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GOVERNMENT-OWNED VEHICLES
Authorization
A government vehicle will not be driven by anyone other than an employee unless
authorized by the deputy head.  Persons authorized to drive government vehicles
must have a valid driver’s licence.  Where convenient public transportation is
available, the use of government vehicles should not be authorized.

Carriage of Passengers
Employees authorized to drive a government-owned vehicle must drive it
themselves.  The government self-insures its own vehicles.  There is no liability
coverage for unauthorized drivers who would be personally liable in the event of
an accident.  Furthermore, passengers are not to be carried in a government
vehicle unless otherwise authorized by the driver’s manager/supervisor.

Reimbursement for Expenses
Expenses incurred in the use of government-owned vehicles are usually charged as
they occur, using credit cards provided by the Employer.  Where credit cards are
not provided, an employee shall be reimbursed necessary disbursement made in
connection with the operation of the vehicle, based upon receipts.  Such expenses
do not include parking fines or traffic violations, which are the responsibility of the
employee.

Personal Use
Employees shall not use government-vehicles for personal travel, unless specifically
authorized.  Where personal use is authorized, the employee is responsible to pay
mileage for personal use, which includes mileage accumulated for transportation
between an employee’s residence and the employee’s headquarters.  The
kilometrage rates payable for personal use of government-owned vehicles are
outlined in the Kilometrage Rates, Monthly Allowances and Transportation
Allowances Regulations under the Civil Service Act (see Schedule 7-1).

GOVERNMENT RENTAL VEHICLES
When a government vehicle is not available or practical, travel using a government
rental vehicle may be authorized where, in the opinion of the deputy head, this
method is practical and economical.  Payments in excess of those normally
incurred, such as road, ferry, bridge, tunnel, tolls, and parking charges shall be
reimbursed based upon receipts.  Drop-off charges shall not be reimbursed unless
preauthorized and may be authorized only where it is cost-beneficial.
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Where reasonable and practical, compact-sized vehicles shall be rented.  Full-size
or specialty vehicles may be authorized only when warranted by:

• the number of passengers to be carried
• the bulk or weight of the goods to be transported
• an extenuating circumstance.

The employee is responsible for the payment of rental costs where such is
authorized for travel use.  Under normal circumstances, the province will not pay
such costs directly to the supplier.  The rental cost should be included on the
employee’s Expense Claim Form, supported by proper receipts.

Insurance
Government employees are insured by government for travel outside Canada, and
the cost of additional insurance purchased voluntarily by the employee shall not be
reimbursed.

Where practical, round trips in excess of 450 kilometres, should be driven using a
rental vehicle.

PRIVATELY OWNED VEHICLES
Authorization

The use of a privately owned vehicle on the Employer’s business outside of the
province must be authorized by the employee’s manager/supervisor.

Insurance
To ensure that employees are adequately protected, privately owned vehicles used
on the Employer’s business shall, as a minimum, have basic insurance coverage.  The
employee is responsible for payment of their respective insurance premiums.
When the use of a privately owned vehicle is authorized, the manager/supervisor
must ensure that the employee is informed that the Employer assumes no financial
responsibility beyond payment of the authorized kilometre (mileage) rate and that,
in the event of an accident, the Employer assures no responsibility for the
deductible amounts related to comprehensive or collision coverage.

Reimbursement for Use
When, for any authorized Employer business travel, an employee requests and the
manager/supervisor agrees to the use of the employee’s privately owned vehicle,
the employee will be reimbursed for the appropriate rate for the actual distance
driven on the Employer’s business.



7-15

Chapter 7:  Travel and Relocation
7.1 Travel Policy

Effective date:  October 1, 2000
Government of Nova Scotia

Human Resources Management Manual

Kilometrage
All employees should refer to the Kilometrage Rates, Monthly Allowances and
Transportation Allowances Regulations under the Civil Service Act (see Schedule 7-1)
for information on kilometrage rates payable for the use of privately owned
vehicles driven on authorized Employer business.  Bargaining Unit employees
should also refer to their respective collective agreements.  An employee should
submit a claim based upon the manner in which the employee’s odometer is
calibrated (kilometres or miles).  Employees shall use only the most direct routes
and shall claim only for distance necessarily driven on the Employer’s business
travel during the period claimed.

Exceptions
If a department, board, agency, or commission has special operating requirements
that cannot be met by the standard provisions, the Minister charged with the Civil
Service Act is empowered to approve payment on a non-standard basis.

Parking
An employee will not be reimbursed for or provided with parking when an
automobile is not a requirement in the performance of his/her daily duties.

Parking charges are normally not payable when the employee is on duty at the
workplace.  However, when the employee is authorized to use and uses a private
vehicle on the Employer’s business travel from the workplace to a point of call, or
from a point of call to the workplace, the employee will be reimbursed the actual
costs of parking the vehicle for that day only.

