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Introduction

The purpose of this user guide is to assist non-CSSEA/non-HEABC (“non-union”) social services agencies and/
or service providers in British Columbia to complete the 2024 Compensation and Employee Turnover Report,
which collects data in the reporting period from January 1, 2023 to December 31, 2023 (i.e. calendar year
2023).

Limited data exists to support government funding requests or decisions in relation to social services agencies
and/or service providers that are not members of CSSEA or HEABC. This impacts Government’s ability

to make decisions regarding the funding of non-union agencies and/or service providers. To address this
information gap, social services government funders have partnered with the Public Sector Employers’ Council
Secretariat (PSEC) to collect non-CSSEA/non-HEABC social services agencies’ and/or service providers funding,
compensation costs and human resource information.

In 2024, the Compensation and Employee Turnover Report continues to collect data from all non-CSSEA/non-
HEABC

social services agencies and/or service providers that receive Provincial government funding. Your completion
of this report is required to support government decision making on future funded compensation increases for
the non-union social services sector. Any questions you have regarding your reporting requirement are to be
directed to your Ministry or Crown Corporation Contract Manager.

The 2024 report, covering 2023 calendar year data, will be conducted in spring/summer 2024. The aggregated
data will be used by government funders to support decisions. The data will also provide useful benchmark
information to support

sector recruitment and retention strategies, understand shifting labour force demographics and enhance the
long-term sustainability of the social services sector in BC.



FAQ

REPORT BACKGROUND

Q1. What is the Non-Union Agency Compensation and Employee Turnover Report?
This report is an initiative coordinated by B.C. Government funders of social services to collect employee workforce and compensation data from non-
union contracted social service agencies.

The data collected is targeted to help the B.C. Government better understand the non-union social services sector’s compensation costs, employee
turnover rates and human resource demographics.

The 2024 report collects calendar year 2023 information on:
e wages, benefits, paid hours and employee counts; and

e workforce demographics (e.g. gender, age, seniority), benefit participation, employee turnover, vacancies, funding and the number of contracts.

The data gathered by the report is not employee-specific and personal identifiers are not collected.

Q2. Why is B.C. Government collecting this information?
Currently, Government has limited data regarding social services non-union agencies’ compensation and costs and human resource practices. This
impacts Government’s ability to make decisions regarding the funding of non-union agencies.

To address this information gap, social services Government funders have partnered with the Public

Sector Employers’” Council Secretariat (PSEC) to collect data concerning non-union social services agencies’ compensation costs and human resource
practices. Government will use the aggregated data to support its decision-making regarding future funding of compensation increases for the non-
union social services sector.

Q3. Who is leading this reporting initiative?

This is a cross-Government initiative. B.C. Government funders of social services, including the Ministry of Children and Family Development, Com-

munity Living BC/ Ministry of Social Development and Poverty Reduction, the Ministry of Public Safety & Solicitor General, BC Housing/the Ministry
of Housing, the Ministry of Municipal Affairs, and the Ministry of Education and Child Care are partnering with PSEC Secretariat/Ministry of Finance.
CSSEA is administering the report on behalf of Government.

Q4. How have agencies been selected to complete the report?
In 2024, which marks the ninth year of this annual report, the data collection encompasses non-union agencies (employers) who receive B.C. Govern-
ment funding.

B.C. Government funders have identified all non-CSSEA/non-HEABC social services agencies who receive B.C. Government funding.

If you did not receive a letter, please contact CSSEA at 1-855-625-3244 or report@cssea.bc.ca. >



FAQ

Q5. Why is it important to participate in the report?
Completion of the 2024 report is required to support government decision-making on future funded compensation increases for the non-union social
services sector.

The collection of this data is integral to supporting the long-term sustainability of the social services sector. The funding, compensation and human
resource data collected by the report is used to provide Government with an in-depth picture of the non-union social services sector, which helps to
address compensation disparities across the sector.

As communicated through the Social Services Sector Roundtable, the Province will provide similar funding lifts for compensation increases to both
union and non-union agencies. In addition, the Province will provide additional funding for management positions consistent with the funding in-
creases for non-management employees. Access to the funding for management increases is contingent on the completion of the Compensation and
Employee Turnover Report and sharing the resulting agency-level compensation data with provincial funders.

The data collected also provides agencies with useful benchmarking information to support their own recruitment and retention strategies. Agencies
will have private access to CSSEA-prepared reports regarding their own agency-specific demographics.

Q6. What is considered a ‘non-union agency’?
For the purposes of the report, a non-union agency is a service provider with employees that is not affiliated with CSSEA or HEABC. Participants in the
non-union report may have staff that are unionized (e.g., CUPE, BCGEU), but the agency itself is not a member of either CSSEA or HEABC.

Q7. Why is the Community Social Services Employers’ Association (CSSEA) collecting this data?
CSSEA is collecting the data on behalf of Government to protect agency anonymity and leverage CSSEA’s existing data collection capacity. Currently,
CSSEA has the infrastructure, capacity and systems/processes that can be extended to the non-union sector in a cost-effective way to collect the data.

Q8. Is personal information captured in the report, and if so, how is privacy protected?
Personal identifiers will not be captured in the report. Agencies will enter aggregate, non-employee specific data. Government will review the report
data in the aggregate to better understand social services as a whole.

Q9. What is the timeline to complete the report?
Participating agencies will receive the report template and report user guide in April 2, 2024. . The report should be completed and returned before
June 30, 2024.



FAQ

ORIENTATION SESSIONS

Q10. Where can agencies get help to complete the report?
Orientation sessions will be held starting April 2, 2024. Register for a session at gov.bc.ca/socialservicesreport. These orientation sessions provide
agencies with the necessary information, walkthroughs and tips to effectively and efficiently complete the report.

Additionally, dedicated CSSEA phone support at 1-855-625-3244 and email support at report@cssea.bc.ca is available during the reporting period.

Q11. Who should be attending the orientation session and webinar?
The person who will be completing the report for your agency should attend the session.

Q12. Is attendance at the orientation session mandatory?

While attendance at the orientation session is not mandatory, it is recommended in order to assist you in the completion of the report and to pro-
vide you with an opportunity to ask any questions that you may have.

COMPLETING THE REPORT

Q13. How long does it take to complete the report?
While the report itself is a simple Excel-based reporting tool, completion times will vary from agency to agency depending on each agency’s number
of employees, administration processes, and whether the agency has had previous experience with the report.

While a small agency should be able to rely on simple and readily-available T4 information to complete the report, a large organisation completing
the report for the first time may take around a week to complete it.

If your agency uses Comvida or Payworks or Avanti Software as its payroll provider, there may be an opportunity to obtain a data extract of the
required report information directly from their payroll provider — contact CSSEA at 1-855-625-3244 or report@cssea.bc.ca for more information on
this option.

Q14. What if I'm missing information requested and am unable to provide all of the information necessary to fully complete the report?
Please contact CSSEA at 1-855-625-3244 or report@cssea.bc.ca should you encounter any issues in completing the report.

Q15. Which employee positions will the report collect information on?
The report will collect information on all of your employee positions, including those employees working on programs not funded by B.C. Govern-
ment. All funding sources should also be included in the reported data. Employee position/role descriptions are available in the report User Guide.
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FAQ

Q16. | didn’t receive a letter to participate in the report. Can I still participate?
In 2024, all non-union B.C. Government funded agencies delivering comparable services to their unionized counterparts will received a letter to
participate in the data collection. If you did not receive a letter, please contact CSSEA at 1-855-625-3244 or report@cssea.bc.ca.

CONTACT INFORMATION

Questions about this reporting initiative should be directed to your ministry or crown contact manager or brought up during your orientation ses-
sion. For assistance completing the report, please contact 1-855-625-3244 or email report@cssea.bc.ca.



Glossary - Terms and Acronyms

Active (Found on Schedules N1, N2, M1, M2, B1, B2) — Employees who were actively working at the agency as of December 31st, 2023, who did not have any
record of being on leave. These employees were present and actively contributing to the operations of the agency during the specified period.

Average Annual Salary — (Found on Schedules N1, B1) — The calculated average amount of money an individual would earn had they worked the entire year with-
out taking any time off. It takes into account the total earnings over the course of a year and divides it by the number of pay periods or months to determine the
average. This figure provides estimation of the individual’s yearly income, assuming they maintained a consistent salary (or hourly wage for Schedules N1 and B1)
throughout the entire year without any breaks or changes in employment status. *It is important to note, regardless of if the individual is on salary that on Sched-
ules N1 and B1 the salaries are converted to what would be an hourly wage.

Backfill (Found on Schedules N1, M1, B1) — Hours worked by an employee, in addition to their regular hours, to fill in for the scheduled hours of an absent em-
ployee.

Casual Employee (Found on Schedules N1, M1, B1, S1) - An individual who is considered on call for work, who does not have regular hours scheduled. Backfill can
overlap with "Casual" depending on the scenario, but the two are distinct from one another.

Contracts (Found on the Home Schedule) “Number of Contracts” — The number of funding contracts you hold with your funder(s). If you receive public monies
from another source which is not listed and there are no contracts that come along with the funding (ie. Donations) please indicate this in an email when you send
your report in to report@cssea.bc.ca

Classification (Found on Schedules N1, M1, B1) - The job title or position held by an individual within an agency or organization. By specifying the classification, we
can analyze employee data more effectively, enabling us to manage and gain valuable insights into the composition of the Social Services workforce.

El Premium Reduction Program (Found on Schedule Q1) — An employer that provides coverage through a short-term disability plan has the opportunity to pay
reduced employer El premiums, while still providing their employees with a form of short-term income protection in case they are unable to work due to illness or
injury.

Employer Health Tax (Found on Schedule Q1) - A yearly tax imposed on an employer's B.C. remuneration, which refers to the wages paid to employees and former
employees during a calendar year as of January 1, 2019. It is important to understand how the employer health tax applies to two specific groups: employers in B.C.
and charitable or non-profit employers in B.C.

FTE (Full Time Equivalent) — Refers to multiple employees who work separate hours to fulfill a combined workload of a full-time employee- collectively they make
one Full-Time Equivalent (FTE).

Group Benefit Participation (Found on Schedules N2, M2, B2 and S2) - Employees who are eligible and actively enrolled in benefits such as Dental, Extended
Health Care (EHC), Long-Term Disability (LTD), Pension or Retirement Plans, and Employee and Family Assistance (EFAP). Indicate the headcount of employees par-
ticipating in these benefits rather than the costs. Please note that these schedules focus on employee eligibility and enrollment, not the associated costs, which will
be entered on Schedule S2.

Hours at Straight Time (Found on Schedules N1, M1, B1) — The precise number of hours an employee worked during the year as recorded on their timesheets. For
example, if an individual is regularly scheduled to work 1820 hours in a year, but they were sick for two 8 hour shifts during one particular week, you would record
1816 hours for that year.



Glossary - Terms and Acronyms

Legal Status (Found on Schedule Q1)The legal structure under which the employer operates. The legal status’ (which are listed in the CETR Report instrument) are
as follows:

¢ Incorporated Society: A legal entity formed by a group of individuals pursuing a common purpose, enjoying limited liability and separate legal status from its
members.

e Registered Company: A legal entity formed by individuals or shareholders that has undergone registration with the appropriate government authority, granting
it separate legal status and limited liability.

¢ Non-Incorporated Partnership: A business arrangement where two or more individuals or entities conduct business jointly without creating a separate legal
entity, sharing profits and liabilities.

e Sole Proprietor: An individual who operates a business as the sole owner and is personally responsible for all aspects of the business, including profits, liabili-
ties, and legal obligations.

e Other: Any other entity (First Nation, Municipality, etc..)

LTD (Long Term Disability) — (Found on N1, M1, B1, S2) - Benefits payable to an employee who is totally disabled and unable to perform regular duties for a period
greater than 6 months. LTD is defined differently by each schedule:

1. Schedules N1, M1, B1 —The presence of Long Term Disability (LTD) on these schedules indicates that an employee had gone on leave under Long Term Dis-
ability (LTD) as of December 31st, 2023, However, on Schedules N1, M1 and B1 Long Term Disability (LTD) does not imply coverage by LTD.

2. Schedules N2, M2 and B2, Long Term Disability (LTD) applies to the headcount of employees who participate in group benefits wherein Long Term Disability
(LTD) is included as a part of those benefits. On these schedules under “Group Benefit Participation” you will input the headcount of participating employ-
ees under Long Term Disability (LTD).

3. Schedule S2 — This Schedule is designed to capture the total compensation costs by the employer’s contribution for each employee. It involves summing up
the employer’s contributions related to coverage costs or Long Term Disability (LTD) throughout the calendar year.

Non-Provincially Funded (NPF) (Found on Home and Schedules N1, M1, B1, S1) - Refers to agencies that receive funding from sources other than the Provincial
Government. This category includes any funding sources categorized under the “Others” header on the Home Schedule.

Provincially Funded (PF) (Found on Home and Schedules N1, N2, M1, M2, B1, B2, S1) — Agencies that receive funding from Provincial sources. This category
includes Crown Corporations, BC Health Authorities and BC Provincial Ministries.

Regular Employee (Found on Schedules N1, M1, B1, S1) — A full or part time employee who is scheduled for set shift on a regular basis. This category includes
employees with shifts that are not consistent week by week, but excludes those who are designated as “casual” or “on call.”

Seniority — The length of time an individual has been employed by a specific agency or organization.

Service Subdivision (Found on Schedule Q1) — Additional programs and services that an agency provides to its participants. For instance, if an agency primarily
offers shelter to displaced individuals but also has dedicated services for women, the agency would select "Yes" under "Women's Services" and choose "Yes" for all
applicable service subdivisions. "No" would be selected for service subdivisions that do not apply to the agency.

Standard Hours per Year (Found on Schedules N1, M1, B1) - The hours an employee would have worked if they worked 52 weeks in a year without taking any time
off. Includes late starts to shifts, and/or taking appointments during the work week (re-work).

