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1.0 About this Manual 
The Administrative Professional Officer (APO) Manual sets out APO terms and conditions of employment as 
approved by the Board of Governors on July 1 , 1994, with all subsequent amendments.  

The manual provides a directive on policy and procedure to University administrative units as well as a working 
guide for APOs to assist them in the day -to-day administration of University programs. The written policies and 
procedures should increase understanding, eliminate the need for personal discretion on matters of University-
wide policy and help ensure equity and consistency throughout the University. Each APO must adhere to these 
policies in a consistent and objective manner. Assistance with interpretation of this document will be provided by 
Human Resources (HR) and the Chief Human Resources Officer, hereafter the CHRO. 

For the purposes of this policy and procedure, the term Senior Executive shall be taken to mean the first senior 
administrative head of the department to whom the APO reports. Senior Administrative positions are identified in 
the Designation of Senior Administration policy.  

1.1 Amending the Manual 
This manual will continue to evolve and improve through input from those who use it. Accordingly, any APO or 
Senior Administrator may propose an amendment to the manual that ensures statements reflect proper practice, 
rev ises policy or procedures revealed as unclear or problematic in practical application, or for any other reason is 
deemed relevant to the employment of an APO. The CHRO and Administrative Professional Officer Executive 
(APOE) establish the time-frame within which the proposed amendments will be reviewed. 

Procedures for review and approval of amendments to the manual are: 

1. A proposed amendment is drafted and submitted to the APOE Chairperson. Human Resources is 
available as a resource for researching and developing proposed amendments. 

2. The APOE rev iews the proposed amendment and records their comments regarding the amendment. 

3. The APOE releases the proposed amendment to APOs for comment. 

4. The APOE forwards the proposed amendment, a summary of APO comments, and the position of the 
APOE regarding the proposed amendment to the CHRO.  

5. The CHRO submits the proposed amendment to Human Resources or any other applicable department 
for their rev iew and additional recommendation(s), if any . 

6. The CHRO informs the APOE of the outcome of the review of the proposed amendment and additional 
recommendation(s), if any . 

If the proposed amendment has been modified substantially, the APOE will release it to APOs for further 
comment. 

At this point, if there are serious concerns that warrant such an action, the CHRO and the APOE can agree 
not to proceed with the proposed amendment; in which case, the APOE will inform the APOs of the 
decision and the reasons behind it. 

7 . The Vice President (Finance & Administration) forwards proposed amendments related to the terms and 
conditions of employment for APOs to Statutory Deans’ Council for approval. If Statutory Deans’ Council 
does not approve the proposed amendment, the existing policy or procedure shall prevail. 

1.2 Appeals of the Procedures 
In the event that the procedural application of this policy is found to be unfair or unreasonable to the APO in a 
particular circumstance, the procedure may be appealed by the APO through their Supervisor to the CHRO. The 
decision to waive or amend a procedure in the case of an appeal will apply only to that case and will not invalidate 
the procedure. 

http://www.uleth.ca/policy/designation-senior-administration
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The procedural application continues to apply until a decision is rendered by the CHRO, at which time the 
procedure may be upheld, reversed, or some other solution applied to the particular case. If the APO reports 
directly to the CHRO, the decision is to be rendered by the appropriate Vice President. 

2.0 APO Executive 

2.1 Mandate 
The Administrative Professional Officer Executive (APOE) is an elected five-member body that acts as a liaison 
and communicator between APOs and senior administration of the University of Lethbridge. On a broader scale, 
the APOE acts as a liaison and communicator between APOs and the University community as a whole. 

Using a positive, consensus, evidence-based approach and a consultative process, the APOE seeks to understand 
the issues affecting APOs, to represent their concerns and positions fairly, and to promote understanding of the 
contributions of APOs to the University of Lethbridge.  

2.2 Working Principles 
1. To ensure regular communication with senior administration, the APOE schedules and implements 

regular meetings with the Vice President (Finance & Administration) and the CHRO. Meetings can also be 
scheduled on an ad hoc basis as required. 

2. The APOE communicates with APOs regularly, using a variety of communication methods as practical 
and appropriate. 

3. The APOE uses an ev idence-based approach, gathering pertinent statistical, anecdotal and other evidence. 

4. The APOE will seek the input of APOs before taking a position forward. 

5. As required, the APOE may  form standing or project-specific subcommittees to investigate issues. 
Subcommittees will consist of continuing APOs and should include at least one APOE member. 

6. The APOE strives to meet once a month. 

7 . The APOE Chairperson organizes and facilitates APOE meetings. The Chairperson is appointed by the 
APOE members. Each Chairperson has a two-y ear term, running from Jan. 1  to Dec. 31, to a maximum of 
two consecutive terms (4 y ears). 

8. APOE members must be continuing APOs. 

9. APOE members serve three-year terms, on a calendar y ear from Jan. 1  to Dec 31 , to a maximum of three 
consecutive terms (9 y ears). 

10. APOE members’ three-year terms are staggered, so each y ear two or three members reach the end of their 
terms. The vacancies on APOE will be filled by  election from the APOs. 

11. At the end of each three-year term, an APOE member may  choose to stand for re-election. 

12. An APOE member may  resign at any  time and the resulting vacancy is filled by  election from the APOs. 

3.0 The APO Designation 

3.1 Definition 
The Board of Governors (Board) recognizes the Administrative Professional Officer (APO) designation as 
identify ing a distinct role in the University. APOs carry out duties in a professional or middle management 
capacity. 

To be designated as an APO, the position must be accountable for one or more of the following functions: 

• Ongoing administration, including financial administration, of a budgetary unit in the University 



3 

 

• Managerial supervision of APO or support staff with the authority to make decisions on delegation of 
duties, selection, evaluation, discipline, and recommendations for dismissal 

• Managerial-level administrative or professional responsibilities of a complex nature involving significant 
discretionary judgment or diagnosis of data or problems. 

3.2 Role 
APOs play  a critical role in operating and managing the University. They support and initiate change and 
innovation enabling the University to meet the challenges of the future. 

Among those challenges is the need to maintain the high reputation of the University. Students are our business. 
They  are attracted to institutions that offer high quality programs and services, even under conditions of financial 
constraint. 

APOs’ major contributions to the University occur when their focus is broadened to the institutional goals of 
helping students to succeed, and making the University effective and competitive. 

3.3 Classifications 
The University classification system assigns all APOs to employment categories, which are used for staffing, 
budget planning, and specifying the benefits and terms of employment applicable. Categories are combinations of 
appointment ty pes, number of hours worked, months worked (out of 12) and salary grade levels. 

Appointment Types  

1. Continuing Appointment — Permanent employment of 0.50 FTE (Full Time Equivalent) or more with 
no end-date. Continuing appointments can be full-time or part-time. 

2. Recurring Appointment — Recurring employment for a specified number of months in the y ear, 
ty pically coinciding with the academic terms established by the Academic Schedule in the University 
academic calendar. A recurring appointment may be full-time or part-time (between 0.5 FTE and 1 .0 
FTE). Remuneration and benefits will be pro-rated for the period worked. 

3. T erm Appointment — An appointment for a specified duration that does not imply a further 
appointment upon the expiry of the term. The duration of a term appointment may be shortened by the 
Superv isor by providing one month of written notice for each full y ear of continuous service and a 
proportion of a month’s notice for any partial y ear of service, unless otherwise stated in the employment 
contract. Term appointments may be full-time or part-time (between .50 FTE and 1 .0 FTE). 

4. Casual Appointment — Hours of work are less than half of the full number of scheduled hours per day, 
week, month, or y ear. Casual APOs are less than 0.5 FTE. 

5. Coaching Appointment — Either a full-time continuing or term appointment. Coaching appointments 
may  be one of three levels based on the incumbent’s qualifications and determined at the discretion of the 
Executive Director (Sport and Recreation Services) in consultation with Human Resources. 

Level 1 – Hiring range is normally the entry point of the appropriate salary grade. 

Level 2 – Hiring range is normally from the entry point to the midpoint of the appropriate salary range. 

Level 3 – Hiring range is normally the midpoint of the appropriate salary grade. 

Progression through the levels for coaching appointments is based upon qualifications, experience, and 
the assignment of additional responsibilities and is determined by the Executive Director (Sport & 
Recreation Services) through performance reviews conducted y early. 

Hours of Work 

Full-Time — Generally, 7 .0 hours per day or 35.0 hours per week. This is referred to as 1 .0 FTE (full-time 
equivalent). FTE for recurring APOs is based on full hours for months of recurring employment. 
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Part-T ime/Recurring — Hours of work are one-half or more of the full-time number of scheduled hours per 
day , week, month, or y ear, but fewer than full-time hours. Part-time APOs are at least 0.5 FTE but less than 1 .0 
FTE. For recurring APOs, FTE is based on their hours of recurring employment. (e.g. work half day s but for 10 
months each y ear – part-time Recurring at .5 FTE and prorated for 10/12ths). 

4.0 Recruitment  

Recruitment, selection, and hiring procedures are designed to attract and select high calibre candidates whose 
qualifications and credentials will contribute to achieving University goals. 

4.1 Approval to Hire 
Any  vacant position will be used as an opportunity to assess work distribution to determine if there are options 
other than hiring.  

The signing authority of a Faculty, School, or major budget unit will establish funding availability and initiate 
selection activities for all continuing, recurring, and term APO appointments by completing and submitting (to 
appropriate approvers) the APO Job Description form and the Request for Appointment Form, available online. 
Approvals will be in accordance with the Financial Approval Authority policy. 

Once approval is received the position may then be posted and, if necessary, advertised. 

4.2 Job Posting and Advertising 
Job posting is designed to allow APOs the opportunity to apply for another position offering skills development, 
increased responsibility, lateral moves, or promotional opportunities in the organization. 

All continuing, recurring and term APO positions will be posted within the University for a minimum of seven 
working day s, unless the Supervisor opts not to post a position in cases where: 

1. An APO whose position will be abolished, and who is qualified for a prev iously occupied position at the 
same or lower level, could be offered the position directly by the Supervisor. 

