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PURPOSE OF THE MANUAL

Years of experience have proved a Worker Adjustment
Committee to be the most efficient and effective way to assist veorker
facing loss of employment. Whether dealing with layoffs or total plant
closure it delivers an immediate response that can quickly assess and
provide for the unique needs of the workers it serves.

No two labour adjustment situations are identical eaxch one
will present unique problems and challenges. A Worker Adjustment
Committee provides a single, flexible model that can be adapted to meet
the needs of workers in all of the varied situations and circumstances
that may be encountered.

The uniqueproblems and challenges faced by each committee
means that no manual is able to provide a definitive procedure to be
followed precisely. The purpose of this manual is to provide guidelines,
based on years of experience, to assist a committee to utdizeddel
in a manner that will allow it to efficiently and effectively meet the
challenge of providing all of the services that will be required by
workers facing loss of employment.

Worker Adjustment Committee Handbook






Introduction to the Adjustment Process

Formation of an Adjustment Committee.

Table of Contents

Introduction to the adjustment process
Goal of adjustment process
Development of a strategy

Employee advantages

Employer advantages

Voluntary nature of committees
Rapid response

Charter Document

Timing of commitee work
Teamwork and focus
Confidentiality

Role of government departments

Adjustment committee costs

Appendix A Charter Document

Appendix B Fee for Service Agreement

Worker Adjustment Committee Handbook




3. COMMILLEE SITUCIULE......evveeiiiiee e 19
General Consideration
Employer representatives
Employee remsentatives
Ex officio members
The Chairperson
Manitoba Labour and Immigration Adjustment Services
assistance

Additional government assistance

4. Role and Responsibility of Committee Chairperson
AN MEMDEIS ...t 27
The commitee
The chairperson
Committee spokesperson
Role of committee members
Consultant§ government and external
Duration of committee

Time commitment of committee members

5. Alternatives to Closure or DOWNSIZING...........ccceeeeeeeeeeeeeeennns 35
First task is the adjustment plan
Possible alterative to closure
Alternatives to closure
Alternatives to downsizing
5.5 Focus

Worker Adjustment Committee Handbook



6. Committee MEEtiNgS........cceeeeeeieiiiieeeieeee e 41
Keys to an effective meeting
Minutes
Confidentiality
Appendix A Sample Agenda
Appendix B Conflict Management Approaches
Appendix C Sample Minutes

7. COMMUNICALION......iiiiiiiiiiiiiieeeeieeesib e e e e e e eeeeeeeees 49
7.1 Communication Strategy
7.2 First meeting with employees
7.3 Employee to committee communication

7.4 Committee to employee communication

8......Designing Action Plans..........ccccceeeeieiiiiiceeiii e, 57
8.1 Whatis an Action Plan?
8.2 Service delivery models
8.3 How to start
8.4 Employee survey
8.5 Generakkills inventory
8.6 Prospective employers
8.7 Limit of involvement
8.8 Delivery of services
Appendix A Sample Action Plan
Appendix B Sample Employee Needs Survey
Appendix C Sample Letter to Prospective Employers

Worker Adjustment Committee Handbook



9. Delivering SErViCeS..........couuuiiiiiiiiiiiiiee e 67
Needed services and theniquity
Determining who will deliver services
Hiring outside experience
Role of Labour Market Consultants/@odinators
Use of existing resources
Determining when to deliver services
Physical location for the delivery of services
Keeping track
Appendix A Job Description, Labour Market Consultant /
Co-ordinator
Appendix B Sample Case Management Report
Appendix C Statistical Summary

10. Evaluation and Final Report..........ccccoeoevviiiiieeeii e 7
10.1 Evaluating provision of services
10.2 Final Report
10.3 Approval and distribtion
Appendix A Outline for a Final Report

Worker Adjustment Committee Handbook

Vi



Section 1 Introduction to the

Adjustment Process

i Introduction to the adjustment process
i Goal of adjustment process

i Development of a strategy

14 ., Employee advantages

15 e, Employer advarages

Worker Adjustment Committee Handbook






SECTION 1: INTRODUCTION TO THE ADJUSTMENT PROCESS

1.1 Introduction to Worker Adjustment Notes

Committees

The closure of a plant or the layoff of a large number of

employees is a traumatic event for all concerned; employees,

employer and community. However, the crisis caused by pending

layoffs pravides an opportunity to establish a new working

relationship between employer and employee to the benefit of

both. A labour/management Worker Adjustment Committee based

on common goals is the activity that will promote this new

relationship.

The formaton of a Worker Adjustment Committee

provides a proven, simple and efficient way for management and

labour, both unionized and namion, to work together to manage

change in the workplace. A history of success has lead to stropg

support for Worker Adjustent Committees in legislation

regarding group termination of employment as contained in the

Manitoba Employment Standards Code.

There are hundreds of examples of successful transition

programs using this model to meet the needs of the workers, the

company and the community. Experience proves the positive

results when employer and employee representatives work together

to plan and organize reemployment, retraining and other servides.

