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Ceneral Labour and Trades
I nmat e Trai ni ng Program

| NTRCDUCTI ON

This standard describes the rating plans to be used to evaluate positions allocated
to the General Labour and Trades Group. It consists of an introduction, definition;
of the Operational Category, the occupational Category, and sub-groups, a basic
point-rating plan for all positions in the group, a supervisory rating plan for al
supervi sory positions, an inmate training rating plan for Canadian Penitentiary
Service positions in the group el enent profile guides, and bench-mark position
descri ptions.

Call positions in this group will be evaluated using the basic point rating plan.
Canadi an Penitentiary Service positions that have a continuing responsibility to
instruct, notivate and relate to inmates will also be evaluated using the inmate
training rating plan Supervisory positions will be allocated to the sub-group by
reference to their non-supervisory duties, and gill be eval uated using the basic
point-rating plan, the supervisory-rating plan, and where applicable the inmate
training-rating plan

Point-rating is an analytical, quantitative nmethod of determining the relative

val ues of jobs. It is particularly suited to heterogeneous occupational groups in
whi ch jobs consist of varied conbinations of tasks. Essentially, point-rating plans
define characteristics or factors common to the jobs being eval uated. They define
degrees of each factor or elenment and assign point values to each degree. The total
poi nt value determ ned for each job is the sumof point values assigned by raters to
the el ements.

Al'l nethods of job evaluation require the exercise of judgenent and the orderly
collection and analysis of information in order that consistent judgnents can be
made. The point-rating nmethod facilitates rational discussion and resolution of
differences in determining the relative values of jobs.

Sub- gr oupi ng

Thi s occupational group is divided into 18 sub-groups, which are defined in the
st andar d.

Factors

The conbined factors do riot necessarily describe all aspects of jobs. They dea
only with those characteristics that can be defined and distinguished and that are
useful in determning the relative values of jobs.

Four factors are used in the basic plan, one factor is used in the supervisory plan,

and one factor is used in the inmate training plan. Each factor is defined in terns
of two or nore related el enents.
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Ceneral Labour and Trades

Poi nt Val ues

The maxi mum poi nt val ue assigned to each factor in the basic plan reflected its relative
i mportance. Simlarly, point values have been assigned to the degrees of the elenments in
the basic plan.

In the basic plan the point values for the degrees of the elenents of each factor
increase arithnetically. Wth two exceptions, the minimum point value assigned to each
element is one-fifth of the maximum |In the Hazards el ement of the Working Conditions
factor the mninum point value is one-tenth of the maid man. In the Specific Vocational
Training el ement of the Skill and Know edge factor the mninmum point value is one-twelfth
of the maxi mum

Degr ee Co-ordi nat es

The degree co-ordi nates assigned in the supervisory plan reflect the nature of super-
visory responsibility and the nunber of enpl oyees supervised. Those assigned in the
inmate training plan reflect the nature of the training responsibility and the nunber of
i nmat es trained.

Rating Pl an
In the basic rating plan the following factors, elenents, weights and point values are used:
Per cent age of Poi nt Val ues
Fact or El ement Total Points M ni mum Maxi mum
Skill and Know edge 60
Basi ¢ Knowl edge 24 120
Conpr ehensi on and
Judgenent 36 180
Speci fic Vocati onal
Tr ai ni ng 25 300
Effort 15
Mental Effort 15 75
Physi cal Effort 15 75
Responsi bility 15
Resour ces 20 100
Safety of Qthers 10 50
Wor ki ng Condi tions 10
Envi r onnent 12 60
Hazar ds 4 40
100
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In the supervisory rating plan the followng factor and el enents are used

Fact or El ement

Super vi si on Nat ure of Supervisory
Responsibility
Nurmber of Enpl oyees
Super vi sed

Inthe innate training rating plan the followng factor and el enents are used

I nmat e Training Nature of Training
Responsibility
Nurmber of | nnates
Trai ned

Bench-mar k Positions

Bench-mark position descriptions are used to exenplify degrees of elenments. Each
description consists of a brief sunmary, a list of the principal duties with the
percentage of time devoted to each, and a specification describing each of the
elements as it appears in the position. The bench-mark positions have been

eval uated, and the degree and, where applicable, the point value assigned to
each el enent are shown in the specifications.

The rating scales identify the bench-mark position descriptions that exenplify
each degree. These descriptions are an integral part of the rating plans and are
used to ensure consistency in applying the rating scales.

Use of the Standard

There are nine steps in the application of this standard.

1. Allocation of the position to the category and the group is confirmed by
reference to the definitions and the descriptions of inclusions and
excl usi ons.

2. Allocation of the position to the sub-group is confirned by reference to
the sub-group definitions and to the bench-mark position descriptions.