2. The position of a non-APO employee, in a continuing appointment, is reclassified to an APO level 
position. 

3. The status of the position has changed (e.g. from term to continuing), the original position was filled 
through competition, the incumbent has been in the position for at least one year, and the incumbent will 
be offered the position. 

4. In the case of a term appointment, where there are unusual, unforeseen circumstances resulting in an 
urgent vacancy. In these cases, the unusual circumstances will be brought forward and communicated to 
the APOE Chairperson by the CHRO. 

4.3 Search Committees 
Diverse and well-represented search committees provide a broad range of perspectives and experiences to help 
with the hiring decision. This contributes to the integrity of the hiring process and ensures organizational and 
departmental needs are included in hiring decisions. 

The Superv isor selects the members of the search committee, coordinates the interview process, solicits the advice 
of committee members on candidate selection, and ensures fair and equitable conduct throughout. The Supervisor 
is accountable for the decision on the candidate to be recommended for appointment; committee members play 
an advisory role. A Human Resources Consultant can also support the Supervisor with determining the 
composition of the search committee, selection techniques and appointment recommendations. 

The search committee consists of: 

1. The Superv isor as Chair 

http://www.uleth.ca/hr/documents
http://www.uleth.ca/hr/request-appointment-rfa-requirements
http://www.uleth.ca/policy/financial-approval-authority-policy
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2. A member of the Senior Executive, if applicable 

3. An HR Consultant, if available 

4. Any  other persons who may provide a different perspective and insight into the organizational impact of 
the position being filled 

At least two members of the search committee should be at position levels equal to or higher than the position 
being filled. No member of the search committee may be a direct subordinate to the position being filled. 
Normally , membership of the search committee will be limited to University of Lethbridge (U of L) employees. 

Selection criteria will be determined by the Chair in consultation with the Senior Executive and, if necessary, 
Human Resources. The Chair communicates these criteria to the members of the search committee before 
applicant interviews. 

All applications for a position shall be made available to the committee, which shall advise the Supervisor 
regarding candidates it considers most suitable for interviews. For information on distribution of applications, 
please refer to the Employment Application Materials Disclosure policy. 

To ensure the continued integrity of the committee, any committee member having a personal relationship or 
conflict of interest with any  of the candidates selected for interviews must advise the committee about the nature 
of the relationship. Depending on circumstances, the member may opt out or be replaced at the request of any  
other committee member. 

After the interviews, the Supervisor will seek advice from the committee members regarding their assessment of 
the candidate who best meets the selection criteria. All notes from the selection process and references are to be 
maintained on file in Human Resources in accordance with FOIP (Freedom of Information and Protection of 
Privacy Act) requirements. 

At least two reference checks will be completed prior to an offer being made, and educational and professional 
credentials of the selected candidate shall be verified prior to the candidate’s start date. Other background checks 
may  also be required. See Employment Background Check Guidelines for more information. 

5.0 Hiring Procedures 

5.1 Hiring Process 
In cases where the selected candidate’s academic credentials, experience, or salary are not consistent with the 
initial approval to hire, the Supervisor will obtain advice from a Human Resources Consultant before making an 
offer. Otherwise, the Supervisor consults with the Senior Executive and Human Resources to determine the offer 
of employment. The Supervisor provides Human Resources with the documentation for the recruitment file, 
including: 

• Names of the search committee members 

• Initial salary, proposed appointment date and classification (continuing, sessional, etc.) 

• Recommendations of committee members 

• Whether a removal allowance will be offered and the amount 

• A statement of deliverables to be included in the offer letter 

• Transcripts and documentation of reference checks 

After consultation with Human Resources, the Supervisor may make a verbal offer. However, in every case the 
written offer shall prevail. 

The Superv isor provides Human Resources with a completed Payroll Authorization Form (PAF). 

Human Resources will prepare the written offer of employment specifying the terms and conditions of 
employment, and will inform the APO about the APO manual and how to access it. 

http://www.uleth.ca/policy/employment-application-materials-disclosure-policy
https://www.uleth.ca/hr/background-checks
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5.2 Hiring Relatives of University Employees 
The relatives of a current employee of the University generally should not be employed in a department directly 
associated with that of the APO. For further details, please refer to the Employment of Relatives policy. 

5.3 Relocation 
To help attract qualified APOs, the U of L may  provide relocation funds to APOs who are appointed to full-time, 
continuing, or sessional positions and whose residence before the time of appointment is more than 50 km from 
Lethbridge. The employment contract will specify the maximum removal allowance. 

Full details are available in the Relocation Allowance Regulations. 

5.4 Orientation 
Orientation for new APOs will be prov ided by their unit and Human Resources. All new APOs appointed to a term, 
sessional, or continuing APO position are offered several orientation topics, including: 

• Pay  procedure and deadlines 

• Benefits orientation and sign-up 

• Terms and conditions of employment 

• General University information 

• Specific job duties and expectations 

• Setting of objectives for the first y ear 

• Introduction to co-workers 

• Tour of specific workplace facilities 

• On-the-job training 

6.0 Compensation 

6.1 Compensation Guidelines 
The Board directs the University to establish a set of guidelines for administering APO salaries to: 

• Attract and retain competent and well-qualified APOs 

• Recognize and stimulate a high level of performance 

• Provide salaries that compare appropriately with the southern Alberta marketplace for comparable 
positions 

• Maintain internal equity through the job evaluation system once market competitiveness is established 

6.2 External and Internal Equity 
The U of L periodically collects compensation data for benchmark positions from peer comparator groups, 
comprised of a mix  of relevant post-secondary institutions in Western Canada as well as significant, southern 
Alberta public sector employers. 

External equity is established through the competitive positioning of the University’s APO salary grades at the 50th 
percentile from an overall market standing perspective rather than individual benchmark jobs. 

Internal equity for APOs is maintained through the job evaluation system, which measures relative job values in 
the University. Job evaluation assessments are based on job descriptions and job information provided by 

http://www.uleth.ca/policy/employment-relatives
http://www.uleth.ca/financial-services/relocation-allowance-regulations
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incumbents and their Supervisors. Internal equity is the foundation of the University’s compensation plan, which 
is balanced against external equity considerations. 

6.2.1 Job Descriptions  
The APO Job Description summarizes the most important functions, duties, and responsibilities of a job. It 
includes the general nature and level of work performed and the skills and abilities required to perform them 
competently. The job description is used for a number of purposes, including: position evaluation; establishing 
performance standards; succession planning; recruitment; organizational design; and salary surveys. Human 
Resources will monitor the timely completion of Job Descriptions. 

Evaluation of new APO positions commences with the Supervisor preparing a job description on the form 
available from the HR website. Should there be a significant change to any position’s purpose, scope, and/or 
responsibilities, the Supervisor is responsible for ensuring the form is reviewed and kept up-to-date to reflect such 
changes in the work environment. 

The APO may  also initiate a rev iew if it has been a minimum of one (1) y ear since the previous evaluation of their 
position and significant changes 1 have occurred to warrant it. The rev ised form will be rescored according to the 
position evaluation process, after it is submitted electronically to the Supervisor for approval and then to HR 
through the sy stem (currently the PCQ sy stem on the Bridge). 

The incumbent APO must be involved in any  review and resulting modifications to a job description prior to 
approval by the Supervisor and position evaluation by Human Resources. A Human Resources consultant will 
notify  the Supervisor and the APO of the evaluation results, in writing, as soon as possible, but no longer than 90 
calendar days from the date the modified form was posted to the Bridge. 

6.2.2 Job Evaluation System 

The APO position evaluation system uses the Hay  Guide Chart-Profile Method to establish comparative job value 
for all APO jobs based on their relative contribution to the overall objectives of the University 2. The process 
focuses on the position and not the individual in the position. Supervisory approval of the submitted job 
description is obtained to ensure job description information is accurately interpreted. 

Key  job functions and major responsibilities in each job description is measured against scaled definitions within 
three factors that are common to all jobs in the organization: knowledge, problem solving, and accountability. 

The corresponding points for the appropriate scale or level are then assigned for each factor and combined to 
derive a total score for the position. As the score increases, so does the value of the job. The outcome of the 
evaluation process is the classification of each APO position within groupings (grades) of similarly valued jobs. 

Human Resources will have evaluations reviewed periodically to ensure consistent application of the evaluation 
principles. 

6.2.3 Job Evaluation Appeals Procedure 
If an APO disagrees with the evaluation of their job, and resulting allocation of a position grade, the appeals 
procedure is as follows:  

1. An APO or the Superv isor may appeal the decision through this process: 

1. The APO or Superv isor meets with the Senior HR Consultant to better understand the rationale behind 
the decision. 

                                                                 

 
1 For  guidance on whether changes are considered significant, APOs and Supervisors can seek information from their HR Consultant. 

2 For  further information on the Hay Method, please contact the Human Resources Department. 

https://www.uleth.ca/hr/documents
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2. Failing agreement, the APO or Supervisor may appeal the decision by submitting a written request for a 
3r d party review within one month of receiving the decision. 

2. If a questionnaire evaluated by HR is appealed, it is submitted to an external classification consultant for 
evaluation. The external consultant’s decision is final. 

3. A questionnaire evaluated by an external classification consultant cannot be appealed. 

4. The cost of the appeal is shared between HR and the APO’s department. 

5. If the appeal results in a reclassification to a higher level, the reclassification is retroactive to the date the 
job description was submitted into the Bridge. 

6.3 Salary Grades & Ranges 
All APO jobs are evaluated and grouped into 6 ascending grade levels. Competitive and equitable salary ranges are 
established for each grade once current market rates are calculated and all factors contributing to total 
compensation are weighed. Each y ear these salary ranges are assessed for possible adjustment by considering 
various inflation indices and the University’s economic ability to pay. See Schedule A. 

6.4 Salary Adjustments 
6.4.1 Range Adjustments 
Where salary  ranges have been approved by the Board for an upward adjustment resulting from changes in 
inflationary indices, the salary of an APO will be increased by a Cost of Liv ing Adjustment (COLA) amount up to 
their salary range maximum. The effective date for any such salary increases will normally be July 1 . 