This resource manual is not intended to provide exhaustive

techni@l assistance. Its purpose is to provide companies and

.Worker Adjustment Committee Handbook 3



SECTION 1: INTRODUCTION TO THE ADJUSTMENT PROCESS

Notes employees with the fundamental information necessary to establish

an effective Worker Adjustment Committee.

The approach outlined in this manual is based on a model

that has been used effectively fuver twentyfive years. It utilizes

the organization and resources of both management and affected

labour unions. It encourages the use of existing employment

services and programs delivered through Manitoba

Competitivenesslrainingand Traddo enabé workers to locate

new employment as quickly as possible. When dealing with a

large number of workers a committee may employ external staff to

operate programs or deliver services andptatement activity.

The committee model detailed in this manc@hsists of a

Chair and equal representation from employees and the employer.

Their role is to develop a program utilizing all available service

providers, provincial or local, public or private, which can provide

reemployment services for workers facjof-loss. The

committee will also act as a focal point for communication

regarding the progress of changes in the workplace and the

provision of services.

1.2 Goal of adjustment process

The primary goal of a Worker Adjustment Committee is to

provide a innovative, flexible, costffective and caperative

means for the reemployment of jthreatened or laid off
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SECTION 1: INTRODUCTION TO THE ADJUSTMENT PROCESS

employees with the least disruption to their lives and earnings. Notes
This reemployment may utilize existing skills or may involve some

degree ofetraining.

1.3 Development of a strategy

D

To achieve this goal each committee must develop its ow

unigue strategy based on the particular circumstances it faces.

This strategy must take into account the fact that employee

reactions to threatened undmyment will differ widely due to

individual personal situations and that these reactions may change

at various times during the adjustment process.

An effective Worker Adjustment Committee strategy will

contribute positively to the economic, social gusgchological

well being of employees during this difficult time while focusing

on reemployment.

One of the first considerations may be whether or not th

1%

planned layoffs or closure can be prevented. Section 5 of this

manual suggests situations in whalternatives may be available

-
~

and ideas for committee consideration when alternative action ma

be possible. However, such considerations must not distract the

committee from its prime responsibility to plan for announced

workforce adjustment.

.Worker Adjustment Committee Handbook 5



SECTION 1: INTRODUCTION TO THE ADJUSTMENT PROCESS

Notes The menbers of a committee will have a wealth of

Both

Empl

knowledge and experience about the workplace, the industry, the
community and the employees. The committee must build on this
collective experience and knowledge to develop and implement an

effective adjustment ph.

1.4 Employee advantages

labour and management benefit from their

involvement in an adjustment committee but the focus of the

committee is to help the workers who face the loss of employment.

oyees gain the following from a carefullyaphed

program prepared in advance of layoffs.

Quick response time for earlier reemployment

As there is no need to negotiate a detailed contract
to establish an adjustment committee it can be formed
quickly and easily with a simple Charter Document.
Thequick formation of a committee provides the
maximum amount of time to provide services prior to
actual job loss. The more time that is available for
the provision of services before jobs are lost the
greater the chance for employees to find new work
andfulfill the goal of reemployment with

uninterrupted earnings.
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SECTION 1: INTRODUCTION TO THE ADJUSTMENT PROCESS

Access to government sponsored employment
services

The formation of a committee brings together
representatives of the Labour Adjustment Service
of Manitoba Labour and Immigration with thosk
other government departments suctMasitoba

CompetitivenessTraining andTrade.

Workers helping workers
Involving workers in the planning of transitions

services builds acceptance of the program. An

imposed program can never achieve the support

given to one organized with the assistance of

affected workers. The greater the acceptance and

support by the workforce the more successful the

adjustment program will be.

The involvement of employees provides
workers with the opportunity to discugsrsonal
situations confidentially with someone who fully

understands their situation and concerns.

Co-ordination of Services

The Committee can eordinate resources and
activities so that services are provided at the righ
time as determined by thodeey are designed to

help.

.Worker Adjustment Committee Handbook
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SECTION 1: INTRODUCTION TO THE ADJUSTMENT PROCESS

Notes By co-ordinating the delivery of information
regarding events, activities and services the

Committee will minimize the spread of conflicting

and confusing rumours that only add to existing

stress.

1.5 Employer advantages

An employer will benefit indirectly from all advantages to

their employees and directly from the adjustment process in the

following ways.

U Cost effective ceordination of services

Workforce Adjustment Committees have proven

to be the most costffective way to ceordinate

adjustment services. This is

benefit, as the company will share in the cost of

providing services.

U  Productivity and Morale

Low morale prior to and after layoffs frequently

results in high absenteeism and decreased

productivity. Experience proves that when workers

participate in the development of a transition

program well in advance of layoffs these problems

can be minimized or avoided.

Worker Adjustment Committee Handbook 8
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SECTION 1: INTRODUCTION TO THE ADJUSTMENT PROCESS

The company not only benefits from improved
morale among those being laid.oOf equal
importance to the company is that it benefits from
improved morale among the remaining employee
There are no unaffected employees when layoffs
occur as surviving employees are adversely affed

by the layoff of ceworkers. The more the opany

IS seen to be doing to assist those being laid off the

better the morale and productivity of remaining

employees.