3. The position description is studied to ensure understandi ng of the
position as a whole and its relation to positions with sinmlar duties and
to positions above and below it in the organization.

4. The tentative degree of each element in the position being rated is
determ ned by conparison with degree definitions in the rating scales
The Specific Vocational Training and the Resources el ements do not have
degree definitions, and for these the tentative degree is determ ned by
the conparative ranking of the position being rated with the bench-nmark
positions. For these two elenents raters may use the Elenent Profile
Gui de as a check on the degree tentatively sel ected.
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5. The description of the elenment in each of the bench-nmark
positions exenplifying the degree tentatively established is
conpared with the description of the elenent in the position
being rated. Conparisons are al so nade with descriptions of the
el ement in bench-mark positions for the degrees above and bel ow
the one tentatively established.

6. The point values for all elenents are added to determ ne the
tentative total point-rating in the basic plan.

7. The supervisory differential is determ ned by the degree co-
ordi nates assigned to the position in accordance with the rating
scal es of the supervisory rating plan.

8. The inmate training differential is determ ned by the degree co-
ordi nates assigned to the position in accordance with the rating
scales of the inmate training-rating plan. For the Nature of
Trai ning Responsibility elenent, raters nay use the El enent
Profile Guide as a check on the degree tentatively sel ected.

9. The position being rated is conmpared as a whole to positions in
t he same sub-group or in other sub-groups to which simlar total
poi nt val ues and degree co-ordi nates have been assigned, as a
check on the validity of the total rating.

Determ nation of Levels

The ultimte objective of job evaluation is the determ nation of the
relative values of positions in each occupational group or sub-group.
Non- supervi sory positions that fall within a designated range of points
in terns of the point values assigned using the basic plan will be
regarded as of equal difficulty and will be allocated to the sane |evel.
Supervisory positions will be rated under both the basic point-rating
pl an and the supervisory plan. The base | evel of each supervisory
position will be established by its rating under the basic plan. A
supervisory differential will he applied to each supervisory position,
its amobunt being determned by the rating of the position under the
supervi sory pl an.

Canadi an Penitentiary Service positions that have a continui ng
responsibility to instruct, notivate and relate to inmates will also be
rated under the inmate training plan. An inmate training differential
will be applied to each of these positions included in the General
Labour and Trades Croup, its amount being determ ned by the rating of
the position under the inmate training plan.

In Canadi an Penitentiary Service positions where both the supervisory
and inmate training differentials would apply, the differential sumfor
each will be calculated using the rate for the basic | evel, added
directly to that basic rate, and will not be conpounded.

1971 -4 -



Ceneral Labour and Trades
Inmate Training "Rating Pl an

INMATE TRAINING RATING PLAN

GENERAL LABOUR AND TRADES GROUP
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Ceneral Labour and Trades
Inmate Trai ning Rating Plan

| NVATE TRAI NI NG RATI NG PLAN

This plan is used to neasure the continuing responsibility that the incunbent of
the position assumes for the training of inmates in terns of the nature of the
training responsibility and nunber of inmates trained

Definitions

"Nat ure of Training Responsibility" refers to the actions taken singly or collec-
tively and progressively to establish communications with inmates, to notivate them
towards self-inprovenent, to encourage in thema pride of acconplishment, to train
themin specific skills, and to assist themin a better self-understandi ng

"Nunmber of Inmates Trained" refers to the relative size of the inmate group for

whi ch the incunbent of the position exercises training control directly or through
subordi nate instructors

Notes to Raters

Al'l positions of the Canadian Penitentiary Service that have a continuing respon-
sibility to instruct, notivate and relate to inmates will be evaluated using this
pl an.

Cccasional training responsibility, such as that assunmed during absence of a staff
nmenber on annual or sick leave, is not to be rated

Where two or nore instructor positions allocated to the sane work area share the
sanme facilities and the sane training responsibilities, and where one position is
desi gnat ed by managenent as being responsi ble for coordinating the activities in
that area, this supervisory responsibility will be eval uated using the Supervisory
Rating Plan at the Al Co-ordinate, as exenplified in bench-nmark position

descri ptions.

In rating positions all of the characteristics outlined for each degree of the

Nat ure of Training Responsibility el ement nust be considered. Generally speaking
the criterion for the assignment of a position to a degree is that it nust include
nost of the characteristics of the degree to which it is assigned

The degree co-ordinates assigned to a position by nmeans of this plan will
determine, the differential that will be applied to the basic rate for the

posi tion.

The five degrees of the Nature of Training Responsibility element are designated as
A B,C, D and E, and are defined on page 8. A profile guide is provided on page 7 to
assi st raters in checking the degrees tentatively selected for the Nature of Train-
ing Responsibility elenment. The "A" degree is to apply only to positions designated
as exercising training responsibility.