An APO whose start date is in the month prior to the effective date of the adjustment receives the COLA:  

• only  if prov ided for in their offer letter, or 
• if required in order to bring the salary within the adjusted salary range. 

In y ears when the Board approves both COLA and a performance increase, the following sequence of adjustments 
applies: 

1. Apply  COLA to the salary  grid 
2. Apply  COLA and performance increase to the APO’s salary, not to be compounded 

6.4.2 Job Evaluation (Reclassification)  
Reclassifications generally arise from a permanent and significant change in duties. Unless there are extenuating 
circumstances, the effective date of any  salary adjustments necessary as a result of a job evaluation will be the date 
of the job description submission by  the APO into the Bridge. The salary of an APO whose position has been 
reclassified to a: 

• Higher salary  grade, will receive:  

o A salary  increase of 4%, prov iding this places the APO’s salary within the new salary range, or 

o The minimum of the new salary  range, if an increase of 4% is not sufficient to bring the APO’s salary 
within the new salary  range, or 

o The maximum of the new salary range, if an increase of 4% would exceed the maximum of the new 
salary  range. 

• Lower salary grade will not have their salary adjusted. If the salary of the APO is greater than the 
maximum of the new salary  range, Sections 6.4.1 (Range Adjustments) and 6.4.7  (Performance Increases) 
will not apply  until such time as the APO’s salary is within the new salary range. 
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6.4.3 Acting Pay 

To be eligible for acting pay, an APO is required to perform the principle duties of a position in a higher-salary 
grade. Acting pay does not normally apply to short-term situations of less than one month in length (e.g. vacation 
coverage). 

To compensate for the additional duties being performed, an APO designated to act in a position of a higher salary 
grade will receive acting pay as follows: 

• A salary  increase of 5% of their current salary, providing this additional pay places the APO’s salary within 
the new salary  range; OR 

• The minimum of the new salary  range, if an increase of 5% acting pay  is not sufficient to bring the APO’s 
salary  within the new salary range; OR 

• The maximum of the new salary range, if an increase of 5% acting pay  would exceed the maximum of the 
new salary  range. 

Acting pay will only be applicable while the APO is in the acting position. Acting pay arrangements must be 
approved by the next level of management and a Human Resources consultant before the APO assumes the acting 
responsibilities. 

For further information on Acting Pay, refer to the Supplementary Pay Guidelines. 

6.4.4 Promotions  
Promotional increases will be paid when an APO moves to another position at a higher salary grade. The 
promotional increase will be at a rate commensurate with the APO’s qualifications and experience in relation to 
the new job, considering these criteria: 

1. A promotional salary adjustment shall be 

• significant enough to recognize the assumption of broader responsibilities, and 
• within the salary  range for the position. 

2. Any  salary adjustment must take into account the current equity of salaries for APOs at the same level in 
the University. 

A promotional salary adjustment which places the salary above the midpoint of the new salary range requires the 
prior approval of the Provost & Vice President (Academic) or the Vice President (Finance and Administration). 

The effective date of the promotional increase will coincide with the date the APO assumes the new 
responsibilities in full. 

6.4.5 Lateral Transfers 
A transfer from one position to another at the same salary grade, whether initiated by the University or the APO, 
does not generally warrant a salary adjustment. 

https://www.uleth.ca/hr/documents
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6.4.6 Transfers to Lower Classifications 

A transfer to a position at a lower salary grade will be assessed by the Supervisor of the position being transferred 
into, the next level of management, and a Human Resources Consultant to determine if the affected APO’s salary 
should be reduced or remain the same. 

Where an APO has initiated a transfer to a position at a lower salary grade, a reduction in salary  should be 
anticipated. 

Normally , in cases where an APO is offered a transfer to a position at a lower salary grade: 

• as a result of a position disruption, there will be no reduction to salary. Should the APO elect  
o to accept the transfer, and the salary of the APO is greater than the new salary range maximum, 

the APO will not receive any  salary increases until such time as the APO’s salary  is within the 
range for the lower salary grade. 

o not to accept the transfer, the terms for notice and severance under position abolishment will 
apply . 

• as a result of a performance deficiency, the APO’s new salary  will be within the new salary range. 

6.4.7 Performance Increases 

If approved by the Board, performance increases will be awarded to APOs who, based on their Annual Statement 
of Objectives and Results and performance review, meet or exceed goals or expectations of their position. To 
warrant progress through the salary range, the APO: 

• is expected to grow in the capacity to perform duties and take on added responsibility; 

• is expected to demonstrate initiative and continuous improvement based on the principles of life-long 
learning so that they  can contribute their fullest; and 

• must have had a start date on or prior to March 31 of the y ear of the rev iew (July 1  – June 30). In the 
event that a full y ear has not y et been completed, the amount of the increase is prorated to reflect the 
period of time worked. 

The performance increase available to each APO is from 0% to 4% of their salary and is as determined by their 
annual performance review. 

Performance increases are not awarded to an APO whose performance is significantly below expectations, as 
documented in their Probationary Review, Performance Evaluation, or position expectations. 

Perform ance award definitions 

4% Performance is outstanding and an inspiration to others in achievement. 

3% Performance has met all expectations and in several significant respects exceeded 
expectations as to quantity of work accomplished and quality achieved. 

2% Performance meets the requirements and expectations for the position. The APO has 
accomplished the work expected and has maintained a good standard of quality. 

1% Performance meets most expectations and the APO is showing some growth in the job. 

0% Performance is significantly below expectations. An action plan must be developed 
jointly  by the Supervisor and the APO to establish goals for improving performance or 
work-related behaviour. 

 

The amount of a performance increase must be approved by the Senior Executive. 
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6.4.8 Appeals Procedure for a Performance Increase Decision 

1. The APO may  appeal the performance increase decision by writing to the appropriate3 Senior Executive 
within 5 working day s 4 of receiving the decision, with a copy to Human Resources. 

2. The Senior Executive develops a written response to the APO’s appeal and submits the appeal and 
response to the CHRO within 2 weeks of receipt of the appeal. 

3. If the CHRO is the Senior Executive, the VP (Finance and Administration) fulfills the role as outlined in 
‘iv ’ and ‘v ’ below. 

4. The CHRO rev iews the information and decides if the original salary adjustment decision shall prevail or 
if a salary  increase is warranted. The CHRO may  interview the APO, the Senior Executive and any one else 
deemed appropriate in order to make an informed decision regarding the appeal. The CHRO's decision 
will be rendered within 3 weeks of receiving the appeal from the Senior Executive. This decision is final. 

5. The CHRO informs the APO in writing of the outcome of the appeal, with copies to his or her Supervisor, 
the Senior Executive, and Human Resources. 

6.5 Pay Information 
All APOs are paid on a monthly  basis, in arrears, v ia direct deposit to the financial institution of their choice. 
Pay day is the last working day of each month. An electronic notification for each pay period is sent to each APO, 
indicating that pay and benefits information is available on the Bridge.  

7.0 Performance Management Program 

7.1 Program 
Performance is the results-oriented measure that focuses the organization on the same mission and goals. The 
intent is to empower APOs, not control them, so that APOs have a sense of ownership and genuine participation. 

The performance management program facilitates regular communication between APOs and their Supervisors 
about work expectations, job performance, and employee development so that APOs can fully  contribute to 
University goals and objectives. 

7.2 Performance Management Cycle 
This is an annual cy cle commencing with performance planning, followed by performance management, and 
ending with a performance evaluation. 

7.2.1 Performance Planning 
The ‘performance y ear’ is July  1  to June 30.  Usually around May  or early June, the Supervisor and APO establish 
a performance plan for the upcoming y ear, setting out objectives which are generally consistent with the job 
description. The performance plan must clearly identify the agreed-upon measurable outcomes or expectations, 
requisite behaviours and skills, and a specific action plan aimed at clear results. Objectives may be modified as 
priorities change. Supervisors shall aim to achieve mutual agreement wherever possible, to build commitment to 
the action plans. 

                                                                 

 
3 A  Senior Executive may not receive an appeal on a salary adjustment that they awarded. In this case, the appeal is typically submitted to the 
Senior Executive to whom the Senior Executive reports, or if this option is not available or results in a conflict of interest , to the CHRO. 

4 ‘Working Days’ are the days the individual responsible for the action is scheduled to work. 

https://www.uleth.ca/bridge/twgkwbis.P_WWWLogin
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7.2.2 Performance Management 

The APOs and their Superv isors are encouraged to have regular constructive discussions on performance and 
progress in meeting the goals and expectations of the job. If performance is on track or exceeding expectations, 
the Superv isor recognizes and supports strengths and achievements. Where performance is lacking, coaching 
should be used to improve problem areas. The Supervisor should develop strategies and appropriate action with 
the APO. An interim performance report can be used to document performance discussions or to revise objectives. 
For persistent or serious performance deficiencies, supervisors should set up a progressive performance 
improvement plan in consultation with their Senior HR Consultant. 

The University ensures that performance problems are addressed constructively, providing for fair and equitable 
treatment for all APOs. 

A process of progressive performance improvement is used to correct most performance problems and give APOs 
a reasonable opportunity to correct unacceptable or inadequate performance. 

A progressive series of corrective actions that may be followed by the Supervisor in conjunction with a Human 
Resources Consultant in the event of a performance problem is as follows: 

Exploratory  
Discussion 

An informal meeting with the APO to discuss the unsatisfactory performance. The 
Superv isor will clarify concerns with the APO’s performance and actively 
encourage the APO to provide an explanation for the deficiencies. The Supervisor 
and the APO establish a plan of action to address the performance problem and 
schedule a follow-up meeting. 