Superannuation — (Found on Schedule S2) — Also known as pension or retirement savings, A mandatory retirement savings system where individuals and their
employers contribute money over their working years to provide income during retirement.
10



Glossary - Terms and Acronyms

Short Term lliness and Injury Plan (STIIP) (Found on Schedule Q1) - An employee benefit offered by some Canadian employers, providing temporary income
replacement for employees who are unable to work due to a short-term illness or injury (that is not covered by long-term disability benefits). The plan typically
covers a defined period, offers a percentage of the employee's regular income, and has eligibility criteria and waiting periods. The specifics of STIIPs can vary among
employers.

Termination (Found on Schedules N1, B1, T1-T4) - Termination can be classified as either voluntary or involuntary. For example, one employee retired, and anoth-
er was terminated with cause, resulting in both individuals being terminated. You can review “Reasons for Termination” on Schedule T2.

Total Compensation Cost — (Found on Schedule S2) — Wages as well as benefits that are influenced by wages (wage-impacted benefits), and benefits that are not
influenced by wages (non-wage-impacted benefits).

Total Straight Time Pay (Found on Schedule M1) — The total sum of earnings that an employee did in fact accrue throughout the year, specifically the compensa-
tion received for their actual working hours. When recording Total Straight Time Payroll, it is required that the individual completing the report inputs the actual
amount of money that the employee received from the employer.

WCB (WorkSafeBC) — (Found on N1, M1, B1, S2) - WCB (WorkSafeBC/Worker’s Compensation Leave) is defined differently by each schedule:

1. Schedules N1, M1 and B1 — The employee is on WCB (WorkSafeBC/Worker’s Compensation Leave) as of December 31st, 2023, indicating that they had tak-
en leave due to a Worker’s Compensation claim. On these schedules, it does not imply WCB coverage.

2. Schedule S2 —Similarly to LTD, on Schedule S2 we are capturing the total compensation costs by the employer’s contribution. This involves summing up the
employer’s contributions related to coverage costs for WCB (WorkSafeBC) throughout the calendar year.

11



Where Can | Find the Data Used to Complete My Report?

The majority of the data needed to complete the Compensation and Employee Turnover
Report can be found in the following documents and reports in your payroll system:

T4 Forms Pay Stubs Records of Employment

1Y B e o oo ey e .

REC ORD OF EMPLOYMERT {ROE)
T

- Canada R Agence
Erpioyers rame —Nom g empiore | I o T4 COMPANY NAME
Statement of Remuneration Paid PAY S I U B 255 Simplo Street
Etat de la rémunération payée 21332 New York

Erplogment noome.

Date 20231201
Pay period November 2023
Worked Days 22

Exempt - Exemption
cPRIGPP Bl PRIP

B H s

FPORRQ AE RPAP

B
£
e
2
L
5
o
k-] o Totsl Eamings $3.60000
2 Ded: Amount
« S60000
s H i)
8 - 540000
2 BT Srsae
S Tots! Daductions s115000
5
© Fersion sfuziment PP or DS regiiation umbar
5 Facieu Geqiuslence w (R oo dun REDB
= 52 | | ‘ 50 ‘ INET PAY
= _ $2,450.00
g Cotistons T empleyt oy REAF et veverso e seourasies o A Dotlars Two Thousand Four Hundred Fity Only v 108000 ¢ 1,050, 00| 1,050
3 5 % 1] R R [ T
° L‘ o 0 - v
k-] Employer Signature Smplayee Signature. 1,080, 00 1,580 2001
s o o Bou= Case 1,000 00/
[ I | ‘ I | i 1.0m. 000 . ;
i Aot [aron s 1,080,005
8 ‘ ‘ ‘ ‘ ‘ = 1,080 6053 un rer
: = L
Basic Timesheet - H
Da
| - =
»
Tuesday
Wecnosdey ST : =
TR et bty 4 e a1 R S e b
,,,,,,, , Canadil v s an
..... "
Soturday
Sunday
Totai Hours
Employee Signature: Managor Signature:

PLEASE NOTE:
If you use Comvida, Avanti or Payworks as your primary payroll software, you will be able to use the payroll extract system which will significantly

decrease the time spent on your report. For further information contact our support team at 1-855-625-3244.
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Navigating the Report - Part 1

This is an image of the Home
Schedule.

The shortcut bar at the top of
this Schedule and the tabs at the
bottom of the page can help you
navigate the report quickly.

Non-Union Management Bargaining Unit Summary Termination References

Home: Funding & Contracts N1: Hours & Employees M1: Hours & Employees B1: Hours & Employees S1: Hours & Employees i
H2: Other Funding Sources N2: Demographics M2: Demographics B2: Demographics 52: Total Compensation T2: -Uni Job Families
‘Wage Calculator

T3: Management

R1:Recruitment & Retention T4: Bargaining Unit

2024 Compensation and Employee Turnover Report
For the period of January 1, 2023 to December 31, 2023

Agency Information

Agency name: IMPORTANT: ENTER INFORMATION IN THE BELUE, & " AND RED CELLS ONLY
Prepared by:
Title of person completing survey: BORDERED WHITE, PURFLE AND CELLS
Telephone: ARE AUTOMATICALLY CALCULATED
Email:
Funding Source Information
Between January 1, 2023 and December 31, 2023
Total funding received in the reporting period: | 50.00 ‘ 50.00 ‘ 50.00 | < (Automatically calculated) = | Provincial Funding as % of Total Funding ‘
Total number of contracts: | o ‘ o ‘ o | < (Automatically calculated) - | Non-Provincial Funding as % of Total Funding ‘
Funding for Funding for Percentage of | Percentage of | Percentage of Number of Number of
Union MNon-Union _Total Union Non-Union Total Union Non-Union Total Number
Funding Amount N N N of Contracts
Programs Programs Funding Funding Funding Contracts Contracts
Provincial Funding
Crown Corporations
Community Living BC $0.00 0
BC Housing $0.00 0
BC Transit $0.00 0
Columbia Basin Trust $0.00 0
BC Health Authorities
Fraser Health Authority $0.00 0
Interior Health Authority $0.00 0
\__ Northern Health Authority 50.00 [
\ Vancouver Coastal Health Authority $0.00 0
\Vancouver Island Health Authority $0.00 0
kmvincial Health Services Authority $0.00 0
BC Phovincial Ministries
Ag\culture and Food $0.00 0
AttA(ney General $0.00 0
Child - 0
« Bl = kbremies wegecomioor REpORGHEN | ¢ <
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Navigating the Report - Part 2

There are several cell color conventions throughout the report. Cells that you
can manually fill in will be shaded green. Blue cells will have a drop-down
menu.

If information specific to your agency is not listed in our drop-down menu, Important tips are presented throughout

manually type it into a blue cell. the report in red text. Please utilize these
. . _ _ red text tips for easier navigation of the
White cells are automatically filled based on what you enter into the green report.

and blue cells.

Schedule N1: Non-Union Provincial Funding as % of Total Funding (Automatically calculated from the Home Schedule)
Regular (Full-Time/Part-Time) and Casual Employee Information Non-Provincial Funding as % of Total Fundin, Automatically calculated from the Home Schiedule
g ploy g g y
Total Hours Paid at Straight Time Pay Rate Number of Employees as of December 31, 2023 Backsill
Regular {Include both warked and non-worked hours; exclude overtime hours.) (For employees who are funded through both provincial and non-provincia Vacancy, Termination, and New Hires (Bet Jan. 1 and Dec. 31
etween Jan. 1 and Dec. 31)
Between January 1, 2023 and December 31, 2023 sources, count only as Provincially Funded.) : '
Classification (FT/PT) standard - oy L e - h’ " T - - P =
(If none of the classifications in the or Hours Hours Paid at Straight Time Weighted Average Hourly Pay = I\Inn: I A I v " Terminated Mew Hires Mew Hires Total Hours What % of the
drop-down menu applies, please type Casual/ or vear Non- o Non- o rivm;'z i Maternity/ B E_Et_an Employees External Internal Paid at total straight
n the position title.) additional P Provincially P Provincially i el unee Active LTD WCB Parental iy " D:IDIDHS,T (Between Jan. 1 | (Between Jan. 1 | (Betweenlan. 1| Straight Time time hours
As ec. 31) . . s )
hours Funded iz Funded Ropee R Leave Leave Vet bee =2 and Dec. 31) and Dec. 31) and Dec. 31) Pay Rate were backfill?
ctive
Hours Hours S 5 # # # # # # # # # # Hours %
Subtotals: 0.0 1,950.0 0 o 0 0 0 o o 0 0 o 1850.0

I I I [ 1ss00 | H I I I I I I I I I [ wso0 |
I I I I I I I I I I I I I I I I

As you can see, the hours have been entered
but not the wage of the employee. Cells that
turn red indicate there is missing information
which must be filled into the red cell before
your report can be considered complete.
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Home Schedule

On the Home Schedule, please provide your agency’s information as displayed below in the green cells:
A - Your Agency and Contact Information

B - Amount of Funding Received in the 2023 calendar year and number of contracts for programs

C - Number of Contracts by Funding Source

You do not need to type into the white cells as their contents will be automatically calculated.

IMPORTANT NOTES: You must report all funding from all funding sources. Please provide your entire funding base. Any funding that does not
fall into the available list can be listed in the "Other Funding Sources" Schedule H2.

The cells on the Home Schedule that contain the text "Provincial Funding as a % of Total Funding" and "Non-Provincial Funding as % of Total
Funding" are in this report to calculate your agencies' funding profile. This is a guideline for agencies that may be having trouble splitting the
Non-Provincial and Provincial Funded Hours on Schedules N1 (Non-Union Employees), Schedule M1, (Management and Excluded) and Sched-
ule B1 (Bargaining Unit).

For example: If your agency does not know which hours for a classification are Provincially and/or Non-Provincially funded the calculated

funding profile ratio can be applied to the total hours worked. If your agency has information on the split of Provincially Funded and Non-
Provincially Funded, please report the figures in Schedules N1, M1 and B1. If your agency does not have this information readily available,
please use the assistive funding profile calculations included in the report.

2024 Compensation and Employee Turnover Report
For the period of January 1, 2023 to December 31, 2023

Agency Information

Agency name: IMPORTANT: ENTER INFORMATION IN THE ELUE, AND RED CELLS ONLY
Prepared by: A

Title of person completing survey: BORDERED WHITE, PURPLE AND CELLS

Telephone: ARE AUTOMATICALLY CALCULATED

Email:

Funding Source Information
Between January 1, 2023 and December 31, 2023

Total funding received in the reporting period: | $0.00 | $0.00 | $0.00 | < (Automatically calculated) - | Provincial Funding as % of Total Funding | ‘
Total number of contracts: | 0 | 0 | 0 | 4 (Automatically calculated) = | Non-Provincial Funding as % of Total Funding | ‘
Funding for Funding for Percentage of | Percentage of | Percentage of Number of Number of
) ) Total ) ” ) ) Total Number
Union Non-Union . Union Non-Union Total Union Non-Union
Funding Amount of Contracts

Programs Programs Funding Funding Funding Contracts Contracts

Provincial Funding

Crown Corporations

Community Living BC $0.00 0
BC Housing 50.00 0
0
0

BC Health Autharities
Fraser Health Authority | 50.00
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BC Transit 50.00
Columbia Basin Trust $0.00




Home Schedule: Continued

Two conventions you will see throughout the report are “Provincially Funded” and “Non-Provincially Funded”.
The Crown Corporations, BC Health Authorities and BC Provincial Ministries are all considered “Provincially Funded”.

Total funding will be computed automatically. Please verify that this number is correct with another source of information, if available.

Provincially Funded

Crown Corporations, BC Health
Authorities and BC Provincial
Ministries and BC Gaming Grant

Other Non-Provincial Funding Sources:
Any and all other funding from any

and all sources not indicated on Sched-
ules Home and H2. Examples include
donations, grants, revenues from a thrift
store etc.

Funding Source Information

Between January 1, 2023 and December 31, 2023

Tatal funding received in the reporting period: [ #000 ] 3000 [ $0.00 | —[Auomaticalycaloulsted)— [ Provincial Funding as * of Total Funding |
Tatal number of contracts | 0 [ i [ i — [Butomaticaly caloulsted) — | Mon-Provincial Funding as . of Total Funding |
Fundingfor | Funding for Tatal Percentage of | Percentage of | Percentage of | Mumber of Wumberck | -
Unior Nen-Union Funding Unior Nan-Union Total Unior Nen-Union of Contizcts
Programs Programs Amount Funding Funding Funding Cortracts Cortracts

Provincial Funding

Crown Corporations
Commurity Living B 30.00 1]
EC Housing $0.00 0
BC Transit $0.00 0
Columbia Basin Trust $0.00 o

BC Health Authorities
Frazer Health Authority $0.00 o
Interior Health Autharity $0.00 0
Morthern Health Authority $0.00 1]
Yancouver Coastal Health Authority $0.00 o
ancouver lsland Health Autharity $0.00 0
Provincial Health Senvices Autharity $0.00 o

BC Provingial Ministries
Agriculture and Food $0.00 a
Attorney General $0.00 0
Children and F amily Development $0.00 1]
Citizens’ Services $0.00 o
Education and Child Care $0.00 0

BC School Districts A atlansfom Sofsots A7 $0.00 $0.00 $0.00 i 0 0

Emergency Management and Climate Readiness 30.00 1]
Energy, Mines and Low Carbon Innovation $0.00 0
Ervironment and Climate Change Stratagy 30.00 1
Finance $0.00 0
Forests $0.00 0
Health $0.00 a
Houszing $0.00 0
Indigenous Relations and Reconciliation $0.00 1]
Jobz, Economic Development and Innovation $0.00 o
Labour $0.00 0
Menital Health and Addictions #0.00 a
Municipal Affairs $0.00 0
Post Secondary Education and Future Skills $0.00 0
Public: Safety and Solicitor General $0.00 a
Social Development and Poverty Reduction $0.00 0
Tourism. Arts, Culture and Sport $0.00 0
Transportation and Infrastructure $0.00 ]
‘w'ater, Land and Resource Stewardship $0.00 0

Dther Provineisl Funding
EC Gaming Grant $0.00 0
Flow through funding from Other Provincially-Funded Agencies $0.00 $0.00 $0.00 0 i i
Other Provincisl Funding $0.00 0

Mon-Provincial Funding
Federal Government $0.00 a
Oither Provincial and Territorial Government(s) $0.00 o
Municipal Government(s] $0.00 0
First Mations Health Authority $0.00 i}
Other Mor-Provincisl Funding $0.00 0

Non-Provincially Funded

Federal government, Other Provincial and Territorial government(s),
Municipal government(s), First Nations Health Authority and Others
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Home Schedule H2 - Funding Sources, School Districts

On Schedule H2 we will be entering data for School Districts. Below is a visual of Schedule H2 which is split onto two pages to show the entire

table. We will be reviewing the "Others" rows on the next page.