The three degrees of the Nunmber of |Innmates Trained el ement are designated as 1, 2
and 3, these degrees represent three different sized groups being trained. On page
9 the degree allocation table indicates .the degree that is to be assigned to
Canadi an Penitentiary positions identified by their descriptive titles, and
established by the relative size of the inmate group

In the case of Canadian Penitentiary Service positions where both the supervisory
and inmate training differentials would apply, the differential sumfor each wll
be cal cul ated using the basic rate of pay determni ned by the basic point-rating plan
added directly to the basic rate of pay, and will not be conpounded
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For the further assistance of raters of Canadian Penitentiary Service positions a profile guide

has been prepared.

NATURE OF TRAI NI NG RESPONSI EILITY

for the Nature of Training Responsibility E erent,
on the degree of the elenent tentatively selected for a position.

ELEMENT PRCFI LE GJ DE

Descriptive Titles

Driver (prescribed positions only)

CGeneral Duty and Relief Instructors

Assistant Works O ficer

Bi ndery I nstructor

Brush Products Instructor
Far m Assi st ant

Gar dener

Mai nt enance | nstructor

Seni or Herdsman

Service Pl ant Oper at or
Canvas Shop Instructor

Assi stant Industrial Supervisor
Farm Manager

I ndustrial |nstructor

Works O ficer

I ndustrial Supervisor

Vocati onal Training Instructor

Supervi sor of Training and Production

Vocati onal Supervi sor

May, 1971
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Fil e No.
No. Dossi er

To

A

Subj ect
Suj et

3144 (1) Qur File No. 84.21 (603)
Notre dossi er

M. S.V. Canpbell Dat e Decenber 13, 1971

Cheif Cd assification and Pay

Canadi an Penitentiary Service Refer reply to E. A. Baxter

Sir WIfrid Laurier Building Addresser |a

Otawa, Ontario reposte a

K1A OP9

Attention: M. G Haves Tel ephone No 6-6271

Numér o de
Inmate Training Rating Plan GLT t él éphone

Cl assification Standard

Thank you for your letter of Decenmber 3, 1971 in which you note the omi ssion of the
Canvas Shop Instructor fromthe Elenent Profile Guide "B" |evel.

As you have suggested, the original understanding was that the Canvas Shop Instructor
positions would be rated at the "B" level. This was clearly the intention, as

i ndicated in appendi x B of CLD paper number 203, dated August 27, 1970. The fact that
this title does not appear inthe Element Profile Guide does not alter the original
intention. If it will facilitate your application of the ITR plan, please insert this
title at the "B" level in your copies of the plan.

| trust this will enable you to resolve any problenms you may have encountered in
applying the plan to these positions.

J. F. Ferguson

Chi ef , Conpensati on Systens
Conpensation and Cl assi fication
Di vi si on
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Nature of Training Responsibility Degr ee Bench-mark Position Descriptions

Expl ai ns institutional rules; denonstrates
sinpl e tasks; establishes effective
conmuni cations with inmates; and reports
di scipline infractions.

Page

Hel ps inmates to sol ve work problems by giving El ectrician, Maintenance 16

detailed instructions; establishes effective

relations with inmates to notivate themtoward

sel f-improvenent; assesses the progress of B
individuals and identifies rel evant behavi oura

probl ens; and reports infractions of discipline

Assesses individual training needs of inmates

using a know edge of their work capabilities; Cabi net - maki ng | nstructor 23

establishes effective relations with inmates to ]
encourage in thema pride of acconplishnment and Vorks Officer
a better self-understanding; assesses the
progress of the individual and reports
weaknesses apparently caused by behavi oura
probl ens; and proposes disciplinary or
classification action

Assesses the progress of inmates in termns

of their training needs, their apparent Pipefitter Instructor
potential and their evident progress, to ensure

their individual optimm devel opnent; reconmends

classification action on the basis of a tota

traini ng assessnment; establishes effective

relations with inmates to encourage in thema

pride of acconplishnment, a sense of self-

confidence, and a better self-understandi ng; and D

recommrends di sciplinary action

Monitors the progress of inmates through an
institution training program evaluates the
capability of the systemto nmeet the established
needs of the group; assesses the |earning
potential of the group and nodifies the course
content and instruction techniques to pernit the
programto become nost effective; establishes E
effective relations with innates to encourage
the maxi mum use of institutional training
facilities; and advocates the provision of work
opportunities for inmates by industry.