Verbal  
Warning 

The Superv isor and the APO will meet to rev iew the progress made since the 
prev ious exploratory discussion and detail areas where performance continues to 
be unsatisfactory. The Supervisor will inv ite input from the APO on the 
performance areas still requiring improvement. They will discuss and establish 
the steps that need to be taken to enable further improvement and set a rev iew 
date. Even though the performance matter is being handled verbally at this point, 
both the Superv isor and the APO are advised to take notes of the items discussed 
and agreed to. 
The Superv isor will inform the APO that failure to make the specified 
improvements may result in further disciplinary action which may include the 
withholding of increments, suspension without pay, or dismissal. 
If, after a verbal warning, a Supervisor still considers the APO’s performance to be 
unsatisfactory, he or she shall consult with the Senior Supervisor and Human 
Resources before delivering any other form of disciplinary action. 

Written  
Warning 

The Superv isor will verbally and in writing provide the APO with a rev iew of the 
performance deficiencies, referring to previous discussions, actions, and time 
frames established. A further plan will be documented to allow the APO an 
opportunity to make the required performance improvement. This documentation 
will specify the evidence used to establish that the performance was deficient, the 
improvements required, the time frame within which the APO will be given to 
make the improvements, the next review date, and the consequences for not 
achiev ing the specified improvements. 
A copy  of the written warning letter will be forwarded to Human Resources for the 
APO’s file and to the Senior Executive. 

Further  
Discipline 

Bey ond a written warning, additional disciplinary measures may include 
suspension without pay or withholding increments. 

Dism issal This disciplinary measure may only be imposed after all reasonable avenues of 
corrective action have been exhausted, or where a serious act of misconduct has 
occurred. Notwithstanding the above principles of progressive discipline, certain 
offences are of such a magnitude that immediate suspension or dismissal is 
warranted. 
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Documentation on corrective actions will be kept in the APO’s personnel file. If an APO disagrees with corrective 
actions taken by his or her Supervisor, the APO may  pursue the matter under the Dispute Resolution (Section 11). 

After 24 months, the APO may  make a request to Human Resources to have the record of the corrective action 
removed from their file, provided no further corrective action has occurred in the meantime. 

7.2.3 Performance Evaluation  
The Superv isor and APO meet at the end of the performance year to document and evaluate the overall 
performance and results achieved by the APO during the past y ear. Supervisors will rev iew their assessments with 
the APO and discuss development needs, career plans and requirements for the upcoming y ear. These discussions 
serve as the basis for the next year’s performance plan. The APO will sign the resulting performance evaluation 
document to indicate they have read it and have participated in the process. If the APO does not agree with the 
assessment, they should state why in writing on the performance evaluation. In the event of a disagreement that 
cannot be resolved, the Dispute Resolution process will be followed (Section 11.0). 

All performance documentation shall be submitted to Human Resources for personnel files. 

7.3 Probation  
7.3.1 Probation Period 

1. New APOs hired in term or continuing positions are on probation for one y ear. Providing a probationary 
period has already been served during the current period of employment with the University, the 
following exceptions apply: 

• An APO whose position has been reclassified to APO does not serve a probationary period. 

• An APO from another employee group, who becomes an APO by  means other than by reclassification, 
will be on probation for a minimum of six  months. 

• Term APOs with an appointment of less than one y ear do not serve probation; however, should the 
position subsequently become continuing or extend as a term to one y ear or more, a probationary 
committee review will be established. 

• An APO who has a continuing appointment does not serve a further probationary period for any other 
APO position.  

2. In exceptional circumstances, the application of probation may be reviewed at the discretion of the 
CHRO.  

3. In the event of performance problems during the probation period, Supervisors may initiate the 
Progressive Performance Improvement process (Section 7 .2.3). 

4. Whether or not a formal probationary period is served, APOs who move into new or different positions 
will have reviews with their Supervisor at least every three months for the first y ear. All reviews are sent to 
Human Resources for the personnel files. 

5. Probation periods may be extended for periods of lay off or leaves. For any  other reason, the probation 
period may  be extended 

• Only  once; and  

• For a period established by the Supervisor not exceeding 12 months.  

The Superv isor will inform the APO in person and in writing of the decision to extend the probation 
period, specifying the rationale for the decision and the performance expectations for the probation 
period. 
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7.3.2 Probation Committee Review Procedures  

1. Three months before the end of the probation period of an APO, the Superv isor convenes a Probationary 
Committee. 

The Committee consists of at least three people at position levels equal to or higher than the position 
being evaluated: the Supervisor as Chair; the Senior Executive (if applicable); the Senior HR Consultant, 
and any  other person(s) who may provide insight and understanding into the organizational impact of the 
position being filled. The membership of the Probationary Committee must be approved by Human 
Resources. 

2. The Superv isor provides the Committee with a copy of the objectives for the APO’s position, a written 
assessment of the performance and behaviour during the probation period, and a recommendation on the 
continuing appointment of the APO.  

3. The Committee meets to discuss the Supervisor’s recommendation and provides the Supervisor with its 
comments on the recommendation. The Supervisor makes a decision informed by the Committee’s 
recommendations, and notifies the APO of that decision in writing by  letter. A copy of the letter is 
prov ided to Human Resources, accompanied by a completed Pay roll Authorization Form (PAF).  

• If the recommendation is that a continuing appointment be granted, the PAF changes the APO to a 
continuing appointment. 

• If the recommendation is that a continuing appointment be denied, the Supervisor, in consultation 
with HR, either terminates the APO’s employment OR extends the probation period. (See Probation 
Extension Section 7 .3.1 (5) or Termination Under Other Circumstances – Section 12). The PAF 
reflects the decision on change in status. 

8.0 Benefits 
For the purposes of Article 8, ‘y ear’ shall mean July 1  to June 30 unless otherwise specified. 

For the purposes of Article 8, ‘working days’ shall mean Monday to Friday, regardless of statutory holidays or 
university closure. 

8.1 Eligibility for Benefits 
APOs in the following appointment ty pes, whether full time or part time (0.5 FTE or greater), are eligible to be 
enrolled in group benefits from the date of hire and receive coverage as follows: 

1. Continuing Appointment – for the duration of the appointment 

2. Recurring Appointment 

• During the active periods of the appointment 

• During the inactive periods (layoff), APOs may  purchase all benefits except Health and Wellness 
Spending Accounts. Special provisions apply regarding the access to the Health and Wellness 
Spending Accounts during the period of lay off. 

3. Term Appointments of more than 6 months in duration OR that directly follow another benefitted 
appointment: 

• For the duration of the term, with special provisions applying to the Long-term Disability Benefit and 
Tuition Benefit. 

4. Term Appointments that are recurring in nature: 

• During the active periods of the appointment 

https://www.uleth.ca/hr/pension-and-benefits/flexible-spending-account-apo-continuing
https://www.uleth.ca/hr/pension-and-benefits/flexible-spending-account-apo-continuing
https://www.uleth.ca/hr/wellness/short-term-general-illness-or-sick-leave-and-long-term-disability
https://www.uleth.ca/hr/pension-and-benefits/tuition-benefit-apo-term
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• During the inactive periods (layoff), APOs may  purchase all benefits except Health and Wellness 
Spending Accounts. Special provisions apply regarding the access to the Health and Wellness 
Spending Accounts during the period of lay off. 

APOs in the following appointment ty pes are not eligible for enrollment in group benefits: 

• Casual Appointments 

• Appointments of less than 0.5 FTE, regardless of ty pe. 

• Appointment of fewer than 6 months in duration, unless there is no break from another benefitted 
appointment. 

8.1.1 Benefits for Spouses and Dependents 
The definitions of each benefit plan will be used to determine the eligibility for spouses and/or dependents of 
APOs. 

8.2 Group Benefits Programs 
These brief descriptions about the University Group Benefits plans represent only part of the full policies, which 
are available through the Pensions and Benefits department within Human Resources. More details are available 
on the Pension & Benefits website. 

8.2.1 Universities Academic Pension Plan  
The Universities Academic Pension Plan (UAPP) is a Defined Benefit plan. Pension benefits are based on 
pensionable salary and y ears of pensionable service. The provisions of the UAPP apply  to all APOs. Eligibility  for 
participation is determined by statute and Board policy. 

APOs who are employed on a continuing basis in a full-time, part-time (0.50 FTE or greater) or recurring 
appointment shall join the UAPP from commencement of employment. 

8.2.2 Alberta Health & Wellness 
Alberta Health & Wellness coverage is mandatory unless APOs are covered under another provincial plan. APOs 
must prove they have coverage under Alberta Health & Wellness to be eligible for Extended Health Coverage. 

8.2.3 Spending Accounts 

The University of Lethbridge offers APOs two account options: a non-taxable Health Spending Account (HSA) and 
a taxable Wellness Spending Account (WSA), which allow APOs to select additional benefits most appropriate to 
their indiv idual needs and lifestyles. Eligible members receive an allocation on an annual basis (January 1 to 
December 31) for their use within the program guidelines, prorated to the period of work. 

For APOs on a Recurring Appointment, the accrued balance in the Health and Wellness Spending Accounts to the 
effective date of the lay off may  be used during the layoff period. 

8.2.4 Extended Health Coverage 
Extended health benefits provide financial reimbursement for eligible medical services and prescription drugs. 
Coverage is mandatory, except for APOs who provide proof of coverage under another health plan. 

8.2.5 Dental Coverage 
Dental benefits provide expense reimbursement within prescribed limits for eligible dental procedures. Coverage 
is mandatory, except for APOs who prov ide proof of coverage under another dental plan. 

https://www.uleth.ca/hr/pension-and-benefits/flexible-spending-account-apo-continuing
https://www.uleth.ca/hr/pension-and-benefits/flexible-spending-account-apo-continuing
http://www.uleth.ca/hr/pension-and-benefits/administrative-professional-officer-apo
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8.2.6 Life Insurance 

Basic life insurance is mandatory. Optional life insurance is available for eligible APOs and is paid for by  APOs. 
Spousal coverage is available under the optional plan. 

8.2.7 Sick Leave 
Sick leave is an income replacement program to provide financial assistance to APOs in the event that an illness 
prevents them from reporting to work. While on sick leave, APOs will be paid their regular salary for a period not 
to exceed 128 working days or the end of a term appointment whichever occurs first. 