Schedule H2: Other Funding Sources
Between lanuary 1, 2023 to December 31, 2023

School District/Cther Funding Source Information
Between January 1, 2023 and December 31, 2023

Funding far Funding far Total Percentage of | Percentage of | Percentage of]  Mumber of Mumber of
3 A ) 3 z y . Total Mumber
Unicn Mon-Union Funding Union Mon-Union Total Union Mon-Union of Cantrasts
Frograms Frograms Amount Funding Funding Funding Contracts Contracts
Provincial Funding
EC School Districts
b Southeast Kootenay F0.00 0
£ FRocky Maountain $0.00 1]
§ Kootenay Lake F0.00 0
10 Arrow Lakes F0.00 1]
19 Revelstoke $0.00 1]
20 Kootenay-Columbia 0.00 0
22 Vernan $0.00 1]
23 Central Dkanagan $0.00 1]
27 Cariboo-Chileotin F0.00 1}
28 Quesne| $0.00 1]
33 Chilliwack $0.00 i}
24 Abbotstord F0.00 i}
36 Langley £0.00 1]
36 Surrey F0.00 0
37 Delta F0.00 1]
38 Richmond F0.00 1}
39 vancouver F0.00 i}
40 Mew Westminster $0.00 1]
41 Burnaby $0.00 1]
42 Maple FRidge-Fitt Meadows 0.00 1]
43 Coguitlam $0.00 1]
44 Marth Y ancouwer $0.00 i}
45 West Wancouver F0.00 i}
4E Sunshine Coast $0.00 1]
47 Powell River $0.00 i}
48 Howe Sound F0.00 0
43 Central Coast $0.00 1]
50 Haida Gwaiittugen Charlotte F0.00 i}
51 Boundary F0.00 0
B2 Prince Rupert $0.00 1]
53 Okanagan Similkameen 0.00 1]
b4 Bulkley Yalley 0.00 1]
57 Prince Geaorge $0.00 1]
58 Micola-Similkameen 0.00 1}
£4 Peace River South $0.00 1]
E0 Peace River Marth $0.00 i}
E1 Greater Victoria F0.00 i}
EZ Sooke $0.00 1}
£3 Saanich $0.00 1}
B4 Gulf Islands F0.00 1]
E7 Okanagan Skaha $0.00 1]
B8 Manaimao-Ladysmith F0.00 0
B3 Qualicum F0.00 1]
70 Alberni $0.00 i}
71 Comox Yalley 0.00 0
72 Campbell River $0.00 1]
73 Kamloops/Thompson £0.00 1]
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Home Schedule H2 - Funding Sources, School Districts: Continued

This is the second half of the table for School Districts. In the diagram shown below, you will notice there is a header which reads "Other Fund-
ing Sources". This includes Donations or Flow-through Funding as well as "Others". In this case, Others will apply to any funding received that is
not listed from the sources below.

70 Alberni $0.00 0
T1Comax Valley $0.00 1]
T2 Campbell River $0.00 0
T3 Kamloops! Thampsaon $0.00 1]
7d Gald Trail $0.00 0
75 Miszion $0.00 0
T8 Fraser-Cascade +0.00 0
T3 Cowichan Valley $0.00 0
B1F ot Melzon $0.00 0
82 Coast Mountains $0.00 0
83 Morth Okanagan-Shuswap $0.00 0
84 Wancouver |sland 'west $0.00 0
85 Vancouver lzland Morth #0.00 0
87 Stikine $0.00 0
I Mechako Lakes #0.00 0
32 Mizga'a $0.00 1]
Other Funding Sources
Donations F0.00 0
Flow through funding from ather agencies $0.00 $0.00 $0.00 0 ] 0
Agency Name [Pleaze tupel
$0.00 0
$0.00 0
$0.00 0
$0.00 0
$0.00 0
$0.00 0
$0.00 0
$0.00 0
F0.00 0
$0.00 0
Others $0.00 0
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Schedule Q1 - Part 1

On Schedule Q1, please provide the following
information:

A - The Legal Status of your agency

B - Service Subdivision (Yes or No - see Schedule
Q1 Part 2)

C - Employer Health Tax (EHT) Payable for 2023
D - El Premium Reduction Program Status (See
glossary)

E - % of BC Housing Funding used for employee
compensation

F - CLBC Home Share Provider expenditures

G - CLBC Funded Employees

H - Live-in Home Support Workers

I - Licensed Child Care

NOTE:

There are several options in the drop down box
under “Legal Status”. Please contact our support
team if you are unsure of which legal status
your agency falls under. For the purposes of this
report, Municipalities and First Nations Bands
will fall under the “Other” category.

G

Schedule O1: Questions
As of December 31, 2023

Legal Status

‘wWhat is the legal status of vour agency [registered comiani, sole imirietor, non-incoriorated ialtnership, arincorparated society]?

Service Subdivision
Pleasze indicate if your agency provides the following services. Indicate ez for all that apply.

Child & F amily Services
Community Justice

Community Living Services

Howsing Services
Immigrart Services

Indigenous Sermvices

‘Women's Services
Other

Employer Health Tax (EHT)
Please enter the Emplaver Health Tax [EHT) amaunt iaiable far the calendar wear January 1, 20235 1o December 31, 2023:

El Premium Reduction Program
Are you an emplover who has qualified for reduced emplaver El premium rates?

I—

BC Housing Funding - Supplementary Question (If Applicable)
IF you received funding from BC Housing between Januar% 1and December 31, 2023, what percentage of the funding is for employes compensation?

_ |CLBC Funding - Supplementary Question (If Applicable)

IF you received Punding fromﬁnmnmm%nuary 1and December 31, 2023, what is the total dallar amount you paid in the

— |CLBC Funded Employees (if applicable)

IF your agency receives funding fram CLEC, how man% of %our aﬁencies' rizwly hired (within calendar vear 2023) emplovess are inwhale or in pant funded by CLEC maonies”

To the best af wour ability, please indiciate how many of those newly hired CLEC funded employees came from outside of the social services sector?
(leave blank if unable to answer or if nat applicable)

How many of wour agency's new hires (betw een Januar% 1, 2023 and December 31, 2023], both internal and esternal, provide services for CLEC programs?

Live-ln Home Support Workers
Ooes your agency employ any live-in home suppart workers at a flat daily rate?

I—

Licensed Child Care
Iz your agency alicensed child care program provider in BCY

—

1y



Schedule Q1 - Part 2

Service Subdivision

Please indicate if your agency provides the following services. Indicate Yes for all that apply.

A - Child & Family Services

B - Community Justice

C- Community Living Services
D - Housing Services

E - Immigrant Services

F - Indigenous Services

(3 - Women's Services

H - Other
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Schedule Q1 - Part 3

On Schedule Q1, please provide the following information if applicable:

A - If your agency receives CLBC funding, indicate how many of your agencies newly hired employees are in whole or partly funded by CLBC
monies

B - To the best of your ability, please indicate the number of the newly hired CLBC funded employees came from outside of the social services
sector

C - Indicate how many of your agency's new hires, both internal (hires from inside the agency) and external (hires from outside your agency)
provide services for CLBC programs

A - CLBC Funded Employees (if applicable)

If your agency receives funding from CLBC, how many of your agencies' newly hired (within calendar year 2023) employees are in whole or in part funded by CLBC monies?

B - Tothe best of your ability, please indiciate how many of those newly hired CLBEC funded employees came from outside of the social services sector?

(leave blank if unable to answer or if not applicable)

C _ How many of your agency's new hires (between January 1, 2023 and December 31, 2023), both internal and external, provide services for CLBC programs?
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Schedule Q1 - Part 4

On Schedule Q1, please provide the following information:

A - The Payroll/Vendor System(s) used by your agency, if applicable

B - The Group Benefit Provider (if applicable) for your agency

C - The Pension or Retirement Plan (if applicable) for your agency

D - The Short Term lliness or Injury Plan status of your agency (Yes or No for each employee group)

A = Payroll Vendor/System

What payroll vendor(s) and/or system(s) does your agency use? Select more than one, if applicable.

Payroll vendor/system 1:

Payroll vendor/system 2 (if applicable):

Payroll vendor/system 3 (if applicable):

NOTE: B - Group Benefit Provider

. Who is (are) your agency's group benefit provider(s)? Select more than one, if applicable.
Please see drop-down boxes in

the following blue cells. If your Group benefit provider 1:
agency has a different payroII/ Group benefit provider 2 (if applicable):
vendor system or your agency Group benefit provider 3 (if applicable):
manages it’s own payroll, you

C - Pension or Retirement Plan

can simply write “in-house” in
the blue cell. This drop-down/

What pension or retirement plan does your agency provide to your employees?

manual option will be the same Non-Union:
for both the Group Benefit Pro- Management:
vider and Pension and Retire- Bargaining Unit:
ment plan.
D = Short Term lliness and Injury Plan

Does your agency have a STIIP (Short Term Iliness and Injury Plan) for each employee group?

Provincially Funded

Non-Provincially Funded

R Bargaining ; Bargaining
Non-Union Management ) MNon-Union Management )
Unit Unit
Y/N Y/N Y/N Y/N Y/N YN
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Schedule R1, Part 1 - Recruitment

On Schedule R1, please answer the following questions from the drop-down. See screenshot below for example of the drop-down questions.

A - Does your agency have a problem in recruiting Full Time Employees?
B - Does your agency have a problem in recruiting Part Time Employees?
C - Does your agency have a problem in recruiting Casual Employees?

D - Recruiting Full-Time Employees in the Past 2 years has been difficult
E - Recruiting Part-Time Employees in the Past 2 years has been difficult
F - Recruiting Casual Employees in the past 2 years has been difficult

Recruitment Situation in the Past Year
A - Wehavea problem in recruiting Full Time employees
B - wehavea prablem in recruiting Part Time emploees
C - wehavea problem in recruiting Casual employees
Recruitment Situation in the Past 2 Years
D - Recruiting Full-Time employees in the past 2 years has been difficult
E - Recruiting Part-Time employees in the past 2 years has been difficult

F - Recruiting Casual employees in the past 2 years has been difficult

Strongly Agree

Agree

Meither Agree nor Disagree
Disagree

Strongly Disagree

EXAMPLE - Please use

the following drop-down
options for answering
recruitment and retention
questions on Schedule Q3.
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Schedule R1, Part 2 - Retention

On Schedule R1, please answer the following questions from the drop-down. See screenshot below for example of the drop-down questions.

A - Does your agency has a problem in retaining Full Time Employees?
B - Does your agency have a problem in retaining Part Time Employees?
C - Does your agency have a problem in retaining Casual Employees?

D - Retaining Full-Time Employees in the Past 2 years has been difficult
E - Retaining Part-Time Employees in the Past 2 years has been difficult
F - Retaining Casual Employees in the past 2 years has been difficult

Retention Situation in the Past Year
A - We have a problem in retaining Full Time employees
B - wehavea problem in retaining Part Time emploees
C =~ We have a problem in retaining Casual employees
Retention Situation in the Past 2 Years
D - Retaining Full-Time employees in the past 2 years has been difficult
E - Retaining Part-Time employees in the past 2 years has been difficult

F - Retaining Casual employees in the past 2 years has been difficult
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Schedule N1 - Non-Union - Classification, Hours and Employees

On Schedule N1, please provide the following information for all Regular and Casual Non-Union positions in your agency:

A - Classification

B - If the employee is Regular or Casual

C - Standard Hours per Year

D - Total Hours Paid at Straight Time and Weighted Average Hourly Pay

E - Count of Non-Provincially Funded Active Employees and Provincially Funded Active Employees
F - Number of Provincially Funded Employees on Leave of Absence

G - Number of Vacant Positions Unfilled

H- Number of Terminated Employees

I - Number of External New Hires. le. new hires from outside of the agency.

J- Number of Internal New Hires. le. new hires from within the agency.

K - % of Paid Straight Time Hours Used For Backfill. If you do not track backfill please indicate this in an email when you submit your
report to report@cssea.bc.ca

For employees who are funded through both Provincial and Non-Provincial sources: *Count only once as Provincially FUNDED. *

Schedule N1: Non-Union Provincial Funding as % of Total Funding [Automatically calculated from the Home Schedule)
Regular (Full-Time/Part-Time) and Casual Employee Information Non-Provincial Funding as % of Total Fundin [Automatically calculzted from the Home Schedule)
]
Total Hours Paid at Straight Time Pay Rate Number of Employees as of December 31, 2023 -
. i . - N . Backfill
Regular (Inchade bath worked and non-waorked hours; exclude overtime hours.) | [For employees who are funded through both provincisl and non-provincial Vacancy, Termination, and New Hires R ) o
-~ Between January 1, 2023 and December 31, 2023 sources. count only as Provincislly ad ) [Between Jan. 1 and Dec. 31}
Classification (FT/PT) sources, count only as Provincially Funded. )
p _ [T ~ 6r standard Hours Paid at Straight Time Weighted Average Hourly Pay Non- Provincially Funded Terminated Mew Hires Mew Hires N A
[If none of the classifications in the H . Total Hours | What % of the
. _ _ C T ours Provincially| - Vacant Employees External Internal X .
drap-down menu ap - asual per Year Wz Provinciall Wz Provinciall Funded BEETT Other Positions [Between Jan. | [Between Jan. | [Between Jan Paidat fotal straight
type in the position title.} additional Provincially — o Provincially — o Active LT WCB Parental Leave | (8= ofDec. 31) N N N StraightTime | time hours
haurs Funded REzi=: Active = | andDec.31) | andDec.31) | andpec.zy) | FRYREte | wersbackillz
Hours Hours 5 5 # # # # # # # # # # Hours 5%
Subtotals: 0.0 0.0 0 0 0 o 0 0 0 0 0 0 0.0

A B C D E F G H I J K
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Schedule N1 - Descriptions of Leave Status

Below is a diagram representing the relevant section of Schedule N1. When an employee is on leave at any point during the year, we will mark them once
with the specific leave they were on. If an employee was on Long Term Disability (LTD) leave, mark "1" under the LTD section in the green cell below. Note
that on Schedule N1, where LTD and WCB are listed, we are not concerned with the associated costs or the participants in LTD/WCB benefits.