May 1971 - 8-
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NUMBER OF | NVATES TRAI NED

DESCRI PTI VE TI TLES AND DEGREE ALLOCATI ON

Descriptive Title

Bi ndery Instructor

Brush Products |nstructor

Driver (prescribed positions only)

Far m Assi st ant

Gar dener

General Duty and Relief Mintenance |Instructor
CGeneral Duty and Relief Vocational |nstructor
CGeneral Shop Instructor

Labour Foreman |nstructor

Mai nt enance | nstructor

Rel ated Training Instructor

Service Plant Operator

Vocational Training Instructor

Canvas Shop | nstructor

CGeneral Duty and Relief Industrial |nstructor
I ndustrial Instructor

Seni or Her dsman

Assi stant Cannery Supervi sor

Assi stant Industrial Supervisor

Assi stant Works Officer

Cannery Supervi sor

Far m Manager

I ndustrial Supervisor

Supervi sor of Training and Production
Vocati onal Supervisor

Works Officer

May, 1971 9
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General Labour and Trades
Inmate Training Rating Plan

RATI NG SCALE - | NVATE TRAI NI NG

Degree of the Degree of Nature of Training Responsibility

Rel ati ve

Nunber of

| nnat es

Trai ned A B c D E
1 4% 7% 10% 13% 16%
2 6% 9% 12% 15% 18%
3 11% 14% 17% 20%

-10-



Ceneral Labour and Trader;
Inmate Training Rating Plan

BENCH- MARK POSI T1 ON DESCRI PTI ON | NDEX

I n Sub-group Order

DESCRI PTI VE TI TLE

El ectrici an, Mi ntenance, Canadi an
Penitentiary Service

Pipefitter Instructor, Canadi an
Penitentiary Service

Cabi net - Maki ng I nstructor, Canadi an
Penitentiary Service

Works O ficer, Canadian Penitentiary
Service

May 1971 - 11 -
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Ceneral Labour and Trade
Inmate Training Rating Plan

BENCH MARK POSI TI ON DESCRI PTI ON | NDEX

In Ascendi ng Order of Point Val ues

BENCH MARK TOTAL

DESCRI PTI VE TI TLE POSI TI ON NO. PO NTS PAGE
Pi pefitter Instructor, Canadi an

Penitentiary Service 2 610 16
Cabi net - Maki ng I nstructor,

Canadi an Penitentiary Service 3 610 19
El ectrician, Mintenance,

Canadi an Penitentiary Service 1 626 13
Wrks O ficer, Canadian

Penitentiary Service 4 704 22

May 1971 - 12 -



General Labour and Trades
Sub-group: Electrical Installing
and Mai ntaining

BMP.D No1
BENCH MARK POSI TI ON DESCRPTI ON
Bench-mark Position Nunber: 1 Level : 10
Sub- group: ELECTRI CAL
Descriptive Title: ELECTRI CI AN, MAI NTENANCE, I NSTALLI NG
CANADI AN PENI TENTI ARY SERVI CE AND MAI NTAI NI NG

Basi c Point Rating: 626
Supervi sory Rating: NA
Inmate Training Rating: |

Sunmmary

Under the general supervision of the Chief Engineer, maintains, installs and repair
el ectrical equipnent and systens; trains a snall nunber of inmates in electrical work; and
perforns other duties.

Duti es % of Tinme

- Mintains, installs and repairs electrical equipnment and systens 75
e by assenbling, connecting and testing notors, fixtures, control equi pnent
and wiring systens, using nanuals, wring diagrans, and hand t ool s,
e by diagnosing operating faults and determning the extent of repairs
required, using test equipnent, trade manual s and wiring diagrans, and
e by replacing detective wiring, control equi prent and notor conponents.

- Provides training to a stall nunber of inmates in the work of an el ectrician's hel per, 15
e by allocating work and giving detailed instructions to innates,

e by establishing effective relations with innates to motivate themtoward
sel f-i nprovenent,

e by assessing the progress of individuals, and
e by reporting infractions of discipline.

- Perforns other duties such as preparing purchase requisitions, keeping daily work 10
records, and assisting the Chief Engineer in estinating and conpiling yearly work
requirenents.

Speci fications Degree Points

Skill and Know edge

Basi ¢ Know edge - The work requires reading schematic drawi ngs to

nodi fy, repair, install or inspect circuits andelectrical 5 88
conponents. The work also requires a know edge of elenentary al gebra

to apply electrical formul ae.

May 1971 - 13 -
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Sub-group: El ectrical Installation

and Mai nt ai ni ng

BMP.D. No. 1

Conpr ehensi on and Judgenent - The work requires a thorough
under st andi ng of the principles of electricity and their application
to a wide variety of electrical installations and equi pnent.
Operating, mai ntenance and repair hand books are avail able in nost
cases, but judgenent is required in diagnosing faults, carrying out
repairs, and interpreting instructions.