APOs who resume their duties following an illness and who are absent due to the same or a related illness within 
21  working day s shall have the two absences counted as one absence for the purpose of eligibility for sick leave and 
for long term disability benefits. 

Any  APO requiring sick leave must immediately report this requirement for leave to their Supervisor. Sick time 
taken must also be reported on the Monthly Exception Report. 

An APO may  be required by the Supervisor to provide acceptable proof of illness for absence and for sick leave 
entitlement. When proof of illness has been required by the Supervisor and the APO has been required to pay a 
fee, the APO will be reimbursed up to forty dollars ($40.00) upon presentation of proof of expense and pay ment. 

All medical documentation is submitted directly to the Manager, Wellness and Recognition. 

When the sick leave extends beyond two weeks, medical documentation is required and the University’s 
progressive return-to-work program may be initiated. The Manager, Wellness & Recognition will meet with the 
APO and consult with their Supervisor to review expectations and develop a return-to-work plan based on the 
written recommendations of a qualified attending medical professional. Discussions and information regarding 
the sick leave will be considered confidential and any  communication with the Supervisor or other employees will 
be treated as such. 

If the leave is expected to extend beyond 128 working days, the Manager, Wellness & Recognition notifies 
Pensions and Benefits in Human Resources, and an application for long-term disability coverage is initiated as per 
the Long-Term Disability  Insurance (LTDI) (section 8.2.8). 

An APO may  elect to bring a support person of their choice to any  meetings with the Manager, Wellness & 
Recognition, the Supervisor, or colleagues regarding their managed care and return-to-work process. This 
indiv idual may be a member of the APOE, any  other APO, a family  member, or any  other person of their choice. 

The University management may require an APO, at any  time during a sick leave or if there is a pattern of sick 
leave, to be examined by a phy sician to assess eligibility for paid sick leave. 

8.2.8 Long Term Disability Insurance (LTDI)  
Coverage is mandatory and the provisions outlined in the carrier contract apply. 

In the event of total disability and after a qualify ing period of 64 or 128 working days of sick leave, whichever 
applies, the Long-Term Disability benefit will be initiated if the application is approved by the carrier. 

While on approved long-term disability: 

1. Basic life insurance premiums are covered by the LTDI carrier for the duration of the period of coverage. 

2. LTDI premiums are waived for the duration of the period of coverage. 

3. For the first two y ears, premium payments for the remaining benefits continue as if the APO is working, 
and the Health and Wellness Spending Account contributions continue. 

4. After two y ears, full premiums for remaining benefits are paid by the University; however, contributions 
to the Health and Wellness Spending Accounts cease.  

Notwithstanding the above, for Term APOs: 
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• on term appointments for fewer than 3 continuous years, approved LTDI benefits shall be paid for a 
maximum of 24 months or to the end of the term, whichever occurs first. 

• who have been employed at the University for 3 y ears or more in a single or back-to-back term 
appointment(s), approved LTDI benefits are for the maximum period (death or Age 65).  

8.2.9 Workers’ Compensation Supplement (WCB)  
In the event of an injury  qualifying for WCB, the APO will be placed on WCB leave and continue to receive 
University salary (exclusive of acting pay, non-pensionable stipends, and market supplements) and benefits for 
the duration of sick leave remaining, under the following conditions: 

1. The APO was injured in the course of employment for the University of Lethbridge. 

2. The APO is eligible for WCB. 

3. The APO is absent from work beyond the day of injury  as a result of these injuries. 

4. Pay ment from WCB for the time loss is remitted directly to the University.  

8.2.10 Voluntary Coverage - Accidental Death and Dismemberment  
Accidental Death and Dismemberment coverage is a voluntary program through which APOs may  purchase 
coverage for themselves and their dependents. 

8.2.11 Employee Family Assistance Program (EFAP)  
EFAP provides confidential, personal counselling for a board range of personal, work, and family  issues. More 
information about EFAP is available on the Pension & Benefits website.  

8.3 Leaves 
8.3.1 Birth Leave 
An APO shall be granted up to three (3) days for the birth or adoption proceedings of his/her own child. Eligibility 
for birth leave does not extend to the birth mother. 

8.3.2 Maternity/Parental/Adoption Leave 
After completing 12 months of continuous service, an APO is eligible for maternity, parental and adoption leaves. 
The leave shall be the same for a single child or multiple childbirths, or an adoption of one or more children at the 
same time. Proof of pregnancy/birth or adoption may be required to establish eligibility. 

APOs granted Maternity/Adoption/Parental leave shall, upon return to work, be returned to their former 
positions or be placed in another comparable position at not less than the same salary that had accrued to them 
and at the same level of benefits that is applicable to APOs in their classification. 

Supplem ental Unemployment Benefit (SUB) 

• APOs eligible for Maternity, Parental or Adoption Leave and who qualify for Employment Insurance (EI) 
Maternity  or Parental benefits receive the Supplemental Unemployment Benefit (SUB) Plan in effect at 
the time the leave commences. 

• The APO plan prov ides up to 95% of the base salary  less the amount received from EI for up to 17  weeks (2 
week waiting period and 15 weeks EI paid) and is subject to the EI regulations for SUB plans. 

• If both parents are employees of the University, the birth mother must take at least the first six  weeks. 
Thereafter, either parent can apply for SUB. The total SUB received may not exceed the maximum plan 
available to one or the other parent, i.e. the total number of weeks on SUB for two University employees 
combined cannot exceed the maximum allowed for either one or the other. 

http://www.uleth.ca/hr/pension-and-benefits/employee-and-family-assistance-program-efap-0
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Parental Leave 

1. Maximum Parental Leave is 35 weeks. 

2. This leave is unpaid with no accrual of vacation during this period. The APO may  purchase benefits by 
pay ing the full premiums. The Health Spending Account remains active, but it is prorated for the period of 
the unpaid leave upon return. 

3. If both parents are employees of the University, the Parental Leave may be taken entirely by one of the 
parents or may  be shared between the two. Shared time may be required to be consecutive, rather than 
concurrent, and shall not exceed 35 weeks in total between the two parents. 

Maternity Leave 

1. Maximum Maternity Leave is 17  weeks, ty pically followed by Parental Leave. 

2. The birth mother is eligible for Maternity Leave, or if the birth mother returns to work between 6 weeks 
and 17  weeks, the other parent becomes eligible for the benefits that would have accrued to the birth 
mother for the remaining weeks. 

3. The leave must commence by the date of the birth of the child. 

4. Vacation continues to accrue during this period and benefits premiums are covered as if the APO is 
working. 

5. APOs who have received the SUB plan under Maternity Leave are not eligible for the SUB plan under 
subsequent Parental leave of the same leave. 

Adoption Leave 

1. Maximum adoption leave is 17  weeks, ty pically followed by Parental Leave. 

2. Only  the primary  caregiver for the child is eligible for Adoption Leave. 

3. The leave must commence immediately following the adoption of a child and the child must be under 18 
y ears of age at the time the leave concludes. 

4. Vacation continues to accrue during this period and benefits premiums are covered as if the APO is 
working. 

5. APOs who have received the SUB plan under adoption leave are not eligible for the SUB plan under 
subsequent Parental Leave of the same leave. 

Advance Notice for Maternity/Adoption, and Parental Leave  

1. At least 6 weeks written notice must be given to the Supervisor and Human Resources prior to the start of 
the Maternity /Adoption/Parental Leave. (Notice prior to Parental Leave is not required after Maternity 
Leave, unless it was originally agreed to take only 17 weeks of Maternity Leave.) In circumstances that 
would prevent the APO from giv ing the required notice, such as early labour, written notice must be given 
to the superv isor as soon as possible. 

2. APOs intending to return to work will be required to give 6 weeks of notice in writing of their intention to 
return to work and the date of return. 

8.3.3 Personal Leave 
An APO may  be granted leave with pay for: 

• Bereavement due to a death in the immediate family. Immediate family shall mean an APO's 
spouse/domestic partner, parent, son, daughter, brother, sister, guardian, ward, parent-in-law, 
grandparent, grandchild, son-in-law, daughter-in-law, aunt, uncle, niece, nephew, the domestic partner of 
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an APO’s brother or sister, an APO’s domestic partner’s guardian, ward, grandparent, sister or brother (up 
to 5 day s per y ear) 

• Change of domicile (up to 2 day s per y ear) 

• Funeral of a close friend (up to 1  day  per year) 

• Administration of an estate if the APO is the executor of that estate (up to 3 day s per year) 

• Citizenship proceedings, when the APO is being granted citizenship (1  day) 

• Disaster conditions, when critical conditions require the APOs person attention, (e.g. flood, fire, etc) and 
no one else can attend to the matter (1 day/year) 

Additional days may be approved under unusual circumstances by the Senior Executive (e.g. travel time, multiple 
deaths, significant hardship). 

8.3.4 Family Emergency and Illness Leave 
An APO may  be granted up to 5-days of leave with pay for: 

• Family  emergencies, and 

• Family  illness, where care is medically necessary and no one else can care for the family  member. 

The authorization for leave will be at the Superv isor’s discretion and will not be considered an automatic annual 
entitlement. 

8.3.5 Political Leave 
1. An APO who becomes an elected member of the Provincial Legislature shall be given a leave of absence 

without pay  for the period of each year in which they sit in the Prov incial Legislature or is otherwise 
occupied with duties as an elected representative; or the APO may  exercise the option of continuous leave 
without pay  for the period in which they hold elected office. 

2. Arrangements for leave appropriate to the circumstances shall be made for APOs elected to municipal or 
other local government office. 

3. An APO who becomes an elected member of the Federal Parliament shall be given a leave of absence 
without pay  for the period in which they hold elected office. 

4. An APO who is appointed a Minister of the Crown shall be given a leave of absence without pay during 
their tenure of office. 

8.3.6 Leave without Pay (LWOP) 
An APO shall apply  in writing for a LWOP at least one (1) month prior to the date they intend to commence their 
leave. Arrangements affecting salary and benefits will be established before the leave is approved. Approval of 
applications for LWOP will be determined by the Supervisor relative to the business or operational requirements 
of the unit. 