Positive Labouri Management Relations

Working together to solve problems in a

positive way reduces labour/management tension.

Thisimproved relationship between management
and labour will assist with the settlement of other
labour/management issues not directly related to

layoff.

Positive Community Image

The drama of major layoffs or plant closure
attracts media and public atteon. The manner in
which events leading up to the closure or layoffs
handled will determine whether that attention
reflects positively or negatively on the company.
communication plan supported by the workers th:
includes organized informatiotb@aut company
plans, assistance efforts, benefit packages and a

[

Notes

ted

the

are

A
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SECTION 1: INTRODUCTION TO THE ADJUSTMENT PROCESS

Notes

other reemployment information reduces the
disruptive affect of public misunderstanding and
rumour. This will result in a more positive public

image for both company and union(s).

Worker Adjustment Committee Handbook
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SECTION 2: FORMATION OF AN ADJUSTMENT COMMITTEE

2.1 Voluntary nature of committees

Under normal circumstances the formation of a committs
is a voluntary, cabperative arrangement between management
labour supported by Manitald.abour and Immigration and other
provincial and federal departments. In some circumstances a
Worker Adjustment Committee could be mandated but that wo

be an exceptional situation.

2.2 Rapid response

A professional consultant from Labour Adjoent
Services will be the first responder when a closure or planned
layoff is reported. The consultant will contact the affected
workplace and meet with labour and management to oversee t
formation of a committee. The consultant will also contact the
appropriate Employment and Training Services staff within 24

hours to initiate discussion regarding options.

When agreement is reached the consultant will oversee
formation of the committee, target unique problems anrd co

ordinate needed resources.

Each guation presents a unique set of circumstances bu
the formation of a committee usually involves the following stef

all of which can be accomplished quickly.

Notes

il

S,
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SECTION 2: FORMATION OF AN ADJUSTMENT COMMITTEE

Notes a) An understanding by both the employer and the
employees that the committee is designed to work

on a ceoperative, not confrontational, basis.

b) Establishment of objectives.

c) Determination of possible expenses and

contributions to those expenses.

d) Development of a Charter Document.

e) Appointment of committee members.

f) Selection of a chairperson.

g) Orientation and training sessions to familiarize

members with their role and available services.

2.3 Charter Document

When all parties have agreed to the establishment of a

committee a Charter Document will be drawn up. This document

ensures that all partiestine adjustment process understand and

agree to the terms and conditions under which the committee will

operate.

The Charter Document will cover the following basic

points.

U Organizational structure.

U Appointment of a chairperson.

U Committee membership.

U Obectives of the committee.

U Time frame for committee activity.

Worker Adjustment Committee Handbook 14



SECTION 2: FORMATION OF AN ADJUSTMENT COMMITTEE

U Cost sharing arrangements.

U Budget and accounting obligations.

The Charter Document will set out committee membersh
but, unless otherwise agreed in unique circumstances, that
membership wilinclude an equal number of employee and
employer representatives. When union andumaon employees

are affected both groups should be represented on the commit

A sample Charter Document is provided as Appendix A

this section.

2.4 Timing of committee work

It is far easier for the committee to operate if it is formed
time to organize and begin delivery of an adjustment plan befo
the planned closure or layoffs occur. The voluntary nature of th
committee requires that employees and eygr® are available to
undertake the work. After layoffs have taken place it will be mg
difficult to locate affected employees for both committee work &

the delivery of services.

However, if the layoff or closure has already occurred it i

still possble to provide assistance. A Labour Adjustment Servi¢

Consultant will assist in the gathering of available resources. T
delivery of services may be more challenging but experience h

shown that the Worker Adjustment Committee model makes it

Notes

P
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e

e
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.Worker Adjustment Committee Handbook

15



SECTION 2: FORMATION OF AN ADJUSTMENT COMMITTEE

Notes possibe. Flexibility is the key and the committee will have to

adapt to reach its goals.

2.5 Teamwork and focus

To achieve the goals of the adjustment process it is

essential that committee members work together as a team. This

requires that decisions be deaby consensus or general

agreement.

The adjustment process is not part of a collective

bargaining process and discussion cannot be conducted as if it

were a negotiating table. Employee and employer members must

set aside differences and keep theiuton assisting affected

employees.

2.6 Confidentiality

Members of the adjustment committee do not normally

have access to confidential personal information but they will take

part in discussions that are confidential. Maintaining that

confidentialityis critical.

Confidential treatment of employee personal information

that may be encountered is necessary if the committee is to gain

and maintain the trust and-operation of those it is trying to

assist.
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SECTION 2: FORMATION OF AN ADJUSTMENT COMMITTEE

The confidentiality of committee discussimgarding
options, programs and possible activities is necessary to build
required trust between management and employee members.
During discussion the committee will decide what information
related to initiatives is to be kept confidential, whabigé

communicated to all employees and how it will be communicats

2.7 Role of government departments

Various government departments may play a role in supq

of Worker Adjustment Committees.