Specific Vocational Training - The work requires training and
experience in laying out work and in installing and repairing

el ectrical equipnent and systens in order to performa w de variety
of skilled electrical work to precise tol erance

Effort

Mental - The work requires frequent periods of concentration in
testing and di agnosi ng defects.

Physical - The work requires using |ight-weight tools and naterials
and occasional ly working in craw -spaces.

Responsi bility

Resources - There is responsibility for the effective use and care of
parts, tools, fixed electrical shop equi pnent and delicate precision
nmeasuring instruments. Defective work could result in |inmted damage
to equi pnent.

Safety of Others - Reasonable care nust be taken to prevent injury to
ot hers when working on energized circuits.

Wor ki ng Condi ti ons

Envi ronment - There is frequent exposure to dust, dirt, heat and
i ncl enent weat her.

Hazards - There is occasional exposure to falls fromladders or to
el ectrical shock.

Super vi si on

N A

| nnmat e Traini ng

May 1971

The work requires the training of a small nunber of inmates in
perform ng trades hel per cities through work allocation and
expl anation, and through the establishnent of effective

Degree Points

5 150
6 200
3 45
2 30
2 23
2 28
B1 16



Ceneral Labour and Trades

Sub-group: Electrical Installing and
Mai nt ai ni ng

B. M P.D. No. 1

Degree Points

communi cati ons with inmates to notivate them toward Bl
sel f-inprovenment. The work al so requires assessing the

progress of individuals and reporting infractions of

di sci pline.



CGeneral Labour and Trades
Sub- group: Pipefitting
B.MP.D. No. 2

BENCH- MVARK PCSI TI1 ON DESCRI PTI ON

Bench- mark Position Nunmber : 2 Level : 10
Sub- group: Pl PEFI TTI NG
Descriptive Title: Pl PEFI TTI NG | NSTRUCTOR,
CANADI AN PENI TENTI ARY SERVI CE Basi ¢ Point Rating: 610
Supervi sory Rating: N A
Inmate Training Rating: D1
Sunmary

Under the general supervision of the Assistant Vocational Training Supervisor, instructs a nunber of
inmates in a vocational training facility for plunbing and steanfitting to install, maintain and repair
steam heating and water and sewage systens; participates in the rehabilitation programfor innates; and
perforns other duties.

Duti es % of Ti me

- Instructs a nunber of inmates in a vocational training facility for 70
pl unbing and steanfitting, in installing and naintai ning heating and
pl unbing fixtures and water steam and sewage distribution and
col | ection systens, including piping, valves, traps, controls, fixtures
and fittings

e by assigning work to innate students,

e by denmonstrating the use of hand and power tool s,

e Dby laying out supply and waste lines, and fixtures and fittings
according to plans and specifications,

e by denonstrating the various operations required to conpl ete
each install ation,

e Dby inspecting and testing conpleted installations to neet
national and provincial building codes,

e by explaining in sufficient detail in the classroomthe
principles involved in the work,

e Dby using a variety of teaching aids, and

e Dby identifying the rate of progress of each student and
provi di ng addi tional and suppl emental training to slow
| earners.

- Participates in the rehabilitation programfor innates 20

e by evaluating the progress of inmates in terns of their
training needs, their apparent potential for learning and their
evident progress to ensure their individual optimm
devel opnent,

e by establishing effective communications with individuals to
encourage in thema pride of acconplishnent, a sense of self-
confidence, and a better sel f-understanding,

e by recommending classification action on the basis of a total
trai ning assessnent, through regular reports on each i nmate,

i ndi cati ng weaknesses apparently caused by behavi oural probl ens
and other potential problens, and

e Dby reconmendi ng disciplinary action.

- Perforns other duties such as estinmating materials, tools and 10
equi pment requi renents, and preparing the requisitions, and

May 1971 - 16 -
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Sub-group: Pipefitting
B.M.P.D.No.2

control ling the nmoverent of inmates, enforcing discipline and
searchi ng the shop for contraband and weapons.

Speci ficati ons

Skill and

Know edge

Effort

Basi ¢ Knowl edge - The work requires a know edge of shop nathematics to
plan and lay out piping systens. It al so requires readi ng pl unbing
and pi pe system draw ngs.

Conpr ehensi on and Judgenent - The work requires a thorough understandi ng
of the principles governing the repair and installation of water, sewage
and hi gh- pressure steamsystem and a thorough know edge of the
techniques and tools of the trade. Judgenent is required in interpreting
draw ngs and bl ueprints.

Speci fic Vocational Training - The work requires training and experience
in maintaining, repairing and instilling high-pressure steamand water
and sewage pi pi ng systens to meet the requirements of provincial and
national codes, in training others, and i n using behavi oural techniques
to instruct and participate in the rehabilitation of innates.