Benefits While on LWOP 

• During an unpaid leave in excess of 10 consecutive working days, an APO is responsible for paying all 
premiums and contributions required to maintain benefits for which they are eligible, as described in the 
benefits’ plan. 

• An APO is not eligible for the Health and Wellness Spending Account during their unpaid leave. If the 
annual spending account was not already adjusted for the LWOP during the y ear of the leave, the 
spending account will be adjusted in the following calendar y ear (Jan 1  – Dec 31). 
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• Eligibility  for the Universities Academic Pension Plan (UAPP) during periods of unpaid leave shall be 
subject to the regulations of the UAPP. 

• APOs apply ing for a LWOP must include a proposal for the use of accrued vacation prior to or at the end 
of the leave. 

Accrual of Service and Vacation during LWOP 

When an APO is granted a LWOP in excess of one month, vacation and service cease to accrue as of the first day  of 
the calendar month following commencement of the LWOP and resume the first day  of the calendar month in 
which the APO returns to work. 

8.4 Vacation and Statutory Holidays 
8.4.1 Vacation 

1. APOs who are not on a casual appointment earn and schedule vacation as follows: 

Years of Service Annual Vacation Entitlement 

0-10 22 day s (accrued at 1 .83 days per month) 

>10-24 25 day s (accrued at 2.09 days per month) 

>24 30 day s (accrued at 2.5 days per month) 

2. Vacation will be taken at a time mutually agreed on by the APO and the Superv isor. APOs must report any 
vacation taken on the Monthly Exception Report. 

3. APOs may  request to borrow up to one half of the next y ear's vacation entitlement. A written request to 
borrow ahead on vacation may  be made to the Supervisor stating the reasons for the request and when the 
borrowed vacation will be used. 

4. Vacation entitlement is not earned during periods of LWOP in excess of one month in duration. 

5. APOs who are on a Casual Appointment begin accruing vacation at 4%, to be paid in each pay  period. 

Refer to the Vacation Management Policy. 

8.4.2 Statutory Holidays 
1. APOs will be entitled to Statutory Holidays as provided by applicable legislation. If an APO is required to 

work on a Statutory Holiday, an alternate day off will be provided. This day  will be mutually agreed upon 
by  the APO and the Superv isor. 

2. Any  other holidays observed by the University, such as Easter Monday, shall also be provided. However, 
any  APO required or choosing to work during any  of these days will not be provided additional 
compensation but may be provided with alternative time off. 

8.5 Tuition Benefit 
8.5.1 Employee Tuition Benefit 

1. All APO, except Casual APOs, are eligible for the Employee Tuition Benefit. Term APOs must complete 6 
months of serv ice for eligibility. 

2. The Board shall waive 100% of tuition fees to the following maximums: 

• For undergraduate students, the maximum is 15 domestic undergraduate credit hours per term. 

• For graduate students, a per-semester reimbursement of 100% of the appropriate full-time or part-
time tuition or continuation fee, as outlined in the University of Lethbridge Graduate Calendar, for 
the graduate program in which the APO is registered. Reimbursement will not be provided in cases 

http://www.uleth.ca/hr/pension-and-benefits/universities-academic-pension-plan-uapp-0
http://www.uleth.ca/policy/vacation-management-policy
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where the APO/student is registered beyond the maximum residency limit for his/her full-time or 
part-time graduate program. 

3. University of Lethbridge undergraduate courses, graduate courses, and co‐operative education courses 
qualify  for the Employ ee Tuition Benefit. 

4. All other fees, such as Student Administrative Fees, Students’ Union Fees and the Sport and Recreation 
Serv ices Fees, are not waived. 

5. The remaining portion of the tuition fees may  be eligible for reimbursement through Article 9.4 
(Graduate/Professional Certification). 

6. An administration fee of $15.00 per semester course shall be charged to the APO, to a maximum of 
$45.00 per APO per semester. 

7 . Normal regulations on tuition and other course fee pay ments and deadlines, will apply as per the current 
Academic Calendars. 

8. Tuition Benefit forms are available from Human Resources. They must be submitted before the add/drop 
deadline for the semester, as specified in the current Academic Calendar. 

9. The taxation of the tuition benefit shall be in accordance with Canada Revenue Agency regulations. 

8.5.2 Employee Tuition Benefit during LWOP 

1. All APO employees, except Casual APOs, are entitled to the Employee Tuition Benefit (section 8.5.1) 
during any  approved unpaid leave. 

2. If, after returning from an unpaid leave, an APO who voluntarily leaves the service of the U of L prior to 
the expiration of the term of the appointment or within 12 months from the initial date of return, 
whichever period is less, will be required to refund a portion of the Employee Tuition Benefit received. 

• Example: APO works 6 months following the leave and then leaves university. They are required to 
reimburse the University for 50% (6 months/12 months) of the Employ ee Tuition Benefit. 

3. Recurring APOs, whether ongoing or term, are eligible for the Employee Tuition Benefit during Recurring 
lay -off. 

8.5.3 APO Spouse and Dependent Tuition Benefit 
1. All APOs, except Casual APOs, are eligible for the Spouse and Dependent Tuition Benefit. Term APOs 

must complete 6 months of service for eligibility. 

2. The maximum benefit for any  student is 50% of tuition fees to the following maximums, regardless 
whether or not more than one parent is a University of Lethbridge employee. 

• For undergraduate students, the maximum is 15 domestic undergraduate credit hours per term. 

• For graduate students, a per-semester reimbursement of 50% of the appropriate full-time or part-
time tuition or continuation fee, as outlined in the University of Lethbridge Graduate Calendar, for 
the graduate program in which the student is registered. Reimbursement will not be provided in cases 
where the student is registered beyond the maximum residency limit for his/her full-time or part-time 
graduate program. If the 50% graduate student maximum tuition benefit amount is less than the 50% 
undergraduate student tuition benefit amount, the tuition benefit will be the 50% undergraduate 
student tuition benefit amount. 

• The tuition benefit is prorated if the APO is part-time. If both parents are APOs, the tuition benefit is 
prorated only if both are part-time. 

3. University of Lethbridge undergraduate courses, graduate courses, and co-operative education courses 
qualify  for the Spouse and Dependent Tuition Benefit. 
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4. All other fees, such as Student Administrative Fees, Students’ Union Fees and the Sport and Recreation 
Serv ices Fees, are not waived. 

5. Eligible spouses and children of Recurring APOs are eligible for the Spouse and Dependent Tuition 
Benefit during Recurring lay-off. 

6. An administration fee of $15.00 per semester course shall be deducted from the benefit, to a maximum of 
$45.00 per student per semester. 

7 . Normal regulations on tuition and other course fee pay ments and deadlines will apply as per the current 
Academic Calendars. 

8. Tuition benefit forms are available from Human Resources. They must be submitted before the add/drop 
deadline for the semester, as specified in the current Academic Calendars. 

9. The taxation of the tuition benefit shall be in accordance with Canada Revenue Agency regulations. 

Death in Serv ice 

1. The spouse and eligible dependents of an APO with no less than one y ear of service, who dies while 
employed by the University, shall be entitled to: 

• A waiver of one hundred per cent (100%) of the tuition fees for undergraduate credit courses taken at 
the University of Lethbridge for a period of four (4) y ears following the death of the APO, up to a 
maximum of 15 domestic undergraduate credit hours per student per term. All other fees, such as 
Student Administrative Fees, Students’ Union Fees and the Sport and Recreation Services Fees, are 
not waived. 

• A waiver of one hundred per cent (100%) of the tuition fees for graduate credit courses taken at the 
University of Lethbridge for a period of two (2) y ears following the death of the APO, up to a 
maximum of the per-semester full-time or part-time tuition or continuation fee, as outlined in the 
University of Lethbridge Graduate Calendar, for the graduate program in which the student is 
registered.  Reimbursement will not be provided in cases where the student is registered beyond the 
maximum residency limit for his/her full-time or part-time graduate program. All other fees, such as 
Student Administrative Fees, Students’ Union Fees and the Sport and Recreation Services Fees, are 
not waived. 

2. The taxation of the Spouse and Dependent Tuition Benefit shall be in accordance with Canada Revenue 
Agency regulations. 

9.0 Professional Development 

9.1 Preamble  
The University will support APOs in the acquisition of knowledge or skills necessary for achieving institutional 
objectives through training and professional development programs. APOs are responsible for pursuing self-
development alternatives that address current and future organizational needs. 

An APO may  be assigned duties that are outside of his or her area of expertise to respond to organizational 
requirements or provide the APO with developmental opportunities. In such cases, the APO will be prov ided with 
training and support to develop the capability of performing the new duties. 

Unless professional development leave has been approved, APOs who are registered in 
credit/accreditation/designation courses are expected to attend classes and study on their own time. Should class 
times conflict with regular working hours, the APO is expected to make up that time or book it as vacation. 
Arrangements must have the approval of the Supervisor. 

9.2 Professional Supplement 
Purpose 
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The Professional Supplement is intended to motivate interest and provide opportunities for continuous learning 
in a changing university environment. 

Eligibility 

Full time continuing, sessional (pro-rated), and term (pro-rated) APOs are eligible for the Professional 
Supplement. Eligibility for funds each year (July 1  – June 30) is based on the APO’s balance as of June 30 of the 
prev ious year. 

Fund 

The Professional Supplement is $1 ,050 (prorated for sessional and term appointments based on start date) for 
eligible APOs per y ear, applicable to job related or career development expenditures. This amount is reviewed and 
subject to change each y ear. 

Effective July  1 , 2013, APOs may  carry forward a maximum of up to 4 y ears of accumulation of the annual 
professional supplement entitlement. Balances which exceed 4 y ears of accumulation are not reduced to meet this 
limitation; however, neither do they accrue additional funds until such time as the June 30 balance is less than the 
maximum. 