Labour Adjustment Services of Manitoba Labour and

Immigration is the first responder and carries responsibility for the

formation and development of the committee, for advice and
support during planning, for monitoring during delivery of

initiatives and for assessing outcomes.

Other provincial government depaents such as
Education, Training and Youth and Industry, Trade and Mines
have responsibilities in keeping with their roles, responsibilities
and programs. More detail on support that may be provided b
various government departments is provide8egtions 3.6 and
3.7.

'he

Notes

DOFt
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SECTION 2: FORMATION OF AN ADJUSTMENT COMMITTEE

Notes

2.8 Adjustment committee costs

Adjustment committee activities cost money. Any support

for committee expenses must be negotiated in advance with

representatives of the government departments involved with

approved costs subjettt equal sharing by the employer and the

provincial government. Labour Adjustment Services and

Employment Manitobaepresentatives working with your

committee will provide information regarding appropriate

expenses. Depending on the size and scope aoimmittee

appropriate expenses may include certain travelling expenses,

clerical support, office supplies, printing costs and the hiring of

assistance on a fder-service basis.

When assistance is to be provided on aféeeservice basis

a Fee foiService Agreement will be drawn up. A sample Fee for

Service Agreement is provided as Appendix B to this section.

Appendix A

Charter Document

Appendix B

Fee for Service Agreement
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ABC COMPANY LIMITED
EMPLOYEE ADJUSTMENT COMMITTEE

CHARTER DOCUMENT

BACKGROUND

As a result of the recently announced closure of the production facility of ABC
Company Limited, a representative from Labour Adjustment Services and
Manitoba Competitiveness, Training and Trade met with management from
ABC Company Limited to discuss the merits of establishing a joint- consultative
labour/management worker adjustment committee. This Charter document
reflects the decisions that were agreed upon by all parties at this meeting.

A A joint-consultative Labour/Management Committee will be established to
mitigate the impact of job loss at ABC Company Limited.

A Anna Fuller, Manitoba Labour and Immigration will chair the Committee
meetings.

A The joint-consultative labour/management committee will be comprised of
equal representation from both labour and management, as well as one or
two ex-officio provincial government representative from Manitoba
Advanced Education and Training. This Committee can create as many ad
hoc working groups as needed to ensure that their "Adjustment Action Plan”
is successfully implemented.

A The committee will operate for the period commencing, March 1, 2003 to
August 31, 2003, unless otherwise agreed to by the parties.

OBJECTIVES

The responsibilities and objectives of the ABC Company Limited Employee
Adjustment Committee shall be:

A To recommend to the EMPLOYER and EMPLOYEE REPRESENTATIVES
courses of action, which the Committee deems essential in the development
of a private program of human resource adjustment, in order to effectively
assist the workers obtain alternate employment and to minimize the impact
of job loss.

A With the assistance of Manitoba Labour and Immigration and Manitoba
Competitiveness, Training and Trade, bring to bear and make the most
effective use of all available private and public adjustment services that are
appropriate.



MEETINGS

The Committee will meet at least once a month on a date, time and place
as established by the Committee. A motion of the Committee can cancel
any meeting, but such a motion must be passed during a meeting held
prior to the meeting to be cancelled. Sub-committees will meet as often
as necessary and will be called by the Chair.

ADMINISTRATION AND FINANCES

The operation of the joint Labour-Management Workforce Adjustment
Committee will be financed by the partnership of key stakeholders,
Manitoba Competitiveness, Training and Trade and ABC Company
Limited.

The Committee will effectively administer and manage the "Adjustment
Action Plan" resulting from Employee Needs Surveys and be responsible
for control of the attached draft budget (see Appendix A).

ACCOUNTING RECORDS

The Committee will maintain accounting records and other documentation
in accordance with generally accepted accounting principles.

AUDIT

The accounts and records of this Committee will, by the end of the
Agreement period be audited and reported by an internal auditor from the
Department of Education Training and Youth and/or by a qualified auditor,
who will be a member of a professional accounting or auditing
organization.

SPECIFIC DELIVERABLES

A That a Labour Market Consultant be hired immediately.

A Organize a town hall meeting to familiarize the affected employees
with the services which will be available through the Worker Adjustment

Committee within the first two weeks of operation.

A Develop and admi ni ster an empl oyee "Needs As
analyze within the first four weeks of operation..



A Develop and implement an action plan based on the identifiable
"Needs Assessment”. (Appendix "B" outlines some of the key
activities that may be undertaken by the Committee)

A Measurable outcome of clients who have voluntarily developed
adjustment plans must result in a minimum of 70% placement rate
of active participating clients as defined-to have:

A Full-time employment if previously employed full time.
A Exploring and registration in recognized retraining program.

A The maintenance and submission of a case management report
describing the intervention required by the clients who become re-
employed or enrolled in training programs to confirm the 70%
pl acement rat e to me et t he target
providers.