Mental - The work requires a high |l evel of attention wth frequent
periods of concentration to transpose nmeasurenents and ot her
specifications by referral to blueprints and draw ngs, to take
neasurenents to cut and formpipe and install fittings, and to train
individuals in perfornmng specific operations, and in using tools and
equi pnent .

Physi cal - The work requires continual standing with limted periods of
relief. There is an occasional requirement to lift heavy objects in
cranped or awkward positions in craw -spaces.

Responsi bi |

May 1971

ity
Resources - There is responsibility for the effective use and care of

equi pnent, fixtures and fittings. Faulty installations or repairs would
result inaloss of training time and a waste of materials.

%o f Tinme

Degree Points
4 72
5 150
6 200
3 45
2 30
2 46



Ceneral Labour and Trades
Sub-group: Pipefitting
B.MP.D. No. 2

Degree Points

Safety of Others - The work requires reasonable care to 2 23
prevent injuries to others when lifting, carrying,
posi tioning and assenbling heavy itens.

Wor ki ng Condi tions

Envi ronnent - The work invol ves occasi onal exposure to heat, 2 28
dirt, and wetness when repairing and installing steam water and
sewage pi pe, fixtures and controls.

Hazards - There is occasional exposure to injuries when worki ng B2 16
fromstaging and lifting heavy objects.

Super vi si on

N A

I nmat e Trai ni ng

The work requires constant eval uation of the progress of a nunber of innates
interns of their training needs, apparent potential and aspirations, and
evi dent progress, to ensure their opti mumdevel opnent. It requires also the
establ i shnent of effective communications with individuals to
encourage in thema pride of acconmplishnment, a sense of self-
confidence, and a better self-understanding, and to gain a thorough know edge
of their training aspirations and behavi oural problens. The work
requires reporting on a regular basis on progress of inmates,

recommendi ng classification action on the basis of a total training
assessment and disciplinary action related to infractions during

wor ki ng peri ods.
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Ceneral Labour and Trades
Sub- group: Wbodwor ki ng
B.M P.D. No.3

BEACH MARK PGCsI Tl ON DESCRI PTI ON

Bench- mark Position Number: 3 Level : 10
Sub- gr oup: WOODWORKI NG
Descriptive Title: CABI NET- MAKI NG | NSTRUCTOR,
CANADI AN PEN TENT ARY SHRM CE Basi ¢ Point Rating: 610
Supervi sory Rati ng: Al
Inmate Training Rating : Q
Sunmmary

Lhder the general supervision of the Assistant Industrial Supervisor, instructs a nunber of inmates in an
industrial furniture and repair shop, to nanufacture, repair and restore furniture; participates in
the rehabilitation programfor innates; adninisters the shop; and perforns other duties.

Duti es % of Tine

- Instructs a nunber of inmates in an industrial furniture production 65
and repair shop to manufacture, repair, and restore furniture

e Dby assigning work to the inmates,

e by teaching themto carry out operations such as readi ng
si mpl e draw ngs, neasuring, cutting, drilling, fitting,
assenbl i ng, scrapi ng and sandi ng,

e by denonstrating the use and mai ntenance of machi nes such
as tabl e and band saw, shaper, nortiser, jointer, planer,
band saw and sanders, to cut and formitens tram stock,

e by explaining the different types of woods, their texture
qualities, strength, durability, and proper uses,,

e by exami ning work during progress and on conpletion for
quality,

e by identifying weaknesses of inmate workers to
substantiate their need for supplenental training, and

e by checking final products against specifications.

- Participates in the rehabilitation programfor inmates 15
e Dby assessing individual training needs of innmates,

e Dby establishing effective relations with inmates to
encourage in thema pride of acconplishnment and a better
sel f - under st andi ng,

e by reporting nonthly on the progress of individuals and
i ndi cati ng weaknesses apparently caused by behavi our al
probl ens and

e by proposing disciplinary and classification action.

- Adnministers the shop 10
e Dby leading the work of the other instructor in the shop,

e Dby estimating the materials, tools and equi pment required
for the contracts, and preparing the requisitions,

e by examining furniture arriving at the shop for repairs,
and contracts for new furniture,

e by controlling the novenent of materials, tools and-
equi pnent in accordance with custodial regulations, and

e Dby reporting weekly on the shop production to the
Assi stant | ndustrial Supervisor.
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Ceneral Labour and Trades
Sub- group: Wbodwor ki ng
BMP.D. No. 3

% of Tine

- Perforns other duties such as controlling the novenent of innmates, enforcing
di sci pline and searching the shop for contraband and weapons.

Speci ficati ons

Skill and Know edge

Effort

Basi ¢ Know edge - The work requires readi ng draw ngs and naki ng
calculations for estimating naterial requirements. It also requires a
know edge of elenentary geometry to lay out work and form conponent
parts.

