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Shane Anderson

1234 Main Street

Prince George BC, V2K 0AT1

Dear Shane,

Re: Letter of Expectation

The purpose of this letter is to explain the ministry’s expectations for the Widget
Associate position in the Ministry of Widgets. If you have any questions or
comments after reading this letter, I would be pleased to discuss them with you.
Having a shared understanding of these key areas will help build a strong working

relationship and support the delivery of quality service to clients, partners and the
public.

Standards of Conduct

Employees must follow the Standards of Conduct. It is a condition of employment.
Public service employees are expected to show the highest level of conduct to
build trust and confidence in the BC Public Service.

All employees must act in a way that helps create a positive work environment.
Employees are expected to use good judgment, act with professionalism and
respect, be able to work independently, and behave in a way that matches their
role and responsibilities.

These standards support similar requirements found in BCGEU Collective
Agreement. They also support general policies meant to create a professional
environment free from discrimination or harassment where problems are solved
fairly, openly, and respectfully.



Effective Communication

Effective communication is essential to achieving the branch’s goals and building a
positive team environment. Communication should be open, clear, concise,
purposeful, timely, and respectful. Employees must be responsible for their own
actions, including how information is communicated.

Employees are expected to:

Foster a positive workplace through professional and respectful
communication

Communicate with their supervisor about concerns related to decisions,
deadlines, workload, or other staff matters

Ask for more information respectfully when what someone says is unclear

Address conflicts directly and respectfully with the goal of resolving them. If
concerns continue, employees should discuss these conflicts with their
supervisor

Maintain respectful body language and tone of voice
Listen with the intent to understand others’ points of view

Share helpful ideas and constructive feedback. Be open to receiving the
same from others

Respond promptly to direction from their supervisor
Use sound judgment, sensitivity, and care when responding to sensitive or
potentially difficult questions from customers

Seek clarification from their supervisor when unsure how to respond to a
question from a customer

Working as.a Team

Teamwork is a key part of the job. Employees are expected to work together and
support one another. This helps build a positive and respectful work environment.
Mistakes, whether made by oneself or by others, should be seen as opportunities
to learn and improve.



Employees are expected to:
e Show respect for all team members, including their different skills,
knowledge, and experience

o Take partin team activities and projects in a positive and helpful way
e Join special projects, assignments, or meetings when asked

e Be tolerant and respectful of others, including their supervisor

e Give respectful and helpful feedback to support team growth

e Learn about this team’s goals

e Work toward team goals, even when this means putting team needs ahead
of individual needs

o Offer help to other team members when needed

e Be willing to do what is needed for the team to succeed
e Build trust by setting a good example

e Avoiding actions that could be seen as disrespectful

e Treat all colleagues with respect and dignity

e Ask for help when needed and offer help to others

e Show initiative in daily tasks and responsibilities

Role Responsibilities and Priorities
Each employee is expected to understand their role and responsibilities.

Employees are expected to:
o Understand what work they must complete

o Understand what order tasks should be completed in

o Ask their supervisor for help when they are not sure about their assigned
tasks or which tasks are more important than others

« Finish a reasonable amount of work on time with good accuracy

o Ask their supervisor for help if they have too much work

o Ask their supervisor for help ahead of time if they may not meet a deadline

o Show they can handle more than one task at a time

o Understand that a job profile does not list every possible task. Flexibility and



reasonableness are part of the job
Discuss new or different ways of doing a task with their supervisor before
changing how things are done

Values in the Public Service

The BC Public Service has one overarching corporate value, integrity. We also have
Six core corporate values. These values shape our culture and foster practices that
build a positive work environment.

Integrity - Acting with integrity means following the Standards of Conduct
for the BC Public Service and to choosing to do what is right as a public

servant.

Curiosity - The BC Public Service values employees who seek better ways to
achieve goals. This includes being open to learning and development, as
well as welcoming ideas from others. Employees are expected to learn from
failure as well as success.

Service - The priority of everyone in the BC Public Service to serve the
people and communities of British Columbia. This is done by working
together across government and respecting different viewpoints. Employees
are expected to place organizational goals above personal ones.

Passion - Being passionate means caring about what you do and feeling
motivated to achieve goals. Employees should strive to be a model of
motivation and positive influence for others.

Teamwork - Strong collaboration encourages new ideas and contributes to
positive engagement. Employees are expected to build trust by respecting
other’s contributions and sharing information.