APPENDIX A

PROPOSED BUDGET PROJECTION

ITEM

1. CONTRACT SERVICES
One-on-One Counselling Service
& Marketing Clients

Number of projected participants 50
5 hours per client 250 hours
Professional fees per hour $35.00

Projected fees:
Group Workshops

Total maximum hours 50 hours
Professional fees per hour $35.00
Projected fees:

To deliver and carry out all other
administrative functions including,
developing skills inventory, data-
base, newsletters, attending
committee meetings etc.

Total maximum hours 100 hours
Professional fees per hour $20.00
Projected fees:

Total projected Consultant/Co-ordinator fees:

AMOUNT

$8,750.00

$1,750.00

$2,000.00

$12,500.00



FINANCIAL CONTRIBUTORS:

MANITOBA ADVANCED

EDUCATION AND TRAINING $6,250.00
ABC COMPANY LIMITED $6,250.00
TOTAL $12,500.00

The majority of the cost projections are based on previous
funding arrangements for similar Workforce Adjustment
Committees.

FOOTNOTES:

A Consultant/Co-ordinator Position - is based on a fee for
services basis only. This would not be an employee of
the Committee. Therefore no employee benefits would
be paid out.

A This budget represents operational committee funding
only. Individual and/or group training needs that are
identified will be sourced separately.



APPENDIX "B"

The services to be coordinated by the Committee are as

follows:

A To organize a town hall meeting for all affected employees.

A To contract the services of a Labour Market Consultant to:

A

o o o T To

To carry out and oversee
surveys.

To work directly with participants in the preparation or
updating of resumes.

To provide job placement assistance - job leads and
career opportunity to all participants.

Works with participants in matching skills with retraining
options including self-employment opportunities.

To schedule the delivery of group information sessions
for participants.

To co-ordinate the delivery of specific job search, career
and interview skill-training workshops/seminars for
participants as needed.

To provide one-on-one consultation/career counselling to
identify barriers to employment and assist participants to
develop job readiness skills and job search strategies.

To collect labour market information for participants
regarding job openings, skill requirements and other
occupational information.

To provide ongoing personal support and labour
adjustment advocacy by handling basic concerns and
issues of participants and if necessary refers participants
to the appropriate community service organization for
further assistance.

To develop and distribute committee newsletters to all
participants.

To maintain participant records on all services provided
(training, educational and employment activities) and
report to the Committee on the status of all participants at
Committee meetings.

To maintain a liaison with Labour Adjustment Services and
Employment Manitoba.

participantso



THIS CONTRACT made at the City of Winnipeg in the Province of Manitoba
this, 1° day of March 2003

Between:

LABOUR MARKET CONSULTING

(hereinafter known as the AConsul
OF THE FIRST PART,
-and-

ABC COMPANY LIMITED

(hereinafter known as the ACI i en
OF THE SECOND PART

WHEREAS the Client is attempting to carry out a Labour Marketing Consulting
service for employees who have been laid off from ABC Company Limited.

AND WHEREAS the Consultant warrants and represents that they have the
skill, knowledge, know-how, and experience necessary to enable them to assist
the Client in reaching its developmental objectives, and is desirous of entering
into an agreement with the Client;

AND WHEREAS the Client requires the services of the Consultant, and is
desirous of entering into a contract with the Consultant;

NOW THEREFORE in consideration of the mutual covenants and premise
herein contained, the parties mutually agree as follows:

1. The Client agrees to pay the Consultant according to the payment
schedule contained in Appendix A and forming part of this Contract.

2. During the term of this Contract the Consultant agrees to provide the
services set out in Appendix B and forming part of this Contract.

3. The term of this Contract shall be for a period commencing with the
date of March 1, 2003 and terminating on August 31, 2003.

4. Either party to this Contract may terminate this Contract at anytime by
giving 3 days written notice to the other party.



The Consultant, upon giving written notice to the Client or upon
receiving written notice from the Client, agrees to provide the
Client with all information gathered, material collected, reports
or documents prepared, together with a final report and
statement of account up to the date of termination of the
Contract, within 3 days of giving or receiving the written notice.

Any notice required or permitted to be given under this Contract
shall be served by prepaid registered mail to the parties at:

(a) The Consultant:

Labour Market Consulting
123 Anywhere Street
Winnipeg, Manitoba

R1C 2P3

(b) The Client:

Mr. John Smith
Plant Manager
ABC Company Limited
456 Nowhere Ave.
Winnipeg, Manitoba
R4C 5B6

Any such notice will be deemed to have been served and
given forty-eight (48) hours after same has been posted
in one of her Majestyds post

In the event of termination, the Consultant shall have no claim
against the Client except to be paid in accordance with work
performed up to the date upon which termination becomes
effective.

In the event of termination, the Client shall have no claim
against the Consultant except to be provided with all
information gathered, materials collected, reports or documents
prepared, together with a final report and statement of account
up to the date upon which termination becomes effective. The
Client shall also have the right to be indemnified by the
Consultant for any monies paid out to a third party by virtue of
the Consultant exceeding his authority under this Contract or by
virtue of the Consultant committing a breach of any term of this
Contract.

boxes.