It is important to note that on Schedules N1, M1 and B1 that "Vacancy" and "New Hire" are not considered a status on its own, and you must indicate
if the vacancy was filled as well as the Status of a new hire. We will assess benefit headcount on Schedule N2, M2, and B2, while the related costs will
be entered on Schedule S2. The types of leave included are as follows:

1) LTD (Long Term Disability) - Long-term disability insurance that provides income replacement for individuals unable to work due to illness or injury.

2) WCB (Worker's Compensation Leave) - WorkSafeBC insurance covers the cost of health care and rehabilitation services as well as wage loss benefits in
the event of a workplace injury.

3) Maternity/Paternity Leave

4) Other Leave - Any leave that does not fall under the above mentioned. i.e. stress leave, bereavement leave.

Number of Employees as of December 31, 2023
(For employees who are funded through both provincial and non-provincial
sources, count only as Provincially Funded.)

Non- Provincially Funded
Provincially _
Funded . Maternity/ T
Active LTD WCE Farental
L Leave
Active 32
#
0 0 0 0 0 0
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Schedule N1, M1 & B1 - Funding Percentage Split for Hours

We will now give an example of how to split hours worked if an employee is both compensated through Provincially and Non-Provincially Funded sources on
Schedules N1, M1 & B1. When an employee is compensated through both sources on Schedules N1, M1, and B1, it's important to allocate the hours worked
under each funding source.

Example:

To split hours worked for an employee compensated through both Provincially and Non-Provincially Funded sources, let's take an agency where the employee
is 70% Provincially Funded and 30% Non-Provincially Funded. If the employee, a Community Support Worker, worked a total of 1835 Straight Time Hours in the
2023 Calendar year, we can calculate the split as follows:

Provincial Funding: 70% Provincial Funding: 1835 x 0.70 = 1284.5 hours
Non-Provincial Funding: 30% Non-Provincial Funding: 1835 x 0.30 = 550.5 hour

Total Annual Straight Time Hours: 1835

Please see below a visual of the funding percentages which are calculated, and you can find these calculations throughout the top of the Home Schedule,
Schedule N1, M1, B1, S1 and S2. We will apply this same principle as well to Compensation on Schedule S2 later on in the user guide.

Schedule N1: Non-Union Provincial Funding as % of Total Funding 70.0%| (Automatically calculated from the Home Schedule)
Regular (Full-Time/Part-Time) and Casual Employee Information Non-Provincial Funding as % of Total Funding 30.0%| (Automatically calculated from the Home Schedule)
TOtal HOUTE Pold Gt SUalENt 11E Pay Rate
{Include both worked and non-worked hours; exclude overtime Humher of Employees as_of December 31, 2023 o R
Regular hours.) (For employees who are funded through both provincial and non- Vacancy, Termination, and New Hires
o provincial sources, count only as Provincially Funded.)
Classification (FT/PT) standard [*= mns 2 2002 20d 0 bec22 a0 V e y - - -
(If none of the classifications in or Hours Paid at Straight Time Weighted Average Hourly Pay Non- Provincially Funded Terminated New Hires New Hires
e o Hours Provincially Vacant Employees External Internal
the drop-down menu applies, Casual/ Mon- Mon- Maternity/ it [ [ [
- S Sositio \ er Year inci inci Funded L Positions [Between Jan. | (Between Jan. | (Between lan.
please type in the position title.) additional " Provincially e Y Provincially e Y Active LTD WCB Parental = (s of Dec. 31) ' 1 ' 1 ' 1
Funded Funded Funded Funded L Leave lAas ot Dec. o4)
hours LECE LECE Active === and Dec. 31) and Dec. 31) and Dec. 31)
Hours Hours 5 5 # # # # # # # # # #
550.5 1,284.5 0 0 0 0 [ [ [ [ [ [
Community Supoort Worker | mesular | 180 | ssos | 192845 | seso0 | seso0 | | [ [ [ [ | [ [ [
I

l I l I l I T l l l l I l l l

To verify that the calculations are correct, add the two values you had calculated to see if it is the same as the total annual hours: 1284.5 + 550.5 = 1835.

When an agency fills out the home schedule with funding percentages for Provincial and Non-Provincial sources, it's crucial to calculate the split in hours
worked for an individual compensated from both sources. On Schedules N1, B1, and M1, it's important to avoid entering the total annual hours under both
"Provincially Funded" and "Non-Provincially Funded" categories. This can cause discrepancies in the compensation reported on Schedule S2. For instance,
entering "1820" hours under both categories would result in inflated compensation figures on Schedule S2. These discrepancies will require revisions, leading
to delays in completing the report.
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Small Agency Classification Walkthrough - Part 1

Inputting Classifications into Schedule N1

Agencies reporting their employees do it one of two ways — by individual employee, or by group of employees by classification. Agencies
with 10 or less employees in total find it is easier to complete the report by individual employee, while agencies with greater than 10
employees find it more efficient to complete the report by groups of employees by classification.

This example walk through is for agencies with 10 or less employees. For agencies with more than 10 employees please see the
walkthrough for medium-large agencies.

Let's assume that your agency employs three people and we want to fill out the report for each of them. On Schedule N1 in the column that
says Classification click on the first blue cell. You will see a small arrow appear next to the cell. Click on this arrow and it will bring up a list of
all the available classifications within our sector. If the person works a job that is not covered under any of the classifications, you can
manually enter their job into the Classification cell. For this example, we will assume that all three employees are Activity Workers. Select
"Activity Worker" from the drop down menu.

Now you will want to click the blue cell under the Regular (FT/PT) or Casual column. If the person is regularly scheduled (they work a set
number of days in the week), select Regular and if they are casual select Casual.

Schedule N1: Mon-Union
Regular (Full-Time/Part-Time) and Casual Employee Information

Tatal Hours Paid at Straight Time Payw Rate
Rezular [Imelude both worked and non-worked howrs; exclude cvertime hours. )
= Between Jaruary 1, 2023 and December 31, 2023

Classification (FT/PT) Standard

S . Hours Paid at Straight Time Weighted Average Hourly Pay
(If none of the classifications in the or Hours
drop-down menu spplies, pleaze Casual/ Mon- Mon-

) e . er Year inci inci
type in the position title.) additional P Provincially Pravincially Frovincially Pravincially
Funded Funded
hours Funded Funded
Hours Hours 5 5
Subtotals: 0.0 0.0

Activity Worker Regular
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Small Agency Classification Example Walkthrough — Part 2

Standard Hours per Year

We will now need to enter in the Standard Hours Per Year, which is the number of hours that an employee would have worked if they had
worked full time in their position for the entire year without taking any time off. We are not entering in the actual hours worked yet (Hours at
Straight time) as this will come next and will be explained in the next page.

Think of it like the “Model Employee” — an individual who would never call in sick or take any time off and was never late.

For example, based on a 35 hour work week multiplied by 52 weeks, the Standard Hours per Year would be 1820 (35 hours a week x 52 weeks in
the year = 1820 Standard Hours per year) For a 37.5 hour work week the Standard Hours per year would be 1950 (37.5 hours a week x 52 weeks
in the year = 1950) and for a 40 hour work week the standard hours per year would be 2080 (40 hours a week x 52 weeks in the year = 2080
Standard Hours Per Year). Let’s assume for this example that a full time work week at this agency is 35 hours, so we select 1820 from the drop
down menu under “Standard Hours per Year”

Many small agencies often do not have the traditional ‘full time’ hours and do not have any full time employees at all. If this is the case for your
agency, for the purposes of this report, we ask that choose the standard hours per year that would apply to someone if they were to work full

time at your agency. You may use “1820” or “1950” as a placeholder for their standard hours per year.

Your report should look something like the image below, depending on the individuals specific hours.

Regular (Full-Time/Part-Time) and Casual Employee Information
Tatal Hours Paid at Straight Time Payw Rate
Reoular [Inzlude both worked and non-worked kours; erclude owertime howrs.)
= Between Januar 1, 2023 and December 31, 2023
Classification (FT/PT) Standard
[ none ofthe classifications in the or Hours Paid at Straight Time Weighted Average Hourly Pay
[If nene of the classifications = Hours
drop-down menu applies, pleass Casualf MNon- Mon-
) e . er Year inci inci
type in the position title. ) additional P Provincially F”FJ::_::E':”Y Provincially FFE::_:':;:“Y
hours Funded Funded
Hours Hours 5 5
Subtotals: 0.0 0.0
Activity Worker Regular 1820
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Small Agency Classification Walkthrough - Part 3

Hours Paid at Straight Time

We will now enter in the Hours Paid at Straight Time (actual hours worked in the year) by the activity worker in 2023. Under the Hours

Paid at Straight Time Rate heading, we will be entering in the number of hours worked in the year with the employee being both Provincially
Funded and Non-Provincially Funded.

In this example we will assume that the employee is fully funded by the Province (Provincially Funded) and worked 1820 hours in 2023
with no overtime. Please enter the number 1820 in the cell under the “Provincially Funded Hours” column pictured below.

We now need to enter in the employees’ hourly wage. We will enter this under the Weighted Average Hourly Pay — Provincially Funded
column. Please enter in the Hourly Wage that the employee was paid for the majority of the year. If the employee was given a raise within
the year please report the pay rate they received for the majority of the year. For this example we will be using $15/hour.

For example, if an employee was being paid $14 an hour from January to February but was given a raise to $15/hr in March, then enter $15
per hour as their hourly wage rate as that is the rate they were paid for the majority of the year.

TIP: Wage increase half-way

throughout the year? See the “Wage Total Hours Paid at Straight Time Pay Rate
Calculator”. Enter in the employee’s old Recular (Imr=lude bath warked and nom-worked hours; exclude avertime kowrs. ]
wa heir h d h = Between Jaruary 1, 2023 and December 31, 2023

ge, their hours under that wage, and Classification (FT/PT)
then enter in the new wage, with their (If none of the classifications in the or standard Hours Paid at Straight Time Weighted Average Hourly Pay
hours under the current wage. A number drop-down menu applies, please casual/ Hours Non. Non.
will calculate. Please copy and paste this type in the position titls.] additional per Year Provincially Provincially Frovincially Provincially
number and put it into the “Weighted Av- haurs Funded Slirer Funded Szt
erage Hourly Pay” column on Schedule N1.

Hours Hours 5 5

REMINDER: If both NPF & PF, please mark — Subtotals: 0.0 1.820.0
only once as PROVINCIALLY FUNDED. Activity Worker Regular 1820 1,820.0 515.00
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Small Agency Classification Walkthrough - Part 4

Employee Headcount Information

We will now be adding the headcount information for the employee. In this example we will assume that the employee is still actively

working for our agency as of December 31st, 2023. In the Number of Employees as of December 31st, 2023 section under
“Provincially Funded” — ACTIVE” we need to enter the number 1.

If the employee had been on some type of leave (l.e. LTD, WCB, Maternity/Parental Leave), or any other type of leave as of
December 31st 2023, we would record the number 1 under the necessary column. For example, if the employee was on “WCB” please
enter “1” under “WCB”. This also applies to multiple employees who are being entered in by classification, which we will go over later.

Schedule N1: Non-Union

Regular (Full-Time/Part-Time) and Casual Employee Information

Provincial Funding as % of Total Funding

[Automatic

Non-Provincial Funding as % of Total Fundin

[Automatic

Tetal Haours Paid at Straight Time Pay Fate

Mumber of Employees as of December 31, 2023

Regular (Irchude both warked and non—warked hours; ewclude overtime hours.) | For employees whao are funded through both provincizl and non-provincial
Classification [FT/PT) Standard Between January 1. 2023 and December 31, 2023 sourcas, count only 23 Provincially Fundad. )
(If none of the classifications in the or b Hours Paid at Straight Time Weighted Average Hourly Pay N.I}I'I.— Provincially Funded
drop-down menu applies, please Casual/ ours Mon- Non- Rz EEl Maternity/
type in the position title.) additional per Year Provincially PH:::_::;Z“Y Provincially PH;:::;Z“Y Funded Active LT WCB Farental LD:::;
hours Funded Funded Qi Leave
Hours Hours 5 5 # # # # # #

Subtotals: 0.0 1,820.0 0 0 1] 0

Activity Worker ! Regular ! 1820 ! 1,820.0 ! 51500 | | | | 1 | |

NOTE: For any employee that is funded through both Provincial and Non-Provincial sources please report ONLY ONCE under Provincially FUNDED.
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Small Agency Classification Walkthrough - Part 5A

We will now be walking through how you would input a termination if it occurred in 2023. In the example below, the Activity
Worker worked for % of the year and was paid for a total of 1365 hours. Instead of listing the employee as “Active” under the
number of employees as of December 31st 2023 you must input a “1” under “Terminated Employees”. If that position was still
vacant and needing to be filled as of December 31st 2023, you must also input a “1” under “Vacant Positions”

Schedule N1: Non-Union
Regular (Full-Time/Part-Time) and Casual Employee Information

Provincial Funding as % of Total Funding

Non-Provincial Funding as % of Total Funding

(Automatically calculated from the Home Schedule)

(Automatically calculated from the Home Schedule)

TOUST TTOUTS PaTd Ot ST alEne 1T Pay RaE b P } P b
{Include both worked and non-worked hours; exclude overtime ﬂum er of Employees as of December 31, 2023 o o R
Regular hours ) (For employees who are funded through both provincial and non- Vacancy, Termination, and New Hires
’ provincial sources, count only as Provincially Funded.)
Classification [FT/PT) Standard o T — boc22 o0 — - - -
(If none of the classifications in or Hours Hours Paid at Straight Time Weighted Average Hourly Pay . I‘fnn_- : Provincially Funded v 'Lermllnated N:w leels N‘ew leels
nedropounmenu zeres o | 2| per Hor- Non- Funded Meterniny/ Postions | (Benweer an. | (Berwcen an | (Between fan
ot e - . er Year inci inci {Betw W v
please type in the position title.) additional P Provincially eI Provincially e REE Active LTD WCB Parental iy (As of Dec. 31) 1 1 1
Eunded Funded Funded Funded L Leave lAs ot Dec. ad)
hours Uhz= RS Active =5z and Dec. 31) and Dec. 31) and Dec. 31)
Hours Hours 5 5 # # # # # # # # # #
0.0 1,365.0 [] 0 [ [] 0 [ 1 0 0
Activity Worker | Resular | 1820 | [ 13850 [ si1s.00 | [ [ [ [ [C 1 O 1 D [ |
I I I I I I I I I I S I 1

The terminations reported on Schedule N1 will automatically be linked to Schedule T2 where we ask for the Demographic Information of
your Terminated Employees. Schedule T2 will look like the picture below for the Activity Worker if the numbers are not entered.

