
 

 

 
August 25, 2025 
 
Delivered by E-mail 
 
Amber Carson 
1234 Main Street  
Kamloops BC, V2B 6Y6 
 
 
Dear Amber, 
 
Re: Letter of Expectation  
 
The purpose of this letter is to explain the ministry’s expectations for the Widget 
Analyst 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. 
 
The Standards of Conduct policy defines the following expectations regarding 
interpersonal workplace behaviours: 

 Employees are to treat each other with respect and dignity 
 Employees must not engage in discriminatory conduct prohibited by the 



 

 

Human Rights Code 
 The conduct of BC Public Service employees in the workplace must meet 

acceptable social standards and must contribute to a positive work 
environment. Any interpersonal behaviour that does not meet these 
expectations is inconsistent with the Standards of Conduct 

 
These standards support similar requirements found in the 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: 

 Show respect for all team members, including their different skills, 
knowledge, and experience 

 Take part in team activities and projects in a positive and helpful way 
 Join special projects, assignments, or meetings when asked 
 Be tolerant and respectful of others, including their supervisor 
 Give respectful and helpful feedback to support team growth 
 Learn about this team’s goals 
 Work toward team goals, even when this means putting team needs ahead 

of individual needs 
 Offer help to other team members when needed 
 Be willing to do what is needed for the team to succeed 
 Build trust by setting a good example 
 Avoiding actions that could be seen as disrespectful 
 Treat all colleagues with respect and dignity 
 Ask for help when needed and offer help to others 
 Show initiative in daily tasks and responsibilities 

 

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:  

 Oath of Employment 



 

 

 Standards of Conduct  
 HR policy 11 – Discrimination, bullying and harassment in the 

workplace (PDF, 211KB) 

 Relevant provisions in BCGEU Collective Agreement 
 

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, 
 
Riley Minh 
Team Lead 
 
PC: MyHR, employee personnel file  
 