10.

11.

12.

13.

14.

15.

16.

17.

This Contract shall not render the Consultant an employee, partner, agent
of, or joint venture with the Client and or the ABC Company Limited
Employee Adjustment Committee. The Consultant is and will remain an
independent contractor.

The client shall not be responsible for withholding taxes with respect to the

Consul tantds compensation hereunder

responsible for ensuring that all withholding payments and taxes are made
to the appropriate authorities.

The Consultant will have no claim against the client hereunder or
otherwisefor vacation pay, sick | eave,
compensation benefits, health or disability benefits, unemployment
insurance benefits, or employee benefits of any kind and is solely
responsible for arranging his own coverage for any of these benefits.

It is the intention of the parties hereto that this is a contract for services
only, and the Consultant will not have the legal authority to contract on
behalf of the Client, or in any way bind the Client to any further contract
for services, and the Client is not responsible except as herein
contemplated for services provided pursuant to this Contract.

The Consultant undertakes to maintain strict confidentiality of Client
information and any other sensitive information regarding this contract.

Labour Market Consultant will be the sole consultant working on this
Contract.

This Contract is not assignable by either of the parties hereto without the
written consent of the other party to this Agreement.

The waiver by one party hereto or breach of any provision of this Contract
by the other shall not operate or be construed as a continuing waiver.

All of the provisions of this Contract shall be binding upon the parties
hereto and their respective heirs, successors and assigns.

No amendment, change or modification of this Contract shall be valid
unless in writing and signed by the parties hereto.

This Contract and any exhibit attached constitute the entire understanding
and agreement of the parties, and any and all prior agreements,
understandings, and representations are hereby terminated and
cancelled in their entirety and are of no further force and effect.

reti
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18. If any provision of this Contract or any portion thereof, is held to be invalid
and unenforceable, then the remainder of this Contract shall nevertheless
remain in full force and effect.

19. The laws of the Province of Manitoba shall govern the validity of this

Contract, the construction of its terms and the interpretation of the rights
and duties hereto.

IN WITNESS WHEREOF the parties have executed this Contract on the day and
year first above written.
For the Consultant:

PER:

Witnhess:

For the Client:

PER:

Witness:




Appendix A
Payment Schedule

As full compensation for the services rendered
pursuant to this Contract, the Client shall pay to the
Consultant:

ONE-ON ONE COUNSELLING SERVICE &
MARKETING CLIENTS: $35.00 per hour up to a
maximum of 5 hours per client, not exceeding 50
clients. (50 x 5 hrs. =250 hours @ $35.00 =
$8,750.00). Subject to Committee approval any
surplus or residue of unused hours can be
directed to those clients requiring additional time.

Group Workshops - $35.00 per hour up to a
maximum of 50 hours. (50 hours @ $35.00 =
$1,750.00)

To deliver and carry out all other administration
functions including, the development of skills
inventory, database, newsletter attending Committee
meetings etc. $20.00 per hour up to a maximum of
120 hours. (100 hours @ $20.00 = $2,000.00)



(1)

(2)

(3)

(4)

(5)

The Consultant shall submit invoices to the Client on a
monthly basis to:

Mr. John Smith
Plant Manager
ABC Company Limited
456 Nowhere Ave.
Winnipeg, Manitoba
R4C 5B6

The invoice shall be in writing and be to the satisfaction
of the Client in both form and content. The Consultant
shall provide to the Client such supporting documents,
vouchers, statements and receipts as may be requested
by the Client.

The Client shall endeavour to pay the Consultant any
fees due within 30 days after receipt and approval of an
invoice and any supporting materials requested under
subsection (2).

Those invoiced fees not paid by the Client within 45
days of receipt and approval shall bear interest from the
45th day at the prime rate in effect for the period in
guestion.

The total fees and expenses paid under this Agreement
shall not exceed ($12,500.00).



APPENDIX "B"
The services to be provided by the Consultant are as follows:
1 Carry out and oversee participants Skills and Needs Survey.
1 Scheduling the delivery of group information sessions for participants.

1 Co-ordinates and delivers specific job search, career and interview skill-
training workshops/seminars for participants.

1 Provides one-on-one consultation/career counselling to identify barriers to
employment and assist participants to develop job readiness skills and job
search strategies.

1 Works directly with participants in the preparation or updating of resumes.

1 Develops skill based training opportunities for participants and possible
sources of funding.

1 Works with participants in matching skills with retraining options including
self-employment opportunities.

1 Collects Labour Market information for participants regarding job openings,
skill requirements and other occupational information.

1 Provide job placement assistance - job leads and career opportunity to all
participants.

1 Provide ongoing personal support and labour adjustment advocacy by
handling basic concerns and issues of participants and if necessary refers
participants to the appropriate Community Service Organization for further
assistance.