Schedule T2: Non-Union
Demographic Information of Terminated Employees

Number of Terminated Employees by Age, Gender, Length of Service, and Region
Regular (Between January 1 and December 31, 2023)
(FT/PT) Terminated
or Employees Age (Years) Gender Length of Service (Years) Region
Position Type - Classification
¥P Casual/ (Between Jan. 1
. and Dec. 31) Gender N Vancouver | Vancouver
additional e <26 26-35 36-45 46-55 56-65 65 Male Female N <1 15 6-10 10 Interior Fraser Northern
Diverse Coastal Island
hours
# # # # # # # # # # # # # # # # # #
Subtotals: 0 0 0 o o o 0 0 0 0 o o 0 0 0 0 0 o
Activity Worker Reguler P N N B
I
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Small Agency Classification Walkthrough - Part 5B

Now you will need to input the following into the Schedule T2 of the report:

A - Age

B - Gender

C - Length of Service
D - Region

Once you input the Age, Gender, Length of Service and Region of the terminated Activity Worker on Schedule T2, the row will change from
red to green, and look like the image pictured below:

Schedule T2: Non-Union
Demographic Information of Terminated Employees

Number of Terminated Employees by Age, Gender, Length of Service, and Region
Regular (Between January 1 and December 31, 2023)
(FT/PT) Terminated _
position T Classificats ar Employees Age (Years) Gender Length of Service (Years) Region
osition e - Classification
ye Casual/ (Between Jan. 1
. and Dec. 31) Gender N Vancouver | Vancouver
additional ec. 24 <26 26-35 36-45 46-55 56-65 »65 Male Female . <1 1-5 6-10 »>10 Interior Fraser Northern
Diverse Coastal Island
hours
# # # # # # # # # # # # # # # # # #
Subtotals: 1 0 0 0 0 ] 0 1 0 ] ] 1 0 0 1 0 0 0
Activity Worker Regular 1 1 [ \ [ 1 ] [ 1 ] 1| [
I

TIP: NOTE:

If you are unsure of your region for the purposes of this report, this If an employee is above or under these age brackets,

is the health region in which your agency is located. You can skip to please select “<26” for individuals younger and “65> for
Schedule S1 and hover above the red arrows under “Region”. individuals who are older. If you do not know the exact
There will be lists indicating which cities/towns are in the Interior, age of the individual, please call our support team for
Fraser Valley, Northern BC, Vancouver Coastal and Vancouver Island. further assistance at 1.855.625.3244
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Small Agency Classification Walkthrough - Part 6

Inputting Multiple Employees on Schedule N1

We will now walk through an example for an agency with 3 "Residential Workers". Just like in the previous example, you must report the

position of each employee under “Classification” using either the drop down menu or manually.

You must then report whether each employee was scheduled regularly or casually as pictured in the image below. If the individual is regularly
scheduled, select regular. If they are casual, select casual.

Schedule N1: Non-Union

Regular (Full-Time/Part-Time) and Casual Employee Information

Provincial Funding as % of Total Funding

Non-Provincial Funding as % of Total Fundin,

[Automatically calculated from the Home Schedule)

[Autematically calculated from the Home Schedule)

Total Hours Paid at Straight Time Pay Rate

[Imeluds bath warked and non-warked hours; exclude suvertime haurs.1

MNumber of Employees as of December 31, 2023

Resular [For empl swho are funded through both provincial and non-provincial Vacancy, Termination, and New Hires
= EetweenJanuary 1, 2023 and December 31, 2023 sources o only as Provincially Funded.)
Classification FTPT | o dard : !
(Ifnone ofthe classifications in the or Hours Paid at Straight Time Woeighted Average Hourly Pay MNon- Provincially Funded Terminated Mew Hires Mew Hires
— _,‘ it _‘ e I Hours Provincially| WVacant Employees External Internal
drop-down menu applies, please Casualy Non- Non- Maternity/ == ) ) )
e i osition title | e per Year Provincially Provincially Funded Other Positions [BetweenJan. | [Betweenlan. | [Betwean Jan.
type in the position title ] additional Provincially Provincially Active LTD wCB Parental e i o
Funded Funded Leave |4z of Dac. 21) 1 1 1
hours Funded Pt Active SEEE andDac.31) | andDec.31) | andDec.31)
Hours Hours 5 5 # # # # # # # # # #
Subtotals: 0.0 0.0 o o o o o o o o o o

Residential Worker

Residential Worker

Residential Worker

You must then report how many hours each employee would have worked if they worked full time in that position under Standard Hours

per Year. If the standard hours per year for that position is not available in the drop-down menu, please either use the placeholder of

“1920” or “1850”. Alternatively, please indicate these standard hours per year in an email when you submit the report.
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Small Agency Classification Walkthrough - Part 7A

You must input the Hours Paid at Straight Time for each employee that were Non-Provincially Funded and Provincially Funded, which is the
number of hours they were paid for in 2023.

You then need to enter in the employees’ hourly wage. We will enter this under the Weighted Average Hourly Pay. Enter in the Hourly Wage
that the employee was paid for the majority of the year. If an employee was given a raise in the year please report the pay rate they received
for the majority of the year.

You will then have to report if they were Active, On Leave (LTD, WCB, Maternity/Parental Leave, Other Leave) or Terminated. In the picture
below, 2 Residential workers were Active and Provincially Funded and 1 Residential Worker was terminated in 2023. In this example, we will
assume that a vacancy was created and since the terminated position was not filled as of December 31st 2023, it is also indicated as being
vacant.

IMPORTANT: LTD and WCB in the Number of Employees section denotes LTD or WCB leave, not that the person is covered under LTD and
WCB.

Schedule N1: Non-Union Provincial Funding as % of Total Funding (Autematically calculated from the Home Schedule)
Regular [Full-Time/Part-Time) and Casual Employee Information on-Provincial Funding as % of Total Fundin [Automatically calculated from the Home Schedule)
Toatal Howrs Paid at Straight Time Pay Rate Number of Employees as of December 31, 2023 -
. . T o R _ Backfill

Regular [Include bath warked and non-worked hours; exclude overtime hours.) | (For vho are funded through both provincial and non-provincial Vacancy, Termination, and New Hires R I

(F'F.erT] Between January 1, 2023 and December 31, 2023 sou ount anly 2z Provincizlly Funded.) [Between Jan. 1and Dec. 31}
Classification / —_——————— — ]
; e or Standard [ {igurs Paid at Straight Time Weighted Average Hourly Pay Non- Pravincially Funded Terminated | New Hires New Hires R
{If none of the classifications in the Hours . Total Hours | What % ofthe
drop-do Casual/ - . Provincially| Maternity/ Vacant Employees External Internal Paid at total straight

o T o er Year - inci - inci Funded Positions [Between lan. | [Between Jan. | [Betweenlan. X =

typein the position title. | additional | P Provincially Pr::'ﬂ";g':”" Provincially Pr:'ﬂ";;:"“ Active LD WCE | Parentsl E):::Er e ot Doe 211 N N ) StraightTime | time hours

hours e e Active L | sndDec.21) | andDec.31) | andpeczyy | PRYRete | wersbacil

Hours Hours 5 5 # # # # # # # # # # Hours B
Subtotals: 0.0 0.0 0 0 0 0 0 0 1 1 0 0 0.0

Residential Worker Regular 1820 515.00
Residential Worker Regular 1820 514.00 1 1
Residential Worker Regular 1820 $15.00
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Small Agency Classification Walkthrough - Part 7B

Terminations

Just like in the previous example, the termination reported on Schedule N1 will be automatically inputted into Schedule T2, where you then
must report the demographics of the terminated employee. You will see that cells have turned red indicating there is missing data. Schedule
T2 will look like the image below before you enter data:

Schedule T2: Non-Union

Demographic Information of Terminated Employees

Number of Terminated Employees by Age, Gender, Length of Service, and Region

Regular ) |Between January 1 and December 31, 2023)
(FT/PT) Terminated
. I or Employees Age [Years) Gender Length of Service [Years) Region
Position Type - Classification [Between Jan.
Casual/ 1 Gend Vancouve | Vancouve
. ender
additional | [ opoc s | <28 2635 | 3645 | 4655 | G665 >65 Male | Female | o0 " <1 15 6-10 »10 | Interior | Fraser | Northern r r
hours Coastal I=land
7 7 7 7 7 7 7 7 7 7 7 # # # # # # #
Subtotals: 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0
Residential Worker Regular
Residential Worker Regular 1
Residential Worker Regular

Once you input the Age, Gender, Length of Service and Region for your terminated employee on Schedule T2, the row will change from red

to green, as shown below:

Schedule T2: Mon-Union

Demographic Information of Terminated Employees

Number of Terminated Employees by Age, Gender, Length of Service, and Region

Regular . [Betwaen January 1 and December 31, 2023)
[FT/PT) Terminated -
or Employees Age [Years) Gender Length of Service (Years) Regicn
Position Type - Classification [Between lan.
Casual/ 1 Gender Vancouve | Vancouve
additional and Dec. 21) =26 26-35 3645 46-55 56-65 =65 Male Female Di =1 1-5 610 =10 Interior Fraser Northern r r
= ! Iverse
hours Coastal I=land
# 7 # # # # # # # # 7 # # # 7 # # #
Subtotals: 1 0 1) 0 0 0 0 1 0 0 1 0 0 0 0 0
Residential Worker Regular
Residential Worker Regular 1 1 1 1 1
Residential Worker Regular

Please note that for the purposes of this report "Terminations" can be voluntary or involuntary. For example, a retirement is

classified as a termination. Please see Schedule T1 "Reasons for Termination"
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Medium to Large Agency Classification Walkthrough - Part 1

Inputting Multiple Employe€s on one line

Agencies completing the report do it in one of two ways — by individual employee by classification or by group of employees by classification.
Agencies with greater than 10 employees find it more time efficient to complete the report by groups of employees by classification.

Below is an example of how you would fill out the report by classification for 10 regular activity workers, 1 of which was terminated in 2023,
leaving a vacancy. Several employees have different rates of pay, with some workers funded Provincially and others funded Non-Provincially, and
with one new hire reported in the year.

STEP 1:

First we will select “Activity Worker” from the Classifications drop down. We then select whether these individuals are regular employees or
casual employees on the “Regular FT/PT of Casual/additional hours” drop-down to the right.

Standard Hours per Year are the number of hours an employee would have worked in a year if they had worked full time in their specific
position. In this example the Standard Hours per Year for these workers is 1950 based on a 37.5 work week, with 260 work days per year. For
example, based on a 35 hour work week multiplied by 52 weeks, the Standard Hours per Year would be 1820 (35 Hours a week x 52 weeks in
the year = 1820 hours), and a 37.5 hour work week the Standard hours per Year would be 1950 ( 37.5 hours a week x 52 weeks in the year =
1950 hours) and so on.

For this example, let’s assume that a full time work week at this agency is 37.5 hours, so we select “1950” from the drop down menu under
Standard Hours per Year.

For this example, we are going to take 3 employees who are Provincially Funded, one worked 1092 hours at $25/hr another 1456 hours at
$26/hr, and another 1820 hours at $27/hr. (1092 + 1456 + 1820 = 4368) and the remaining are 7 Non-Provincially Funded Employees who are
all working 37.5 hour work weeks, amounting again to 1950 hours a year (1950 x 7 = 13650). We enter those numbers into their respective
field, as shown below:

Schedule N1: Non-Union
Regular (Full-Time/Part-Time) and Casual Employee Information

Total Hours Paid at Straight Time Pay Rate
Regular (Include both worked and non-worked hours; exclude overtime hours.)

Between January 1, 2023 and December 31, 2023
Classification (FT/PT) Standard v -
., e : Hours Paid at Straight Time Weighted Average Hourly Pay
{If none of the classifications in the aor Hours
drop-down menu applies, please type Casualf/ Non- Nan-
in the position title.) ' . per Year _Dn_ Provincially _Dn_ Provincially
n the position title ] additional Provincially Provincially

Funded Funded
hours Funded Funded
Hours Hours 5 5
Subtotals: 13,650.0 4,368.0

Activity Worker Regular 1950 13,650.0 4,368.0 F 37




Medium to Large Agency Classification Walkthrough - Part 2

Weighted Average Hourly Pay and Wage Calculator

STEP 2:

We now need to calculate the weighted average wage rate for the classification we are using (Activity Worker).
To do this, we will use the Weighted Average Hourly Pay Calculator inside the report.

Click on the Wage Calculator tab at the top of the page on the report to access it.