Accountability - Employees should set clear goals and measure success.
They should stay focused on the outcomes government is trying to achieve.
It is important to take responsibility for decisions and finish tasks.

Courage - Employees are encouraged to take thoughtful risks when trying
new ideas. It is important to apply imagination and support others in taking
action—even when things are uncertain. Employees should look toward a
vision for the future.



Hours of Work

Employees are expected to arrive at work early enough to be ready to start at the
beginning of their shift. Regular attendance is required. Employees are expected
to maintain a level of health that allows them to do their job duties effectively.

The regular work schedule is Monday to Friday, from 8:30 AM to 4:30 PM. This
includes a 30-minute lunch break, and two 15-minute rest breaks each day.
All overtime must be pre-approved by their supervisor.

Rest and Meal Periods

Employees are entitled to two paid 15-minute rest periods each day. One break is
before the meal period, and one is after. Rest periods must:

e Start at least one hour after the workday begins
o Start at least one hour before the meal period begins

e Start at least one hour before the workday ends

Employees also get one unpaid meal break. It should be scheduled as close to the
middle of the workday as possible. The meal break must be at least 30 minutes
and no more than 60 minutes.

It is the employee’s responsibility to take all scheduled rest and meal
periods. Missed breaks will not be compensated.

If urgent work prevents a break from being taken at the scheduled time, the break
must be taken as soon as possible after the work is done.

Pre-Approved Leaves
All leave requests must be approved by your supervisor ahead of time. Employees
can only take leave if they have available leave entitlement.



Time and Leave

Employees are required record all time away from the office in Time and Leave.
This includes vacation, sick leave, medical and dental appointments and special
leave.

Vacation

Employees are encouraged to schedule vacation as early as possible, in
accordance with the collective agreements. Employees should ask for approval at
least 24 hours before they want to take the leave.

Medical and Dental Appointments

Medical and dental appointments should be scheduled outside of reqular work
hours or on a modified day off when possible. If this is not possible, appointments
should be scheduled in a way that lessens the amount of time away from work and
the impact of being away.

All medical and dental appointments should be recorded in Time and Leave.
If a medical or dental appointment lasts more than two hours, the entire time
away from work will be counted against the employee’s leave entitlement, as
outlined in the BCGEU Collective Agreement.

If an employee is at work and needs to leave for an appointment, they must get
approval from their supervisor before they go to the appointment.

Employees must give their supervisor as much notice as possible when requesting
leave. Based on operational needs, leave for medical or dental appointments
during work hours may not always be approved.

STIIP

Employees are expected to attend work regularly. If an employee is unable to
attend work, they must email/phone their supervisor before the start of their shift.
The email/voicemail should include:

o Thereason for the absence



o The expected return-to-work date
o A phone number where the employee can be reached during the absence

If the absence is due to illness or injury, the employee may be asked to provide
a Doctor’s Certificate (STO2), as outlined in the BCGU Collective Agreement.

It is the employee’s responsibility to give proof of a medical condition that
prevents them from working in any way during their time away.

Employees are expected to record their leaves in Time and Leave no later than two
days after returning to work following an absence.

Use of Time

Employees are expected to focus on government business during scheduled work
hours. Personal phone calls, texting, and use of social media should be limited
to breaks or outside of regular work hours.

It is understood that urgent or emergency situations may arise. In such cases,
immediate personal communication may be necessary. However, these situations
should be infrequent.

Respectful workplaces

The BC Public Service has a commitment to promoting a work environment where
all employees are treated with respect and dignity. A respectful workplace is one
where integrity, fairness, collaboration, professionalism and trust are the norm.

There are policies regarding workplace conduct requiring all employees to behave
respectfully, collaboratively and in ways consistent with the BC Public Service
Corporate Values. These include:

e QOath of Employment

o Standards of Conduct

o HRpolicy 11 - Discrimination, bullying and harassment in the
workplace (PDF, 211KB)




Employee and Family Assistance Services

Employees who are facing challenges at work or in their personal life can
contact Employee and Family Assistance Services. Free and confidential resources
are available at 1-800-655-5004 or one.telushealth.com.

Conclusion

As your supervisor, I will give you regular feedback on your performance and how
you are meeting the expectations listed above.

I will also provide support to help you succeed in your role. However, it is your
responsibility to meet these expectations and maintain an acceptable level of

performance in your position.

If you have any questions or concerns about these expectations, please feel free to
speak with me at any time.

Yours truly,

Jaspreet Dhilon
Team Lead

PC: MyHR, employee personnel file