1 Maintain a liaison with the Manager of the Winnipeg Employment Centre and
Human Resource Development Centre of Canada which is the focal point for
delivery of provincial government employment and training services including
employment counselling, testing, selection and referral to employment
opportunities and training.

1 Develops and distributes Committee newsletters to all participants.
1 Maintain participant records on all services provided, training and educational
activities, employment activities and update the Committee on the status of all

participants at Committee meetings

1 Treats participant's information and activities strictly confidential.
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SECTION 3: COMMITTEE STRUCTURE

3.1 General considerations

A Worker Adjustment Committee provides iammediate,
simple, proven and cesffective way to meet the challenges
caused by closure or layoff. A committee relies on active
participation by both employer and employee representatives b
will be most effective when employees participate activety a

enthusiastically in its work.

A Worker Adjustment Committee is normally composed
an equal number of employer and employee representatives.
However, with the approval of all parties, the final composition
the committee may be changed to meeti@aler circumstances.

The selection and role of committee representatives is dealt

with in the following sections but it must be noted that continuo
representation is essential. Progress cannot be made unless 3
areas of responsibility are present dnlly informed as to their
duties. All members should have an alternate who is also well
informed in order that work may continue without interruption

should the alternate be required to attend a meeting.

A meeting at which members with required mmfation are

absent accomplishes very |it

ut

of

us

1

Notes

and

wastes
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SECTION 3: COMMITTEE STRUCTURE

Notes

i

i

i

committee.

committee.

3.2 Employer representatives

Employer representatives should include individuals with
sufficient authority that they can make decisions at the committee
table that will be suppted by the company. The manager with

direct responsibility for affected employees should be on the

Employer representatives bring the following to committee

discussion in addition to managerial ability.

Knowledge of the industry.

Knowledge ofthe affected work force.
Knowledge of labour market conditions.
Established contacts with other employers.

The ability to authorize and implement company

actions approved by the committee.

3.3 Employee representatives

Employee representatives have anienportant role in the
adjustment process. They bring the following strengths to the

U When unionized, the support andaperation of the

union organization.
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SECTION 3: COMMITTEE STRUCTURE

U Experience in the work place. Notes
U Personal knowledge of the workforce.

U Personal contactith employees.

U Knowledge of current worker concerns and questions

0 Ongoing Ashop flooro asijsessment of

to, initiatives.

The value of the knowledge and information brought to the

committee by employee representatives cannot be over

emphasizé. Employee representatives must listen to what theif

co-workers are saying. They must make sure that employee

concerns are brought to the committee and that information flows

from the committee to the employees.

3.4 Ex officio members

Ex officio menbers will be designated as required by

government agencies or other groups. The consultant from Lapeur

Adjustment Services, Manitoba Labour and Immigration will be|an

ex officio member of the committee. Additional ex officio

members may be provided by:

U Manitoba Competitiveness, Training and Trade

U Human Resources Development Canada and/or

U affected organizations such as the sector council.

—

(0]

Ex officio members contribute their expertise and advice

committee discussion and thereby contribute to the idecis

.Worker Adjustment Committee Handbook 37



SECTION 3: COMMITTEE STRUCTURE

Notes making process but they do not vote if when a motion is put to the

committee.

Government service representatives will control the manner

in which services under their jurisdiction are delivered.

3.5 The chairperson

Representatives in consultatiaiith government

representatives will decide how the committee will be chaired.

Options include the following.

U Employee (union) and company-cbairs with

alternating responsibility at meetings.

U Provincial government consultant as chairperson or

facilitator.

U A company chairperson.

U A union chairperson

U When required by the situation, an appointed,

independent chairperson from outside the

organization.

The chairpersonds responsibilitie

but usually include the following.

U Call, and povide agendas for, all committee

meetings.

U Control discussions and the general course of the

meeting thereby managing group dynamics.

U Ensure appropriate minutes of meetings are kept.
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SECTION 3: COMMITTEE STRUCTURE

U Authorize and keep records of payments made for
committee.

U Ensure poduction and distribution of reports.

U Act as spokesperson for the committee.

U Ensure completion of egoing summaries and final

report.

3.6 Manitoba Labour and Immigration

Adjustment Services assistance

Labour Adjustment Services of the Manitoba Demparit
of Labour and Immigration, as first responder, has the
responsibility to identify all labour adjustment needs within the
province even if the industry involved falls under federal labour

legislation.

As previously noted, when a situation involvicigsure or
layoff has been identified, a Labour Adjustment Services
Consultant will be immediately assigned to promote and oversq
formation of a Worker Adjustment Committee. Once the
committee is established the assigned Labour Adjustment Ser\
Consutant will provide ongoing services such as the following.

U Ensure regular and special committee meetings as
required.

U Assist in the selection of a chairperson.

U Provide guidance to the chairperson on all

responsibilities and requirements.

the

pe

ices
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SECTION 3: COMMITTEE STRUCTURE

Notes U Promote an approgie model for the provision of
services.

U Provide technical assistance and advice.

U Identify consultants with required technical expertise.

U Develop and negotiate cestharing agreements with

stakeholders.