This sheet is here for you to use for each classification. You can clear it and change the calculator as many times

are you like and it will not impact your work - this does not automatically fill into cells on previous schedules. NOTE:

Please see the blue circles
First we will calculate the Weighted Average Wage Rate for the Provincially funded employees. Let’s assume in this example, you will see
they each worked 1092, 1456, and 1820 hours in the year and that these employees were paid $25/hr, $26/hr, that both of these values are

$26.17, as this is the average.
Copy the average from the
wage calculator and enter
We now have the Weighted Average Wage Rate for our Provincially funded employees. Back on Schedule N1 we into the corresponding

can input this figure where it needs to go (see figure bottom right). schedule. (N1, M1 or B1)

and $27/hr respectfully. Input these values one by one on each line.

Schedule N1: Non-Union

WEiEhtEd Ave rage wage Rate Calculator Regular (Full-Time/Part-Time) and Casual Employee Information
Total Hours Paid at Straight Time Pay Rate
. . " - (Imclude bath worked and non-worked hours; excluds overtime hours.)
Tﬂ‘ml‘ Pﬂ'fd Stml'g h t Time Hours RL:;;F:'IE":IF Between January 1, 2023 and December 31, 2023
Cl ificati L
WErghtEd Average Wage Rate ( 3\ :If?::leI:iEtlhI::Ta ions in the or St:zz:d Hours Paid at Straizht Time Weighted Average Hourly Pay
TrAE 5 s2 Casual/ Nan- Mon-
¥ - _—
additional periear Provincially Pn::::gl:lly Provincially Pn::::gl:lly
Paid Straight Time Hours Hourly Wage Rate Straight Time Wages hours=——_ | Funded Funded
m!\ Hours 5 5
1052.0 $25.00 $27,300.00 Subtotals: __13,650.0 4,368.0 _
Activity Work Regul 1820 13,650.0 4,368.0 (7 52617 |
1456.0 $26.00 $37,856.00 o | Regular | | 1ss500 | 4 5617
15820.0 527.00 $49,140.00
$0.00
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Medium to Large Agency Classification Walkthrough - Part 3

STEP 3:

Now we will calculate the Weighted Average Hourly Wage Rate for the Non-Provincially funded employees. Let’s assume 5 employees
worked 1950 hours in the year at $17/hr, and two other employees worked 975 hours in the year - one was paid $17/hr and the other
$16/hr. We will now input these values one by one on each line (See figure on bottom left).

We now have the Weighted Average Wage Rate for our Non-Provincially funded workers (516.92). We can now enter this figure back onto
Schedule N1 under the “Weighted Average Hourly Pay - Non Provincially Funded” column.

Repeat this process for each classification. Remember, you can clear the Weighted Average Calculator sheet whenever you want to input

other classifications, as it is not linked to anything else in the report.

Weighted Average Wage Rate Calculator

Total Poid Straight Time Hours

(51602

Weighted Averoge Waoge Rate

Paid Straight Time Hours Hourly Wage Rate Straight Time Wages
9750.0 517.00 5165,750.00
975.0 517.00 516,575.00
975.0 516.00 515,600.00

Schedule N1: Non-Union
Regular (Full-Time/Part-Time) and Casual Employee Information

Total Hours Paid at Straight Time Pay Rate

{Include both worked and non-worked hours; exclude overtime hours.)

Regular
Between January 1, 2023 and December 31, 2023
Classification (FT/eT) Standard - e — - h' - I
(I none of the classificat omes or Hours Paid at Straight Time Weighted Average Hourly Pay

Hours

drop-down menu applies, please type sual/ Non- Non-
in the position title) ' additiona perYear P et Il Provincially Pr - Il ey
£ €l rovincial rovincia
& Funded & Funded

hours Fun\ded Funded
Hours Hours 5 5

Subtotals: 13,650.0 e —
Activity Worker Regular 1950 | 13,650.0 | 43880 |(_ $16.92 $26.17
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Medium to Large Agency Classification Walkthrough - Part 4

STEP 4A:
We are now going to indicate how many employees were active, on leave, and/or terminated in the 2023 calendar year. For this example we

have 10 regular activity workers, one of which was terminated in 2023.

Remember for the purposes of this report, Terminations may be voluntary or involuntary.

IMPORTANT: LTD and WCB in the Number of Employees section denotes LTD of WCB leave, not that the person is covered under WCB or LTD.
We’re now going to input the number 1 under the Termination column on our classification Line on Schedule N1 like so:

Schedule N1: Non-Union Provincial Funding as % of Total Funding (Automatically calculated from the Home Schedule)
Regular (Full-Time/Part-Time) and Casual Employee Information Non-Provincial Funding as % of Total Funding (Automatically calculated from the Home Schedule)
Total Hours Paid at Straight Time Pay Rate Number of Employees as of December 31, 2023 Backdill
Regular (Include both worked and non-worked hours; exclude overtime hours.) (For employees who are funded through both provineial and non-provineia Vacancy, Termination, and New Hires (Between Jan. 1 and Dec. 31)
Between January 1, 2023 and December 31, 2023 sources, count only as Provincially Funded.) S o
Classification (e Standard Hours Paid rtyst ight Ti Weighted A Hourly P Provincially Funded
(If none of the classifications in the or Hours ours Paid st Straight fime cighted Average Rourly Fay ten- . DG NE=E Terminated New Hires New Hires Total Hours | What % of the
drop-down menu applies, please type | Casual/ e vear o et (s ecial P'DF‘:J‘:;;: g Maternityy N p‘;::;:; Employees External Internal Paid at total straight
1 the position title.) additional | P P vam;lz ly R PFD‘"”;': y =i 5 o parental T et (Between Jan. 1 | (BetweenJan. 1| StraightTime | time hours
hours Funded s Funded ez active Leave EREi| ot Dec- 31 andDec.31) | and Dec.31) PayRate | were backfill?
Hours Hours s s # # # # # # # # # # Hours %

subtotals: 13,650.0 4,368.0 [ T 0 0 0 o, 1 N o 0 18018.0
‘Activity Worker Regular 1350 13,650.0 2,368.0 |  $1692 | 82617 | N [/ I N1 V¥ [ 1s018.0

STEP 4B:
If there was a termination and a vacancy was posted and that position was still vacant as of December 31st, 2023, then we would report the

vacancy as indicated in the figure below.

le. A Termination occurs on November 15, and the job is posted as vacant and the position still unfilled as of Dec 31, 2023 then we would record
that as one vacancy. Conversely if a termination occurred on June 30th and the position was filled July 15th, we would not report that vacancy as

the job was not vacant as of December 31st.

Schedule N1: Non-Union Provincial Funding as % of Total Fundin, Automatically calculated from the Home Schedule
8 g ¥
Regular (Full-Time/Part-Time) and Casual Employee Information Non-Provincial Funding as % of Total Funding Automatically calculated from the Home Schedule
8! ploy!
Total Hours Paid at Straight Time Pay Rate Number of Employees as of December 31, 2023 Backfill
Regular {Include both worked and non-werked hours; exclude overtime hours.) (For employees who are funded through both provincial and non-provincial Vacancy, Termination, and New Hires (8et Jan. 1 and Dec. 31]
etween Jan. 1 and Dec. 31)
Between January 1, 2023 and December 31, 2023 sources, count only as Provincially Funded.) ; :
Classification (F1/em Standard Hours Paid TtVSt' ight Ti Wei h; d A Hourly P; ' ' Provincially Funded
(If nane of the classifications in the or Hours ours Faid st Siraight fime Fiented Auerage fourly Pay . =3 . (s Lt L 2 Vacant Terminated New Hires New Hires Total Hours | What % of the
drop-down menu applies, pleasetype | Casual/ per Year e orovineial [eme I 'DF:':;;: v Maternit/ | PD::;_‘S Employees External internal Paid at total straight
1 the pasition title ) additional P rovm:lad v P rovln;lz y Active o WCB Feraiall =r (A of Dec. 31 | Bbwesn 2n. 1 | (BetweenJan. 1| (Between Jan. 1 | StraightTime | time hours
hours Funded iz ] Furiz active T L= PEETEEE 22 andpec.31) | andDec.31) | and Dec.31) Pay Rate were backfill?
Hours Hours $ $ # # # # i # 4 # # # Hours %

Subtotals: 13,650.0 4,368.0 0 9 0 0 0 o 7 1 N 1 0 0 18018.0
Activity Worker Regular 1950 13,650.0 43680 |  $1692 | %2617 | 9 N V [ 180180
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Medium to Large Agency Classification Walkthrough - Part 5

STEP 5:
We are now going to enter the demographic and regional information for the terminated employee. Let’s start with their age. Assuming that the
terminated employee was 27 years old we enter the number ‘1’ in the 26-35 age group, in the column under the Age heading.

If there were multiple terminated employees you would enter the number of employees that fell within each age group. For example if there
were two terminated employees (one aged 25 and the other age 45) you would put the number “1” in the <26 age group, and the number
“1” in the 36-45 age group.

Now let’s record the Gender of the terminated employee. Assuming the employee is female we will enter the number ‘1’ under the female
column. Assuming that the employee worked 1-5 years and was employed under the Fraser Region, we will mark the number “1” under the
Length of Service column we will enter number ‘1’ under the Fraser Column under the Region header. The report should now look like the image
below and all of the cells will now have turned green as you have filled them in with the data:

Schedule T2: Non-Union
Demographic Information of Terminated Employees

MNumber of Terminated Employees by Age, Gender, Length of Service, and Region
Regular (Between January 1 and December 31, 2023)
(FT/PT) Terminated
Position T Classificati ar Employees Age (Years) Gender Length of Service (Years) Region
osition Type - Classification Casual/ (Between an 1
i and Dec. 31) Gender . Vancouver | Vancouver
additional ! <26 26-35 36-45 46-55 56-65 =65 Male Female ) <1 1-5 6-10 >10 Interior Fraser Northern
Diverse Coastal Island
hours
# # # Ll # # # # # # Ll # # # # # # #
Subtotals: 0 __—t— 0 0 o 0 0 1 o 0 10 0 [ S 0 0
Activity Worker | Regular | 1 ! [QD) 1 | | ! D} ! (. 1+ D ! ! Cl =+ D ! |
~— N—___ S —— ~N—____~

For each of the demographic segments the sum of values must equal the number that is imported under the Terminated Employees column for
the classification. If it does not sum up, the cells will still be red and you will need to make an adjustment.

Follow this process for each classification and you will finish the biggest and most complex part of the report in a timely manner and with

ease. The process is the same for the Management & Excluded and Bargaining Unit components with some slight modifications. Please refer to
those the sections to see how they differ.
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Schedule N2: Non-Union Demographics

Seniority, Age & Gender, Benefits

In Schedule N2 please provide the following information for all active, regular and casual, Provincially funded non-union employees
that you have reported in Schedule N1 as of December 31st, 2023. If you have indicated you have 5 Provincially funded employees,
you will only need to input 5 employees within the demographics rather than the headcount of your entire agency. Below, you will
find a figure with the corresponding letters indicating which area you need to input length of service, gender, age, and group benefit
participation.

A - Length of service (The number of employees who have worked for x amount of years)
B - Gender and age (The number of employees that correspond to each gender and age)
C - Participation in group benefits (the number of employees that participate in each benefit)

Schedule N2: Non-Union
Demographic Information of Provincially Funded, Active Employees ONLY

Seniority (Length of Service) Age & Gender Group Benefit Participation
[As of December 31, 2023) (#s of December 31, 2023) (As of December 31, 2023)
Regular Casual Participation Status Participating Employees Mon-Participating
Regular Casual Male Female G_ender Male Female G_ender Benefit T Single R i Eligible igi forel
Diverse Diverse ype ingle Rate|Couple Rate|Family Ratel {Opted out) Ineligible

<1 year <20 Dental o
1to<2years 20 Extended Health Care (EHC) C o
2to< 3 years 21 Long Term Disability (LTD) o
3to<4vyears 22 Pension or Retirement Plan 0
4to<5years A 23 B Employee & Family Assistance Program (EFAP) 0

24

5to<6years
6to <7 years 25

7to<8years 26
Bto<9years 27
910 < 10 years 28
10 to < 11 years| 29
iiﬂiii:ﬁ:i :2 Please report the sum of couples and families under
13to<14yeary 2 “Family Rate”, since EHC rates are the same for both.
14 to < 15 years| 33
15 to < 16 years 34
16 to < 17 years| 35
17 to < 18 years 36
18 to < 19 years 37
19 to < 20 years| 38

IMPORTANT NOTE: ON THIS SCHEDULE, PLEASE ONLY REPORT THOSE EMPLOYEES THAT ARE Provincially FUNDED ACTIVE EMPLOYEES. IF YOU
REPORT ALL EMPLOYEES YOUR REPORT WILL BE RETURNED TO YOU FOR CORRECTIONS.

42



Schedule N2: Non-Union Demographics - Continued

Gender Definitions
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Schedule M1: Management

Classifications, Hours and Employees

On Schedule M1, please provide the following information for all management positions in your agency:

A - Classification

B - Gender

C - Average Annual Salary (amount the person would have been paid if they worked full time for an entire year)
D - Total Non-Provincially and Provincially Funded Payroll Amount and Expenses & Allowances Paid
E - Total Non-Provincially and Provincially Funded Hours paid

F - Number of Active Non—Provincially Funded and Provincially Funded Employees

G - Number of Provincially Funded Employees on Leave of Absence

H - Number of Vacant Positions Unfilled

I - Number of Employees Terminated

J - Number of External New Hires

K - Number of Internal New Hires

L - % of Straight Time Hours used for backfill

*For employees who are funded through both Provincial and Non-Provincial sources please count only once as Provincially FUNDED*

Schedule M1: Management | Provincial Funding a5 % of Toral Funding | | trutomaticaty catcuiated from the Home schedute)
Salary Information and Straight Time Hours hon-Provincial Funding as % of Total Fundmi I [Automatically calculsted from the Home Schedule]
Salary Information, Total Straight Time Pay, and Total Hours Paid at Straight Time Pay Rate Number of Employees as of December 31, 2023 Backfill
. . " ackfil
{includs both worked and non-warked hours; exclude overtime hours.) [Fo who are fundad through both provincial and non-provincial Vacancy, Termination, and New Hires Bet Jan. 1and Dec. 31
|Between Jan. 1and Dec
Between January 1, 2023 and December 31, 2023 sources, count only as Provincially Funded.)