Conpr ehensi on and Judgenent - The work requires an under standing
of the principles that apply to wood jointing and furniture design and
a thorough know edge of the properties of nmaterials, the use of shop and
hand t ool s, and the use of various types of glue. Judgenent
is required in selecting the technique to be used for each job.

Speci fic Vocational Training - The work requires training and
experience in fabricating, modifying or repairing fine furniture
according to drawi ngs and specifications, training others, and in using
behavi oural techniques to i nstruct and participate in the
rehabilitation of i nmates.

Mental - The work requires a high | evel of attention to train inmates
to performspecific operations, use hand tools and nmachi nery, with
frequent periods of concentration to take accurate nmeasurenents for
plans and mat eri al estinmates and to check the final products.

Physi cal - The work requires continual standing with vary linmted
periods of relief. There is an occasional requirement to |ift heavy
furniture or stock itens.

Responsi bility

May 1971

Resources -There is responsibility for the effective use of materials
and for the custody and mai ntenance of tools and machinery. Errors in
fabricating, repairing or restoring itens could result in waste of
material s.

10

Degree Points

5 88
4 121
6 200
3 45
2 30
2 46



Gener al Labour and Trades
Sub-group: Wodwor ki ng
B. M. P.D. No.3

Degree Points

Safety of Others - Constant care is required to ensure that 3 36
inmates conmply with safety regulations and that the workshop is

kept free of potential hazards, in order to prevent injuries to

the i nmates whil e operating shop power tools.

Wr ki ng Condi tions

Envi ronment — There is frequent exposure to dusty conditions 2 28
from sawi ng and sandi ng operations.

Hazards — There is occasi onal exposure to serious injuries such Bl 16

as loss of fingers or eye injuries while operating high-speed
shop power tools.

Super vi si on

The work requires accounting for and coordinating the work of one
other instructor in the shop.

| nmate Training

The work requires assessing individual training needs for a nunber
of inmates according to their capabilities, establishing effective
comruni cations with inmates to encourage in thema pride of

acconpl i shment and a better self-understanding, conpleting a nonthly
report on the progress of each innate indicating his actual and

potential problens, and proposing disciplinary and classification
action.
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CGeneral Labour and Trades Sub-group
Sheet Metal Working B.MP.D. No. 4

Rl CH- MARK PCSI TI ON DESCRI PTI ON

Bench- mark Position Nunber: 4 Level : 11

Sub- group: SHEET METAL
Descriptive Title: WORKS OFFI CER, WORKI NG

CANADI AN PENI TENTI ARY SERVI CE Basi ¢ Point Rating: 704

Supervi sory Rating: C3
Inmate Training Rating: Q

Sunmmary

Under the direction of the Assistant Warden (Services and Supply) organi zes, coordinates and
controls the operations of a nunber of workshops for the repair, mintenance, alteration,

nmodi ficati on and new construction of buildings, structures and equi pnment at a nedi um security
institution and farm annex; directs the transportation services for the institution;

supervi ses staff; co-ordinates the use of inmates as workers in the new construction and

mai ntenance activities at the institution; advises the Assistant Warden on technical matters;
and perforns other duties.

Duti es % of Tine

- Qganizes, co-ordinates and controls the operations of a nunber of work areas and

shops acconmmodati ng the sheet netal and wood working trades, the activities of nasons,
painters and a | abour foreman, all engaged in performng repair, maintenance,

alteration, nodification and new construction tasks for buildings and structures,

and on installed equipnent and systens in the institution 50

e Dby consolidating and submitting detailed estinmates of proposed
wor k, supported by sketches and specifications,

e by establishing priorities and work schedules to neet the
needs of the institution and ensure the optimum use of
facilities

e by arranging the work of staff with that of other groups to
ensure the snooth functioning of the institution,

e Dby instructing in and enforcing safety regulations in al
mai nt enance and new construction tasks:, and

e by keeping records of tine and material expended on jobs, and
of material and equipnent inventory.

- Directs the transportation services for the institution

e by establishing priorities and work schedul es and di spat ching
transportation equi prment and personnel to neet the needs of
the institution and ensure the opti mum use of vehicles, and

e by supervising the activities of a vehicle repair shop for the 10
mai nt enance of institutional vehicles,

- Supervises a staff of 14 skilled and sem-skilled wor kers
e by allocating work to subordinates, inspecting work during
progress and on conpl etion for adherence to standards, and
accepting or rejecting conpleted work,
e Dby providing training to subordinates in the custody aspect of
their work,
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CGeneral Labour and Trades
Sub- groups Sheet Metal WorKking
B.M F. D. No44