U Facilitate committee access to other local, provincia

or federal programs and services.

U Monitor and evaluate the delivery of programs based

on established deliverables.

3.7 Additional government assistance

In addition to Manitoba Labour and Immigratidvianitoba

Competitiveness, Training and Tra@elditonal provincial and

federal departments may be able to assist the committee to design

and carry out a successful program. Two such government

departments, and the assistance they may provide, are the

following.

U The Manitoba Department @fompetitiveness,

Training andTrade may provide assistance in areas

pertinent to their expertise including information

regarding the industrial sectors involved in proposed

adjustment programs.

U The federal department of Human Resources

Development Canada may provide seeg related to

their mandate. Most commonly this will be the
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SECTION 3: COMMITTEE STRUCTURE

provision of information and assistance regarding Notes

Employment Insurance.
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SECTION 4: ROLE AND RESPONSIBILITIES OF COMMITTEE CHAIR AND MEMBERS

4.1 The committee

The role of the committee is to work as a team to achiev

Notes

the stated goal of a Worker Adjustment Committee, which is thg
reemployment or retraining of affected workers with the least

disruption to their lives and earnings. In order to achieve this ¢
the chairperson and all committee members must work togethg

while fulfilling their specific role and responsibilities.

4.2 The chairperson

The prime responsibility of the chairperson is to overseg

and guide committee discussion in a manner that will enable the

parties to plan and implement an adjustment prograhis
requires the development of a cohesiveness that will encourag
committee members to work together. The ability of the
chairperson to foster egperative discussion in a situation that
may be tense, or potentially hostile, is essential if tmergittee is

to be successful.

With the assistance of government consultants the
chairperson is also responsible for ensuring that the following
functions are carried out.

U The general conduct of the meeting including
calling meetings, providing agendaseairing a

suitable location.

e al
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SECTION 4: ROLE AND RESPONSIBILITY OF COMMITTEE CHAIR AND MEMBERS

Notes

Ensuring that consistent minutes are taken at each
meeting. The chairperson may take minutes, have a
member act as recording secretary or provide
secretarial staff.

Oversee administrative procedures such as the
distributionof agenda, minutes, reports,
correspondence, etc.

Work with the Labour Adjustment Services
Consultant to ensure that contracts entered into are
properly constructed and approved.

Work with Labour Adjustment Services and
Manitoba Education and Youth consuilts to

ensure accurate financial records and the production
of required financial reports and claims.

Assist with the production and distribution of
required reports including the final report.

Act as committee spokesperson. (See Section 4.3)

4.3 Committee spokesperson

Normally the chairperson will act as spokesperson for the
committee. If the chairperson is a government consultant or if it is
the will of the committee an alternate spokesperson from
management or labour may be named. The designated
spokesperson will make all public statements on behalf of the

committee and respond to all media enquiries.

Worker Adjustment Committee Handbook
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SECTION 4: ROLE AND RESPONSIBILITIES OF COMMITTEE CHAIR AND MEMBERS

While a designated spokesperson must be prepared to

respond to questions regardi|ng

the responsibility for a detled response to a specific question may
be passed to a committee member, such as the chairperson of|an

applicable subcommittee.

4.4 Role of committee members

Committee members have the most important role in the

actual adjustment process. They & decisiormakers. They

must decide the best means by which to achieve the reemployme

of affected workers within the life of the committee. They must
decide whether they will be involved in all aspects of the
adjustment process or whether they will as a ceordinating

body between community experts and the employees.

The committee has a wealth of knowledge and experienc

regarding the workplace, the industry, the community and the
employees. Committee members should trust and build on that

collecive experience and knowledge and not underestimate their

power to develop and carry out an effective plan. The committe
must be able to identify employee concerns, develop effective

responses and put those responses into action.

The responsibilitiesfacommittee members include the
following that will be developed in more detail in Sections 7
through 10.

al

Notes

aspects

r

Qa
\>3
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SECTION 4: ROLE AND RESPONSIBILITY OF COMMITTEE CHAIR AND MEMBERS

Notes U Be an advocate for the committee and build worker
acceptance.

u Define issues and objectives as seen by those they

represent.

U Establish good communigahs with all employees as

described in Section 7.

U Develop an action plan to assist employees as

described in Section 8.

U With the assistance of the Labour Adjustment

Services Consultant identify available resources.

U Ensure delivery of required servicesainmanner that

meets employeesd needs as det a

U Evaluate activities to determine if the action plan is

meeting its objectives as described in Section 10.

U Modify the action plan when necessary.

U Deal with workplace rumours and misinformation.

4.5 Consultants i government and external

The roles and responsibilities of Labour Adjustment

Services and other government consultants in the work of the

committee were described in Sections 3.6 and 3.7 while the role

and responsibilities of hired Edgyment Ceordinators and/or

Labour Market Consultants will be dealt with in Section 9. While

hired consultants bring expertise and experience to committee

deliberations it must be remembered that final responsibility for

actions of the committee reststlwits members.
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