Upon termination, all unused Professional Supplement funds (as determined by University regulations) will be 
distributed equally to the Professional Supplement of eligible APOs on record as of September 30 each y ear. If the 
amount to be allocated to each APO is 10% or less of the annual plan entitlement, allocation will be postponed 
until another y ear when the amount is more than 10% of the annual plan entitlement. 

The policy is available online (Professional Supplement Funds policy) and the claims process is available online 
through the University's website (The Bridge). 

9.3 Professional Development Leave 
Professional development leave provides an opportunity for APOs to upgrade their qualifications through 
education or retraining. 

Professional development leave may be in the form of assigned duties or leave initiated, in writing, by the APO. In 
either case, APOs remain University employees. 

For leaves that have been assigned, APOs will continue to receive their normal salary. APOs may  earn up to 80% 
of their salary for self-initiated leaves. The amount of support provided will be determined by the Supervisor and 
the Vice-President (Finance & Administration), on a case-by-case basis.  

The following information applies to leaves initiated by an APO. 

9.3.1 Eligibility 

An APO who is approaching six  years of University service and is classified as full-time continuing is eligible to 
apply  for up to six  months of professional development leave. 

Leave may  be taken six years following:  

• the date of hire, or 

• the end of the last professional development leave. 

Exceptions may be made in cases of assigned leaves. 

9.3.2 Application Procedures 
The APO must apply  for professional development leave at least one year in advance. The application for leave 
must be in the form of a business case submitted to the APO’s Supervisor. 

Recommended content of the business case includes: 

• Overv iew of activities to be undertaken during the leave. 

http://www.uleth.ca/policy/professional-supplement-funds
https://bridge.uleth.ca/
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• Impact to professional credentials and performance as a consequence of the leave. 

• Direct and indirect benefits to the University. 

• Plan for the continued operation of the business unit including support requirements. 

• Plans for the use of the then-current vacation accrual. 

• Funding prov isions to cover expenses incurred during the leave that may  include a request for University 
funding. APOs must explore all options for funding assistance, including grants and scholarships. 

9.3.3 Approval Process 
1. The Superv isor reviews the professional development leave proposal for reasonableness and completeness 

and assesses the impact on operational requirements. The Supervisor (and the Senior Executive, if 
applicable) must decide to approve or reject the leave proposal in consultation with Human Resources. 

2. If the proposal is approved within 10 days of receipt of the proposal the Supervisor submits the proposal 
and their written assessment of it to the Vice-President (Finance & Administration).  

3. All decisions to approve professional development leave must receive the final approval of the Vice-
President (Finance & Administration). The final decision is documented and sent to the APO and the 
Superv isor. 

4. If the application is rejected, the APO will receive written feedback from the Supervisor as to why the 
leave was denied. 

9.3.4 Salary and Benefits  

The salary  of an APO on professional development leave will be adjusted to reflect changes to salary incurred by 
other APOs (e.g., Cost of Liv ing Adjustments or scale increases). Salary adjustments will be allocated in 
proportion to the salary being paid while on leave. 

Benefit coverage will be determined by specific carrier agreements. Eligibility for the Universities Academic 
Pension Plan (UAPP) during periods of partial salary shall be subject to the UAPP regulations. Vacation 
entitlement will not accrue during the leave. 

9.3.5 Post-Leave Responsibilities 
Any  APO who has been granted professional development leave whether assigned or self-initiated, must provide a 
report at the end of the leave outlining the objectives and results achieved. The Annual Statement of APO 
Objectives and Results may be used for this purpose. The APO must submit copies of the report to the Supervisor, 
Human Resources, Executive Directors’ Council, and the Vice President (Finance & Administration). 

http://www.uleth.ca/hr/pension-and-benefits/universities-academic-pension-plan-uapp-0
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9.3.6 Service Following Leave 

An APO who resigns from their position without completing the full-service commitment must repay the 
applicable prorated portion of the salary paid while on leave. For example, an APO on a six-month professional 
development leave, at 80% salary, who resigns after 12 months of the required 24 months of service must repay 
three months of the salary paid to them while on leave (12/24 months x  6 months leave at 80% salary  = 3 months 
at 80% salary ). 

If the APO has not repaid the University before the last day of employment, the University will deduct the amount 
of the loan from any  salary, wages, overtime pay, or any  other entitlements owed to the APO. If these funds are not 
sufficient, or if the University has not received the repayment through other means by the last day of the APO's 
employment with the University, interest will accrue on the amount owed at 5% above prime per annum. 

9.4 Graduate/Professional Certification (Reimbursement) and Tuition 
Loans 

Reimbursement is two-thirds of the amount of tuition and related registration expenditures (e.g. travel, books), 
up to a maximum of $10,000 over a period of five years. APOs must provide proof of successful completion for 
each course to receive reimbursement. 

Fund Contributions 

Until adjusted by the Board through the President, the Board of Governors’ annual contribution to the APO 
Educational Development Fund is $10,000 (July 1  - June 30). Amounts not used in a particular year will 
accumulate until the value of the fund reaches 2.5 times the annual contribution level for that y ear. 

Eligibility 

Any  APO occupying a full-time continuing position and who has successfully completed the probation period is 
eligible to apply for Graduate/Professional Certification funding. Part-time continuing APOs are also eligible to 
apply  for funding, which if approved, will be prorated to the position percentage. 

With the special permission of the CHRO and Administration, full-time term APOs may  also apply; however, the 
amount reimbursed may be modified in consideration of several factors including the length of the term, the 
length of time in the position, and the funding available. 

APOs who apply  and are approved to participate in the program are eligible to apply again after five y ears from 
the completion date of their previous educational development period. 

Application Process 

1. The APO develops an application that includes the following: program description (summary with 
program description from calendar); program length; costs; and benefits from the degree/certification; 
other sources of funding being accessed; and how time away  from U of L employ ment will be managed. 

2. The APO seeks the written approval of his/her Supervisor for the time management plan described above. 

3. The APO submits the application to the CHRO and Administration for review and approval. Applications 
must be submitted by May 1  for the following year (July 1  – June 30) to be eligible for reimbursement. 

Reim bursement 

Reimbursement is two-thirds of the amount of tuition and related registration expenditures (e.g. travel, books), 
up to a maximum of $10,000 over a period of five years. APOs must provide proof of successful completion for 
each course to receive reimbursement. 

Prov ided the total reimbursement under Article 9.4 does not exceed 100% of the cost of tuition and related 
registration expenditures, APOs may  also access the Employee Tuition Benefit (Article 8.5.1) for University of 
Lethbridge courses and Professional Supplement (Article 9.2) for funding as outlined in those articles. 



26 

 

If the APO voluntarily leaves the service of the University of Lethbridge within 24 months of receiving funding 
under Article 9.4, he or she must refund a portion of the funding on the following basis: the full amount of the 
tuition paid by  the University less an amount equal to 1/24 for each full month employed less than the two years 
from the funding date. If the APO has not repaid the University before the last day of employment, the University 
will deduct the amount owing from any salary, wages, or any other entitlements owed to the APO. If this amount 
is insufficient, interest will accrue on the amount owed at 5% above prime per annum. 

T uition Loans 

APOs may  request a loan from the University to assist in pay ing tuition before the successful completion of the 
course(s). 

If the APO leaves the service of the University of Lethbridge before completing the course for which a loan has 
been granted, the APO will repay  to the University of Lethbridge the full amount of the loan. 

If the APO has not repaid the University before the last day of employment, the University will deduct the amount 
of the loan from any  salary, wages, overtime pay, or any  other entitlements owed to the APO. 

If the University has not received the repayment by the last day of the APO's employment with the University, 
interest will accrue on the amount owed at 5% above prime per annum. 

Tax Regulations 

The taxation of the reimbursement shall be in accordance with Canada Revenue Agency (CRA) regulations. 

In accordance with CRA regulations, employment related training and education is generally considered non-
taxable. APOs who have their eligible tuition fees paid for or reimbursed by their employer, and have not received 
a taxable benefit, are not entitled to claim the tuition tax  credit or the education amount on their personal income 
tax  return. 

If the tuition fees paid or reimbursed on behalf of an APO are considered a taxable benefit, then the amount will 
be included on the APO’s T4, and the APO may  claim the tuition fees as a deduction in computing taxable income. 

10.0 Employee Records 
The University collects, uses, and retains personal information about APOs that is required for business or legal 
reasons. 

10.1 Responsibilities 
The APO is responsible for providing Human Resources with requisite current personal information such as: 
résumé, change of address/phone number, changes in dependents or beneficiary. 

The Superv isor or Senior Executive is responsible for forwarding job-related information to Human Resources. 

Human Resources is responsible for maintaining APO records in a confidential manner. 

10.2 File Access 
To preserve the privacy of APO information, access to APO records will be limited to: 

1. The indiv idual APO 

2. Superv isory/Managerial employees to whom the APO reports 

3. Authorized officers of the University requiring access to the file for business or legal reasons 

Written complaints or letters of performance not written by the Supervisor will only be provided to APOs through 
a fair summary of the contents so as not to identify the author. These letters become a part of an APO’s personnel 
file only  after being reviewed by the Supervisor and the APO. 
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Access to v iew the APO record is arranged through Human Resources and can only be v iewed in the presence of a 
Human Resources representative. The records must remain in Human Resources during v iewing. 

11.0  Dispute Resolution 
The University is committed to supporting the effective and timely resolution of problems and will provide APOs 
with a constructive means to register a complaint without fear of reprisal. 

It is of the utmost importance that complaints and problems be resolved as quickly as possible. Problems (written 
or oral) must be brought to the attention of the immediate Supervisor as soon as possible. The Supervisor or 
others who play a role in the dispute resolution process must act with the intent of providing a fair and equitable 
resolution to the issue brought before them. 

If the APO does not proceed to the next step within the time periods specified, the dispute shall be considered 
withdrawn. All time limits can be extended by written mutual consent of the APO and the University. Time limits 
are exclusive of Saturdays, Sundays, statutory holidays, and any  other days the University administrative offices 
are officially  closed. 