% of Time

e by review ng annual |eave proposals and subnitting a reconended

staff | eave schedul e,
e by appraising the perfornmance of subordinates, and
e by proposing disciplinary action with respect to subordinates
- Co-ordinates the use of inmates as workers in new construction and mai nt enance 10
activities at the institution
e Dby reviewi ng the periodic assessnent of assigned i nmates by

subor di nat es
e by interviewing i nmates proposed for work to assess their

nmotivation and establish their suitability,
e Dby instructing subordinates in nethods of establishing effective

conmuni cations with inmates,
e by participating in the institutional assessnment review of inmates,

and
e Dby joint discussion with other senior officials.
- Advi ses the Assistant Warden (Services and Supply) on nmatters concerning the 10
mai nt enance, alterations and new construction of buildings and structures for the
institution
e Dby discussing the feasibility and nethod of carrying out

alterations,
e by providing sketches, plans and specifications, and conpiling cost

estimates for the projects,
e Dby filling Construction Project Authority fornms and initiating

correspondence related to the project, and subnitting themfor

approval , and
e Dby maintaining contacts with trade specialists, representatives of

ot her departnents or outside agencies for exchange of technica

i nformati on,
- Perfornms other duties such as review ng work progress of contracts allocated to 10

out si de organi zations, participating in personnel selection boards, conpiling annua
operating and equi pnent estinates covering the various trade shops, and subnmitting them
to the Assistant Warden (Services and Supply) for review and approval

Specifications Degr ee Poi nt's

Skill and Know edge

Basi ¢ Knowl edge - The work requires participation in deter mning 6 104
equi prent and establishment requirenents for a |arge and varied work

force, in estimating job costs in terns of man-hours and nateri al

requirements, and in scheduling the work to neet priorities. The work

requires reading plans, conplex drawi ngs and specifications, and

using a variety of technical data.

Conpr ehensi on and Judgenment - The work requires a thorough
under st andi ng of the principles and nethods that apply to the
organi zation, co-ordination and control of a nulti-trade
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Ceneral Labour and Trades Sub-
group: Shut Metal Wrking B.MP.D.
No. 4

Degree Poi nt s

work group. The work al so provides latitude for making 5 150
deci sions in solving problens and judgenent in advising
managenent on technical matters

Specific Vocational Training - The work requires training and 7 250
experience in one of the Construction trades nuch as genera

carpentry, extensive experience in supervising or nonitoring a

nunber of concurrent nai ntenance projects affecting severa

trades, and sufficient exposure to other trades to recognize

quality work that will greet national building codes and

institutional custody requirements. It also requires experience

in working within institutional regulations and inplementing

admi ni strative procedures.

Ef fort

Mental - The work requires concentrating on the work being 3 45
perfornmed in a nunber of physical areas, to ensure that custody

of inmates is maintained and that each trade is producing to the

requi red standard. The work al so requires concentrati on when

pl anni ng production prograns.

Physical - The work requires wal ki ng between shops and job site 1 15
| ocations and working in an office.

Responsibility

Resources - There is responsibility for ensuring that shop and 3 72
staff facilities are used to the best advantage of the

institution, and that material, operational equipnent and work

project estimates are accurate. There is also responsibility for

custody and nmi ntenance of tools, equipnent, grounds, buildings

and structures. Errors will undoubted]y result in significant

loss of tine and material or disruption to institutiona

progr ans.

Safety of others - Constant attention to the effectiveness of the
safety program and enforcenent of all building and safety code is
required to ensure that workshops and work sites are kept free of
potential hazards.

Wr ki ng Condi ti ons

Envi ronnent - There is occasional exposure to noise, dirt, funes 2 28
and i ncl enment weat her.

Hazards - There is occasional exposure to minor injuries, such as Al 4
abrasi ons, during inspection.
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General Labour and Trades
Sub- group: Sheet Metal Working
B.MP.D. No. 4

Degree Points

Super vi si on

The work requires participation in work phasing to establish schedul es a3
and priorities for mai ntenance and construction projects. The work al so

requi res organizing and coordinating a varied work force of 14

enpl oyees, review ng work progress and checking for confornity with

prescribed standards, appraising the perfornance of subordinate

enpl oyees and recomrendi ng di sciplinary action.

I nmat e Training

The work requires participating in the rehabilitation programfor a c3
| arge nunber of inmates, assessing individual training needs of

i nnat es proposed for nai ntenance and construction work, and establ i shing effective

communi cations with inmates to encourage in them a pride of

acconpl i shment and a better self-understanding. The work al so

requires reviewi ng the periodic assessnent of assigned i nmates by

subordi nates, participating in the institutional assessment review of

i nmat es, supervising the enpl oyee-i nmate rel ati onshi p and proposing

di sciplinary and classification action for innates.
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