Classification Genderof|  aversee Non-Provincially Funded Provincizlly Funded Non: Provincially Funded Terminzted | New Hires MewHires | = | whatssofthe
sifiestionsin the dropdownmanu | gy 0 N Non- Provincialty | Previncially Vacant Employees External Internal Pmid ot total seraizht
pe inthe position title.) Total Straight- | Total Expenses | Total Straight- | Total Bapenses) poyinciaily ¥ | Funded Matemnity/ | o Positions | [Betwesn Jsn. | [BetweenJan | [Between Jan sioa i <

Salary per Time Payroll | & Allowances | Time Payroll | & Allowances Funded Funded Active LTD wee Parental o (As of Dec. 31 N N N StraightTime | time hours
Emeleyes Amount peid Amount Paid Active e | angec.21) | andpec.31) | znddec 31 FayRate | werebackfillz

Slyear s 5 s 5 Hours Hours # # # # # # # # # # Hours 3
Subtotals: 50.00 50,00 50,00 50,00 0.0 0.0 [ 0 [ [ [ 0 [ [ [ [ 0.0

[
Lo :
A B C D E F G H I J K L

IMPORTANT NOTE: Please report male, female and gender diverse employees on same line, even if they fall under the same job classification.
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Schedule M2: Management Demographics

Seniority, Age & Gender, Benefits

On Schedule M2, please provide the following information for all Active, Regular and Casual Provincially Funded Non-Union Employees
that you have reported in Schedule M1, as of December 31st, 2023.

A - Length of Service

B - Gender and Age
C - Participation in Group Benefits

Schedule M2: Management & Excluded

Demographic Information of Provincially Funded, Active Employees ONLY

Seniority (Length of Service)

(45 of December

.......

31, 2023)

Age & Gender

.......

(&5 of December 3

Total
(Including
ED/CEO)

ED/CEQ
Only

<1 year

Male

Female

Gender
Diverse

Group Benefit Participation

Participation Status Participating Employees Mon-Participating

1lto<2 years

<20

Eligible Total

Benefit Type Single Rate | Couple Rate | Family Rate (Opted out] Ineligible

2to <3 years

20

Dental

21

Extended Health Care (EHC)

Jto<4dyears

dto<5years

22z

Long Term Disability (LTD)
Pension or Retirement Plan

23

[=RE=RE=RE=N0=]

Employee & Family Assistance Program (EFAP)

Sto<Byears

A

B to <7 years

24

B

25

7 to< 8 years

B8to<9vyears

26

9 to < 10 years

27

28

10to <11 vyears

11to=12 years

29

30

12 to <13 years

13to <14 years

31

14 to <15 years

32

33

15to <16 vyears

16to <17 years

34

35

17 to< 18 years

18to <19 years

36

19 to < 20vyears

37

38

Please report the sum of couples and families
under “Family Rate”, since EHC rates are the same
for both.

IMPORTANT: ON THIS SCHEDULE PLEASE ONLY REPORT EMPLOYEES WHO ARE PROVINCIALLY FUNDED ACTIVE EMPLOYEES.
IF YOU REPORT ALL EMPLOYEES ON THIS SCHEDULE YOUR REPORT WILL BE RETURNED TO YOU FOR CORRECTIONS.
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Schedule B1: Bargaining Unit

Classifications, Hours and Employees

In Schedule B1 please provide the following information for all Regular and Casual Bargaining Unit positions in your agency:
(Please note: If there are no Bargaining Unit/Unionized employees in your agency skip to Schedule S1: Summary — Hours, Employees and

Additional Information)
NOTE: This schedule is essentially the same as Schedule N1, but for the component of unionized employees (if applicable)

A - Classification

B - Gender

C - Average Annual Salary (amount the person would have been paid if they worked full time for an entire year)
D - Total Non-Provincially and Provincially Funded Payroll Amount and Expenses & Allowances Paid
E - Total Non-Provincially and Provincially Funded Hours paid

F - Number of Active Non-Provincially Funded and Provincially Funded Employees

G - Number of Provincially Funded Employees on Leave of Absence

H - Number of Vacant Positions Unfilled

I - Number of Employees Terminated

J - Number of External New Hires

K - Number of Internal New Hires

L - % of Straight Time Hours used for backfill

For employees who are funded through both Provincial and Non-Provincial sources, please count only once as Provincially funded .

Schedule B1: Bargaining Unit Provincial Funding as % of Total Funding [#utomatically calculated from the Home Schedule)
Regular (Full-Time/Part-Time) and Casual Employee Information jlon-Provincial Funding as % of Total Fundin, [8utomatically calculsted from the Home Schedule)
Tatal Hours Paid at Straight Time Pay Rate Number of Employees as of December 31, 2023 -
. . A o R N N Backfill
Resular (Inehude both worked snd non-worked hours; esclude cverime hours) | (For emapl are funded through both provincial and non-provincial sources, Vacancy, Termination, and New Hires . N
LF'?!’PT] Between January 1, 2023 and December 31, 2023 count anl cially Funded.) (Between Jan. 1and Dac. 31}
or Standard ™ (s Faid at Straight Time Weighted Avarage Hourly Fay Non- Frovincially Funded Terminated | Mew Hires New Hires _
H o Total Hours | What 3¢ of the
ours Prouincially| Vacant Employees External Internal ! )
s tasual/ er Year Nen- inci Ner- inci Funded B ; Positions | [B=tween Jan. | [Between Jan. | (Batwean Jan Paidst | total straight
type in the position title.] additional | P Provincizlly P";"”:':”“ Provincially P':'“r::':"“ Active LTD WCE Parental E"'"" me by | TR PR ] straignteTime | time hours
unde: unde: eave eave A= o ac 1 .
hours Funded Funded Active e andDec.31) | andDec31) | andDec.31) | ToYREte | werabackill?
Hours Hours 5 5 # # # # 8 3 L # # # # Hours
Subtotals: 0.0 0.0 [ 0 0 0 0 0 0 0 0 0 0 0.0
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Schedule B2: Bargaining Unit Demographics

Seniority, Age & Gender, Benefits

On Schedule B2, please provide the following information for all Active, Regular and Casual Provincially Funded Bargaining Unit Employees
that you have reported in Schedule B1 as of December 31st, 2023. Please note this schedule is identical to Schedule N1, only for unionized
employees.

A - Length of Service
B - Gender and Age
C - Participation in Group Benefits

Schedule B2: Bargaining Unit
Demographic Information of Provincially Funded, Active Employees ONLY

Group Benefit Participation

Seniority (Length of Service) Age & Gender > S
[As of December 31, 2023) [As of Decamber 31, 2023) | of Dacambar 31, 2023)
Regular Cazual Participation Status Participating Employees Mon-Participating
X . . Eligible . Total
Regular Casual Gender Gender Benefit Type Single Rate |Couple Rate|Family Rate = | Ineligible
Mzale Female K Mzle Female K |Opted out
Diverse Diverse Dental - o
<1year <20 Enta -
Extended Health Care [EHC) a
1to=2years 20 - — -
Zto<3years T Long Term Disability (LTD) (1]
Pension or Retirement Plan [+]
Ito<4years 22 - - -
4to<Gyears 23 Employee & Family Assistance Program (EFAP] Q
Sto<Eyears 24
Eto<7 years 25
7to<8years 26
Bto<Syears 27
Sto<10years 28
10to=11 years| 29
11to<=12 yearq 30 Please report the sum of couples and families
12to<13 31 “« : "o
ehbilak under “Family Rate”, since EHC rates are the
13 to=14 years| 32
lato=15yeary 3 same for both.
15to <16 years] 34
16 to<17 years] 35
17 to =18 yearg] £l
18 to <15 years] 37
19 to <20 years] 38

IMPORTANT: ON THIS SCHEDULE PLEASE ONLY REPORT EMPLOYEES WHO ARE Provincially FUNDED ACTIVE EMPLOYEES.

IF YOU REPORT ALL EMPLOYEES ON THIS SCHEDULE YOUR REPORT WILL BE RETURNED TO YOU FOR CORRECTIONS. 47



Schedule S1: Agency Summary

Employee Counts, Sick Leave Wage Costs, Region, Hours and Union Information

On Schedule S1, we will be breaking down the information previously provided on a single page. Please report the following:

A - Report the number of Active Employees by Hours

B - Report the number of Active Employees by Region

When you move your mouse over cells with the red corner flags, a comment box will appear and you will see which cities, towns and nations fall under
which health authorities.

C - Report the number of Active Employees by Union. Select name of your union from the drop-down list.

If it is not found in this list, type in the name of your union manually inside the cell. Cells with red corner flags are optional: report only if not all employees
have the same union affiliation.

D - Report the Total Overtime Hours by employment groups.

E - Report any Sick and Annual Leave Utilization (unpaid sick leave hours, paid education, training and orientation hours, paid vacation hours, all
other paid leave hours)

F - Report the Total Sick Leave Wage Costs by employment group (Non-Union, Management and Bargaining Unit) as well as Regular and Casual
Employees

Schedule 51: Summary
Hours, Employee Count, and Additiona| Information

Provincial Funding as % of T otal Funding T ] Schedule;
honProvincisl Funding s % of Total Funding | Il from the Home Schedule
Frouneraly Funded Tlon-Frovinerally Funded Frouneraly Funded Tion-Frovheraly Funded
humber of Active Employees Barguining Burguning Total Fegular and Casuzl Hours Bargaining Bargaini
{85 of Dimorbar 31 2033 Hon-nion | Mansgement | 5319 | tonetinion | Maragement | 5% (Batuoer danuany 1 and Dosember 3, 2023] Hon-Unien | Mansgement | S35 | tion-tnion | Management
B &3 0 0 0 0 oz oz hous houz [
Total Mumber of Active Employess Tatal Fiegular Hours g o o o
egular Full-Time Total Casual and Addiional Hours o i i i L} L}
eqular Par [ L L L L
ot omplagear ahaarkod LA n
g w o o o o
Hours
Fiouneial Funded Tion-Frovineraly Funded FiouneEy Fu Tion-Frovneay £
Rumber of Active Employees by Region ; Barguining ; Barguining Sick Leave and Paid Leave Hours iy ; o
e of Docembar 31,2029 Hon-nion | Mansgement | 539 | tonetnion | Maragement | 53 [Beteen danaary | and Desember 1,2023) Hon-Union | Managemant Non-Union | Managemant
& 3 0 0 0 0 oz houz houz hous Faure
Total Number of Active Employess Paid Sick Leaws Hours (Fequiar]
Interior Foai Sick Leave Hours [Casual)
Fraser

-
n Unpaid Sick Leave Hours E

Paid Education, Training, and Orientation Haurs

Vancouver Coastal

Vancouver lzland

2| Other Paid Leave Hours

Frouneraly Funded Tlon-Frovinerally Funded Frouneraly Funded Tion-Frovheraly Funded
Mumber of Active Employess by Union ; Bargaining ; Bargaining Tatal Paid Sick Leave Wage Costs " Bargaining ; Bargaining
(A of Dacember 31 2023 Hon-nion | Mansgement | 5319 | tonetinion | Maragement | 5% (Batueen Janan 1 and Dasember 3, 2023] Hon-nien | Mansgement | 5349 | tonetinion | Management | 5%

£ [ 3 H H H H
Total Mumber of Active Employess Fiegular Emplogees

IT‘ [

’\ Casual Emplogees
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Schedule S2: Total Compensation Costs

IMPORTANT: THIS SECTION IS REQUIRED.

YOU MUST REPORT ALL EMPLOYER PAID Schedule 52: Summary

Total Compensation Costs between January 1 and December 31, 2023
STATUTORY BENEFITS ALL EMPLOYER PAID Thiz zection is required For the completion of the sursey. All cells eolored red require a response. If the walue iz 0, please
GROUP BENEFIT COSTS ALL EMPLOYER PAID enter 0
SUPER ANNUATION COSTS. Frowinzial Funding as % of Total Funding | | i(Auromatically caleulated from the Home Sohedul

Man-Provincial Funding as 5 of Tatal Funding | iauromatically caleulated from the Home Sohedul
YOUR REPORT WILL BE RETURNED TO YOU ALL OTHER WAGE COSTS: Report any Crosnealyfunded fron T townaly Purded
IF ANY OF THE FOLLOWING CELLS ARE LEFT additional cash compensation under Mo Lhion | Wanagement | E*(EEHE | Morethion | Wanagament | &1
BLANK. “All Other Wage Costs”. If you are un- Wags Btz i i 3 3 i 3
- sure where these costs go, p|ease reach Pay at All Regular Hours 000 #0.00 $0000 000 #0.00 0,00

Straight Time

out to our support team at Pa:.g-th-: All Cazwal and &dditional Hours $0.00 $0.00 $0.00 $0.00 $0.00 $0.00

If any of these costs are not applicable to
1-855-625-3244 or report@cssea.bc.ca bapat Working on Statutery Holday

your organization you must indicate this in ot

you for revision. If you have any questions

Yacation & Statutory Holiday In-Licu Pay

your email or your report will be returned to \ PoyFiate Al Other Dvertime Pay

regarding Schedule S2 please call our

All Dkher Wage Costs

Support team at: 1-855-625-3244 Expenses and Allewances 1 1 [ t [ [

Transpartation Allowances

This report is the basis for the funding Ml Allawrances
of the social services sector of Oither Expenses and Allawinces
British Columbia. Bencfit Gosts } : $ 3 1 3

CPP - Canada Pengion Plan

Ftatutory

Eoncfitz £ - EMPlepment Insurance

If this section is incomplete or amounts

WICE - WorkZafeBC

are under-reported this will neqatively

5 ; BENEFIT COSTS: Include the EHC - Extended Health Care
impact the total amount of funding our employer's cost only
N ° Diental
sector receives. —
Group Life
Health &

whelfare ADED
BEencfits

LTD - Long-Term Disability

EFAF - Emplager b Pamily Ansinlannr Frageam

Okher Health & ‘whelfare Bencfits

MIFF - Municipal Pension Plan

Fuper-

. PEPF - Public Sector Pension Flan
annuation

Dther Superannuation Plan
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Schedule S2: Total Compensation Costs by Provincial and Non-Provincial Funding

We will now give an example of how to split compensation costs if an employee is compensated through both Provincially and Non-Provincially
Funded sources on Schedule S2. When an employee is compensated through both sources, it's important to allocate the compensation costs
under each funding source and employee group (Non-Union, Management, Bargaining Unit).