Step 1 : An APO who wishes to resolve a complaint arranges a meeting to informally discuss the issue with his or 
her Superv isor within 10 days of the issue that gave rise to the complaint. The Supervisor and APO must 
have a representative of Human Resources present for assistance. If the complaint remains unresolved, the 
APO may  present the complaint to the Senior Executive at Step 2 within 5 day s of the conclusion of the 
informal meeting. 

Step 2: The Senior Executive meets with the APO, the Superv isor, and a representative of Human Resources to 
resolve the concern. The Senior Executive provides the APO with a written decision within 5 days of this 
meeting. 

Step 3: If a satisfactory resolution has not been reached at Step 2 and the APO wishes to pursue the complaint 
further, the APO shall prov ide a formal letter of dispute to the Senior Executive within 10 days of the 
decision at Step 2 detailing the complaint and the remedy sought. At this time, the dispute will be referred 
to mediation with the parties outlined in Step 1  in attendance. The mediation is an informal non-binding 
conference or conferences between the parties in which a mediator will seek to guide the parties to a 
resolution of the dispute. The parties are free to select a mutually acceptable external mediator from a list 
of certified mediators supplied by Human Resources. The mediation process shall continue until the case is 
resolved, one of the parties wishes to terminate the mediation, or the mediator files a report stating there is 
no possibility of resolution. If mediation fails the parties may proceed to Step 4 below. 

Step 4: If the complaint is not resolved at Step 3, the APO may  submit the letter of dispute to the Vice-President 
(Finance & Administration) within 5 day s of the conclusion of the mediation process. The Vice-President 
(Finance & Administration) will convene a review panel consisting of the Vice-President (Finance & 
Administration) as Chair, a member of the APO group (not involved in the dispute and chosen by the APO) 
and a Senior Executive (not involved in the dispute) representing the Department within 10 days of receipt 
of the complaint. The panel will hear the complaint from the concerned parties. The panel may  seek the 
advice of a member of Human Resources who has been involved in the dispute resolution process 
concerning the complaint. The Chair will seek the advice of the panel members before rendering a written 
decision on the matter which is final and binding on the parties. The decision of the Chair will be 
transmitted to the parties within 10 days of the completion of the hearing. 

Any  agreement or resolution that results from the Dispute Resolution procedure shall be summarized in a 
document signed by the APO and the University. 

The dispute resolution process does not apply to actions taken by the University under Section 12 of the Manual. 

12.0  Termination 
The University will use appropriate employee relations practices that are fair, with reasonable financial treatment 
(as tested by the Southern Alberta labour market) in the event that employment with the University is terminated. 
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12.1 Resignation 
An APO who intends to resign must submit a letter of resignation to their Supervisor which is forwarded to 
Human Resources. The letter of resignation is required a minimum of 30 calendar days before the effective date of 
resignation. 

12.2 Retirement 
APOs may  choose to retire following their 55th birthday. A letter of resignation is required a minimum of 30 
calendar days before the effective date of retirement. APOs considering collecting their Universities Academic 
Pension Plan (UAPP) need to contact the Pension and Benefits Unit within Human Resources for timelines and 
ramifications. Review current UAPP information. 

12.3 Position Abolishment 
An APO position may  be abolished by the Board due to business reasons such as anticipated or actual financial 
exigency, redundancy, economic requirements, or organizational or technological change. 

The APO is entitled to reasonable notice in writing or, at the employer’s option, pay in lieu of notice, or a 
combination thereof. For the purposes of this section, pay in lieu of notice consists of monthly salary and 
employer contributions to pension and benefits, with the exception of acting pay, non-pensionable salary 
supplements and professional supplement entitlement. 

The prov isions for notice and severance as a consequence of a position abolishment are: 

1. The combination of notice worked and pay  in lieu of notice shall be in the amount of 1  month for each full 
y ear of continuous service with the University and a proportion of a month’s notice for any partial year of 
serv ice. The combination of notice and pay in lieu of notice shall not be less than 3 months and shall not 
exceed 15 months, inclusive of the statutory requirement for notice. 

2. The University can require the APO to work 3 months of the notice period. The APO can work bey ond 3 
months of the notice period by mutual agreement between the APO and employer. 

3. All employer-paid benefits and the employer portion of pension contributions will be continued by the 
Board for the period of notice worked. The lump sum pay ments for notice and benefits will represent the 
maximum compensation, benefits or damages that the APO can recover from the employer, unless 
otherwise agreed. If, however, the University elects to pay the APO a lump sum in lieu of all or part of the 
notice, then an amount equal to the insured benefits premiums and pension contributions, or 
contributions which would otherwise been payable during the period of notice, will be paid to the APO 
with the exception of any  professional supplement entitlement. The lump sum pay ments for notice and 
benefits will represent the maximum compensation, benefits, or damages that the APO can recover from 
the employer, unless otherwise agreed. 

4. In recognition of the importance of providing assistance to terminated APOs to re-establish themselves, 
the Board through the President will provide professional outplacement counseling services, as mutually 
agreed by  the APO, the President, and the Board, valued at a maximum of an amount equivalent to the 
APO's gross salary for 1  month. Cash payments equivalent to these services will not be available. 

An APO who has agreed to work beyond the initial 3 months of the notice period and who, after having worked the 
initial 3 months of notice, accepts a position outside the University may, with 30 days written notice to their 
Superv isor, receive pay in lieu of notice for the remainder of the notice period. 

If the University elects to provide a working notice period, then during this period the University will make 
reasonable effort to relocate the APO to an equivalent and available position elsewhere in the University. Should 
an equivalent position be identified no pay in lieu of notice will be pay able, as long as the APO is able to maintain 
their current salary in the equivalent position. 

Once an APO leaves the employ of the University, they will be considered for any  positions for which they apply 
and for which they  have the qualifications required. 

http://www.uleth.ca/hr/pension-and-benefits/universities-academic-pension-plan-uapp-0
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12.4 Dismissal with Cause 
An APO may  be dismissed with cause without notice or pay in lieu of notice. A Supervisor who believes they have 
cause to dismiss an APO must consult with Human Resources before taking disciplinary action. If necessary, an 
APO may  be suspended with pay pending further investigation. 

In determining if dismissal is an appropriate consequence for an act of misconduct, the University will take into 
consideration the nature of the problem, the APO’s record, the specific circumstances, and other relevant 
information. Examples of actions that may constitute cause include, but are not limited to: 

• Serious v iolation of University policy 

• Theft, dishonesty, or criminal activity 

• Illegal drug use while on duty  

• Substance or alcohol abuse while on duty 

• Insubordination or abuse of a colleague 

• Malicious damage to University property 

• Misrepresentation of credentials 

• Threats or actions that harm the University, its employees, or its students 

• Unwarranted disclosure of confidential University information 

Where an APO is terminated for cause, there is no entitlement to notice or other payments except those required 
by  law. 

An APO dismissed for cause will not normally be eligible for re-employment by the University. 

12.5 Other Circumstances 
The University can terminate an APO or position for circumstances other than those described above. Examples 
include, but are not limited to: performance reasons, fit within the organization, failure to complete probation, or 
potential for development. In these circumstances, the University endeavours to apply fair and reasonable 
treatment to the individuals involved. 

The amount of notice or pay in lieu of notice and severance will be established for each case based on the 
circumstances surrounding the termination. However, the combination of notice and pay in lieu of notice shall not 
be less than 1  month and shall not exceed 15 months. For the purpose of this section, pay in lieu of notice consists 
of monthly salary and employer contributions to benefits, with the exception of professional supplement 
entitlement. 

Wherever possible, the University will use a progressive performance improvement plan before APOs are 
terminated under this clause. 

12.6 Coaching Appointments 
A progressive process of performance improvement (Section 7 .4) is used to correct most performance problems 
and to give APOs an opportunity to correct unacceptable or inadequate performance. 

The Superv isor may terminate a coaching appointment and provide notice or pay in lieu of notice as follows: 

• No notice or pay-in-lieu of notice is required for dismissal with cause. 

• Otherwise, termination provisions will be as stipulated in the letter of offer. 

T erm Coaching Appointments 

An appointment for a specified duration that does not imply a further appointment upon the expiry of the term. 
The duration of a term appointment may be shortened by  the Supervisor, by providing one month of written 
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notice for each full y ear of continuous service and a proportion of a month’s notice for any partial y ear of service, 
unless otherwise stated in the employment contract. Term appointments may be full-time or part-time. 

First coaching appointments are typically term appointments for up to three years. Notice periods for term 
coaching appointments are as stipulated in the letter of offer. 

12.7 Exit Interview Program 
When a notice of an APO’s resignation is received, Human Resources may ask the APO to participate in an exit 
interv iew. This is a voluntary program for APOs leaving the institution that helps the University gather 
information that can provide effective feedback about employment and management practices. The University 
holds this information in confidence and does not place it in an APO’s file. 

A Human Resources Consultant may administer the exit interview. In cases where circumstances do not allow a 
personal interview, the departing APO may  be asked to complete an exit interview questionnaire. 

13.0   Conflict of Interest/Commitment Policy and Ethical 
 Conduct 

All APOs are required annually to complete a Conflict of Interest and/or Commitment and Confidentiality 
Disclosure form and rev iew the Conflict of Interest and/or Commitment policy. A copy of the Disclosure Form is 
kept electronically. 

https://bridge.uleth.ca/PROD/pay_coi_disclosure.p_view_staff
https://bridge.uleth.ca/PROD/pay_coi_disclosure.p_view_staff
http://www.uleth.ca/policy/conflict-interest-andor-commitment-policy
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Schedule A 
Effective July  1 , 2017 

Salary Grades & Ranges 
 Min  Mid  Max 

Grade 1 43,650.00   54,912.00   66,174.00 

Grade 2 50,198.00  63,149.00  7 6,100.00 

Grade 3 58,018.00  7 2,987.00  87 ,956.00 

Grade 4 67 ,057.00  84,358.00  101,658.00 

Grade 5 77,504.00  97 ,500.00  117 ,496.00 

Grade 6 89,311.00  112,353.00  135,395.00 
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