les Normes du 
travail du Québec and all other 
applicable government laws and 
regulations, and College bylaws and 
policies.  

 
 A NUS employee may terminate their 

contract at any time provided that the 
employee gives a thirty (30) working 
day notice to the College, or any other 
mutually agreeable notice. 

 
3.7 Civil Liability 
 

The College will undertake the defence of a 
NUS employee whose civil liability is 
involved through the conscientious and 
accountable performance of said employee’s 
duties. 

 
ARTICLE 4 
Roles and Responsibilities 
 
In matters relating to the provisions of the present 
policy, the Director General represents the interests 
of the College and the NUS group represents the 
interests of all NUS employees. 
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ARTICLE 5 
Revision 
 
The present policy will be reviewed at least every 
five (5) years, and revised when deemed necessary.
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GLOSSARY 
 
Active service: Period during which a NUS employee has received a salary from the College following a work 

engagement (contract) or an authorized paid leave of absence. Absences during which a NUS 
employee receives salary insurance benefits, employment insurance benefits, CNESST benefits, 
RAAQ benefits or benefits provided under the Workmen’s Compensation Act, are not considered 
to be active service. 

 
College:  Cégep Heritage College 
 
Continuous 
service:  Period during which a NUS employee maintains uninterrupted employment ties with the College. 
 
Employee: Any individual included in the group of NUS employees. 

 
Non-unionized 
support (NUS) 
personnel 
group: A group of two or more support employees who are not members of the Support Personnel 

FEESP-CSN. 
 
NUS:  An acronym referring to non-unionized support personnel. 
 
The parties: The local parties, that is to say the College and the group of NUS employees. 
 
Unionized  
Support 
Personnel:  The group of support employees who are members of the Support Personnel FEESP-CSN. When 

referring to comparable working conditions of unionized support personnel, these conditions are 
subject to change based on the current Support Personnel Collective Agreement. 
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Related Document(s)³ 
 
This document is to be used in conjunction with: 
 
• Canada Labour Code 
• Québec Labour Code (CNEEST) 
• FEESP/CSN Collective Agreement  
• Law 90 Guidelines. 
• Cégep Heritage College Guidelines #1 concerning Staff Recognition. 
• Cégep Heritage College Policy #3 concerning Personnel Management. 
• Cégep Heritage College Policy #6 concerning a Respectful Environment Free of Discrimination and 

Harassment. 
• Cégep Heritage College Policy #10 concerning Human Resources Management. 
• Cégep Heritage College Policy #12 concerning the Appraisal of Non-Teaching Personnel. 
• Cégep Heritage College Procedure #16 concerning a Respectful Environment Free of Discrimination and 

Harassment. 
• Cégep Heritage College Policy #28 concerning Employment Equity. 
• Cégep Heritage College Policy #44 Prevention of Sexual Violence. 
• Cégep Heritage College Charter of Rights and Responsibilities. 
• Reference Document #P27.1—Heritage College Non-Unionized Support (NUS) Personnel Positions, 

Corresponding Classifications and Related Departments/Services document is to be used in conjunction 
with: 
• Canadian Charter of Rights and Freedoms 
• Quebec Charter of Human Rights and Freedoms. 
• Procedure 40 – Concerning Safe Disclosure 
• Cégep Heritage College Code of Ethical Conduct  
• Act Respecting Access to Documents Held by Public Bodies and The Protection of Personnel 
Information (Chapter A-2-1) 
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Appendix #P27.1  
Cégep Heritage College Non-Unionized Support (NUS) Personnel Positions, Corresponding 
Classifications and Related Departments/Services 
 
Cégep Heritage College Non-
Unionized Support (NUS) 
Personnel Positions 

Corresponding 
Classifications 

Related 
Departments/Services 

1. Executive Assistant   Admin Level II    Office of the Director 
General 

2. Executive Assistant   Admin Level II   Department of Human 
Resources 
 

  