Example:

Let's take an agency where the employee is 70% Provincially Funded and 30% Non-Provincially Funded. If the employee's CPP cost totals
$2500.00, then we will take $2500.00 and multiply it by 70% to get the Provincial portion, next we will take $2500.00 and multiply it by 30% to
get the Non-Provincial portion. Below is an example:

Provincial Funding: 70%
Non-Provincial Funding: 30%

$2500 x 0.70 = $1750
$2500 x 0.30 = $750

Please see below a visual of the funding percentages which are calculated. You can find these calculations throughout the top of the report.

Schedule 52: Summary
Total Compensation Costs between January 1 and December 31, 2023

This section is required for the completion of the report. All cells colored red require a response. If the value is 0, please enter 0.
Please enter the employer's costs only.

Provincial Funding as % of Total Funding | 70.0% | {Automatically calculated from the Home Schedule) oM -
Non-Provincial Funding as % of Total Funding | 30.0% | {Automatically calculated from the Home Schedule} When ﬁ"lng OUt the home SChedUIe wlth
Provincially Funded Non-Provincially Funded fundlng percentages for Pro‘"nc'al and
. . P .
Nontnion | wanasement | 5% | fortion | wanagement | S Non-Provincial sources, it's crucial to
e 5 : 5 5 : 5 calculate the split in hours worked for an
Pay at All Regular Hours $32,112.50 $0.00 $0.00 $13,762.50 $0.00 $0.00 individual compensated from both
Straight Time
Pay Rate All Casual and Additional Hours 50.00 $0.00 $0.00 50.00 $0.00 $0.00 sources. on SChedUIes N1’ B1' and Ml’
_ _ it's important to avoid entering the total
Pay at Working on Statutory Holiday " . .
Fremium annual hours under both "Provincially

Pay Rate All Other Overtime Pay

Funded" and "Non-Provincially Funded"
categories to prevent discrepancies in
compensation on Schedule S2. Entering

Vacation & Statutory Holiday In-Lieu Pay

All Other Wage Costs

Sxpenses ond Allowances : : : : : : the same hours, such as "1820," under
Transportation Allowances . .
both categories can lead to inflated
eal Allowances o .
e compensation figures on Schedule S2.
Dther Sxpenses snd Allowances These discrepancies require revisions and
Benefit Costs 5 5 $ 5 5 3 . .
can cause delays in completing the report.
CPP - Canada Pension Plan $1,750.00 5750.00

50



Schedule T1: Reasons for Termination Part 1

Schedule T1: Summary

Time to Fill Vacancies & Reasons for Termination

Average Time to Fill Vacancies

(Between January 1 and December 3

*Days defined as calendar days (ie., 7 days a week)

Report the average number of calendar days it
typically takes to fill vacancies in each job family
(Non-Union, Bargaining Unit, Management).

Please report a number for your estimate, not a
range. For example, if a position typically takes
3 weeks to fill, write in the number of days. In
this case, "21".

Management

Days*

Executive

Management

Professional

Administrative

Non-Union Days* Bargaining Unit Days*
Financial & Technical Financial & Technical
paraprofessional Counsellors & Consultants Paraprofessional Counsellors & Consultants
Classifications Graduate Degrees & Classification Graduate Degrees &
Licensed Professional(s) Licensed Professional(s)
Financial & Technical Financial & Technical
Counsellor & Consultants Counsellor & Consultants
Benchmark (Employment & Vocational) Benchmark (Employment & Vocational)
Classifications Front Line Workers Classification Front Line Workers
Operation Support Operation Support
Supervisors & Coordinators Supervisors & Coordinators
Non-Union - Delegated™* Days™ Bargaining Unit - Delegated™* Days*

Financial & Technical

Financial & Technical

Paraprofessional Counsellors & Consultants

Paraprofessional Counsellors & Consultants

Classifications Graduate Degrees &
Licensed Professional(s)

Classifications Graduate Degrees &
Licensed Professional(s)

Financial & Technical

Financial & Technical

Counsellor & Consultants

Benchmark [Employment & Vocational)

Counsellor & Consultants

Benchmark (Employment & Vocational)

Classifications Front Line Workers

N\ Classifications

Front Line Workers

Operation Support

\ Operation Support

Supervisors & Coordinaters

Supervisors & Coordinators

**For Indigenous Child and Family Service Agencies only

**For Indigenous Child and Family Service Agencies only

Hover your mouse over the
red arrows in the corner of
each classification to see
which terminated employees
fall under which classification.
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Schedule T1: Reasons for Termination

Reasons for Termination

Please indicate the number of employees terminated for each reason that applied

Part 2

Nen-Unien

Bargaining Unit

Paraprofessional
Classifications

Benchmark
Classifications

Delegated
Classifications

Paraprofessional
Classifications

Benchmark
Classifications

Delegated
Classifications

Management

Education (return to school)

New employer - Promotion with new employer

Transfer/move to new community

Discharged for cause - Unspecified reason

Discharged for cause - Mandatory Vaccination Status Order

Resigned - Unspecified reason

Resigned - Mandatory Vaccination Status Order

Resigned - Health reasons

Resigned - Didn't like my job

Resigned - Personal and/or family issues

New Employer - Increase in hours of work

New Employer - Increase in wages/benefits with new employer

New Employer - Better working conditions with new employer

New Employer - Unspecified reason

Layoff - Program closure

Layoff - Shortage of work

Layoff - Limited availability

Retirement

Disability

Death of the employee

Other

Don't know

Total

To the best of your knowledge,

please report the number

of terminated employees in
each group who stayed in the
social services sector or went
to other fields to work.

Where do terminated employees go to work, as far as you are aware?

(Of all employees terminated between January 1 and December 31,

If more than one reason applied
to a terminated employee, please
report the primary reason only. If
you are unsure of the reason, you
may type in "Don't know".

Nen-Union

Bargaining Unit

Paraprofessional
Classifications

Benchmark
Classifications

Delegated
Classifications

Paraprofessional
Classifications

Benchmark
Classifications

Delegated
Classifications

Management

Stay in the social services sector

Health

Education

Public administration and other public sector

Professicnal, scientific and technical services

Retail trade, accommodation and food services

Finance, insurance and real estate

Information, culture and recreation

\ Transportation, warehousing and wholesale trade

Manufacturing and construction

\Business, building and other support services

Ngriculture and natural resource development

Other

\ Don't know

Total

NOTE: If you are unsure of the employees reason for termination, please consult the terminated employees' Record of Employment
for the termination code. Reminder that Terminations can also be voluntary ie. due to Retirement etc.
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Schedule T2-T4: Demographics of Terminated Employees

In Schedules T2 to T4, please provide the following information for all terminated employees that you have reported in Schedules N1, M1
and B1 between January 1st and December 31st, 2023, by demographic group.

A - Age

B - Gender

C - Length of Service
D - Region

Non-Union

Home: Funding & Contracts

Management

Bargaining Unit

Summary

51: Hours & Employees

Termination

T1: Time to Fill & Reasons

H2: Other Funding Sources
Q1: Questions.
R1: Recruitment & Retention

Schedule T2: Non-Union

N1: Hours & Employees M1: Hours & Employees B1: Hours & Employees
M2: Demographics M2: Demographics B2: Demographics

Demographic Information of Terminated Employees

52: Total Compensation

T2: Non-Union

References

T3: Management

T4: Bargaining Unit

Job Families
Wage Calculator

Number of Terminated Employees by Age, Gender, Length of Service, and Region
Regular (Between January 1 and December 31, 2023)
(FT/PT) Terminated i i )
position Tvoe - Clasification or Employees Age (Years) Gender Length of Service (Years) Region
YP! Casual/ (Between Jan. 1
. and Dec. 31) Gender . Vancouver | Vancouver
additional . <26 26-35 36-45 46-55 56-65 =65 Male Female N <1 1-5 6-10 =10 Interior Fraser Northern
Diverse Coastal Island
hours
# # # # # # # # # # # # # # # #
Subtotals: 0 0 o 0 0 a 0 o 0 o a 0 a 0 o 0 0 a
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Report Checklist

[] HOME SCHEDULE
e Agency Information
e Annual funding (entire funding base)
e % of funding for compensation
e Number of contracts per funder

[C] SCHEDULE H2: Other Funding Sources
e Provincial Funding & Non-Provincial Funding Sources

[[] SCHEDULE Q1: Questions
e Legal status, Service Subdivision, Employer Health Tax, EI Premium
Reduction Program, Employer Health Tax
e Funding questions
e Payroll/Vendor Systems, Group Benefits, Pension/Retirement Plan,
Short Term Iliness & Injury Plan
[ )
[C] SCHEDULE R1: Recruitment & Retention
e Recruitment Situation in the past year
e Recruitment Situation in the past 2 years
e Retention Situation in the past year
e Retention Situation in the past 2 years

[C] SCHEDULE N1: Non-Union Hours & Employees
e All classifications filled
e Weighted Average Hourly Wage Rate for each classification
e Active Employees and Terminated employees recorded

[C] SCHEDULE N2: Non-Union Demographics
e Length of service for all employees
e Age and gender for all employees
e Group Benefit Participation

|:| SCHEDULE M1: Management Hours & Employees
e All classifications filled
e All salaries and payroll amounts entered
e Active employees, leave and termination for each classification

SCHEDULE M2: Management Demographics

e Length of service for all employees

e Age and gender for all employees

e Group Benefit Participation

[ ]

SCHEDULE B1 AND B2: Bargaining Unit Information and Demographics

e Same as N1 and N2 except for Bargaining Unit employees if applicable

SCHEDULE S1: Summary of Hours & Employees
e Full time and part time employees tally

e Active employees by region

e Active employees by union

e Separate regular, casual, & overtime hours
¢ Sick and Paid leave utilization

e All sick leave wage costs

SCHEDULE S2: Summary of Total Compensation

e Premium pay for all employee groups

e Expenses and allowances for all employee groups
e Statutory benefits

e Health and Welfare Benefits

SCHEDULE T1: Termination - Time To Fill & Reasons
e Average time to fill vacancies

e Reasons for termination

e Where do terminated employees go

SCHEDULE T2-T4: Termination - Non-Union, Management, Bargaining

Unit

e All termination demographics for each applicable employee group
(ensure no red cells are present).
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Overview of the Report

Data Collected by
Reporting Unit

List of Position Types and
lob Classifications

Mumber of Hours
[an.1 to Dec.31, 2023]

Amount in 5
[an.1 to Dec.31, 2023]

Number of Employees
[Jan 1 to Dec.31, 2023]

Others
[an.1 o Dec.31, 2023]

For Each Employee Group:

Agency overall or aggregate for each group:
Provincially Funded (PF) vs. Mon-Provincially Funded (NPF), each by employee
group - Bargaining Unit, Non-Union, & Management

Bargaining Unit [B1]
Non-Union [N1]
Management [M1]

PF and NPF casual/additional hours [51]

PF and NPF paid sick leave hours [51]

PF and NPF unpaid sick leave hours [51]

PF and NPF paid education, training, and orientation hours [51]
PF and NPF all other paid leave hours [51]

Funding amount per source [Home]
PF and NPF sick leave wage costs [51]
PF and NPF compensation costs, expenses and allowances, and benefit costs [52]

Active, regular and casual, PF employees by seniority [N2, M2, B2]
Active, regular and casual, PF employees by age and gender [N2, M2, B2]
Executive Directors and,/or CEOs by seniority [M2]

PF and NPF employees by job status [51]

PF and NPF employees by region [51]

PF and NPF bargaining unit employees by union affiliation [$1]

Agency details and contact information [Home]
Number of contracts per funding source [Home]
Lepal status, BC Housing Funding %, Live-In Support Worker status, Child Care

Provider Status, Payroll System, Group Benefit Provider, Pension/Retirement Plan,

and Existence of a Short Term Injury Plan (5TIIF) [Q1]
Recruitment and Retention [Q1]

Average number of days to fill vacancies per job family [T1]
Reason for job termination [T1]

Where terminated employees go to work [T1]

For Each Position Type/Classification:

Bargaining Unit [B1] Mon-Union [N1] Management [M1]

Regular full-time/part-time and

Gender of employee [M1
Causal/additional hours [N1,B1] ployee [M1]

standard hours per year [N1, B1]
MPF hours paid in total [N1, M1, B1]
PF hours paid in total [N1, M1, B1]

Total number of Paid Straight Time Hours used for Backfill [N1, M1, B1]

Average annual salary [M1]
Weighted average hourly pay for NPF and PF hours paid [A1l, B1] MPF and PF payroll amount

and expenses paid [M1]

Active NPF and PF employees [N1, M1, B1]
PF employees on leaves of absence [N1, M1, B1]
Total number of unfilled vacancies [N1, M1, B1]

Total number of terminated employees [N1, M1, B1]

Number of terminated employees by age [T2, T3, T4]

Number of terminated employees by gender [T2, T3, T4]

Number of terminated employees by length of service [T2, T3, T4]
Number of terminated employees by region [T2, T3, T4]

Note: Information in BOLDED SQUARE BRACKETS indicote the schedule number(s) where the required dato should be reported.
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We welcome your comments and feedback on this guide.

If you have any questions or comments, please contact CSSEA’s Finance, Research
and Knowledge Management Department.

Phone: 1.855.625.3244
Email: report@cssea.bc.ca

56