An employee in travel status may claim parking expenses for:

• short-term parking when the employee is away from the workplace
• overnight parking when not provided with accommodation
• parking at an airport or other transportation terminal (if it is less costly than

access via limousine, bus, or taxi).
Employees will use free parking space when available and meter parking in
preference to lot parking if the expected duration of parking is within the time
permitted.  Fines for overtime parking are not an allowable expense.

USE OF MOTOR VEHICLE AS A CONDITION OF EMPLOYMENT
A department wishing to have an employee designated as requiring a motor vehicle
as a condition of employment must make an application in writing to the Public
Service Commission, which should include the following information:
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• employee’s name, title, and classification
• distance covered by the previous incumbent in the previous year
• anticipated kilometres/mileage for the current year
• nature of function performed
• whether travel could be made more economically by other means without

impairment of efficiency
• whether the employee has control over the demand for transportation
• the incidence of usage.

All employees who have been designated as belonging to a class of employment
that is deemed to require a motor vehicle must be compensated as outlined in the
Kilometrage Rates, Monthly Allowances and Transportation Allowances Regulations
under the Civil Service Act (see Schedule 7-1).  Bargaining Unit employees should
also refer to their respective collective agreements.

An employee who is receiving a monthly allowance cannot be assigned a
government vehicle.

Employee Travel Allowance Change Advice Form
A department is responsible for sending the Public Service Commission a
completed Employee Travel Allowance Change Advice Form to advise of any changes
associated with the employee monthly allowance, including:

• when a designated employee is transferred to a non-designated position or
leaves the employ of the department and is no longer eligible for the allowance

• to reduce the monthly allowance when the employee has had leave with pay
for more than 30 working days or leave without pay

• reduction in the allowance and calculation of past-month allowances for newly
appointed or resigning employees will be made at the rate of $9.66 per day.

ACCOMMODATION
Reimbursement and Standards
All reservations for commercial accommodation shall be booked by the
department.  The deputy head will authorize an employee to stay in establishments
that are conveniently located and comfortably equipped.  An employee will be
reimbursed only the actual and reasonable expenses incurred for commercial
accommodation authorized by the Employer, and proof of payment is required.The
use of luxury accommodation will not be authorized.
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When planning trips, employees should normally stay at establishments offering
government rates.  It is the responsibility of the employee to identify himself/
herself as a government employee in order to ensure that the government
negotiated rate for commercial accommodation is provided.

Private Accommodation
Where the employee is required to be away overnight on the Employer’s business
and his/her supervisor has authorized the use of private overnight accommodation,
the employee may be reimbursed to a maximum of $20.00 per night.

Other
When other types of facilities are used, for example campsites, the employee will
be reimbursed for any actual and reasonable charges associated with the use of the
facility, supported by receipts, up to the maximum amount allowable for private,
non-commercial sleeping accommodation.

Cancellations and Guaranteed Reservations
When travel plans change and the accommodation will not be required, the
employee shall ensure that reservations are cancelled directly with the commercial
establishment(s).  Proof of cancellation shall be obtained (i.e., cancellation number
and agent’s name).

Hotel Overcharges
It is the employee’s responsibility to question the commercial establishment when
the rate charged is in excess of the negotiated rates for government.  In the event
that an employee inadvertently overpays or is charged a rate above the
government-negotiated rate, the Employer shall intercede on the employee’s behalf
as appropriate.

MEALS

General

All employees should refer to Schedule 7-2 for information on meal allowances
within Canada.  Bargaining Unit employees should also refer to their respective
collective agreements.

Travel Status with Overnight Accommodation
For each day or part day in travel status where overnight accommodation is
authorized, an employee shall be paid a meal allowance for each breakfast, lunch,
and dinner, when applicable, if the meal was not provided free of cost to the
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employee or as part of the transportation cost.  When this allowance is paid, no
additional amount may be claimed for meals, or for gratuities associated with meals,
except in exceptional circumstances.

Travel Status of Less Than One Day
For travel status of less than one day, when a round trip journey generally takes
place on the same calender day, the appropriate meal expenses will be paid only
where the Employer is satisfied that the employee was actually in a position to
incur restaurant meal expenses and did not make other arrangements.

Meals within Headquarters Area
Meal expenses incurred within the headquarters area shall not be reimbursed
except as otherwise provided for in the policy.  Expenses incurred in connection
with attendance at meetings or events that are of personal interest shall not be
reimbursed.

In situations not covered by terms and conditions of employment or collective
agreements, employees who are required to work through or beyond normal meal
hours and who are clearly placed in situations of having to spend more for the
meal than would otherwise be the case may be reimbursed based on receipts,
within the limits indicated in Schedule 7-2, or when circumstances dictate, actual
and reasonable expenses may be reasonably reimbursed when employees are
placed in situations where a meal is of exceptionally high or low cost in the
following circumstances:

• when employees are required to attend conferences, seminars, meetings, or
public hearings at which weekend sessions are scheduled

• when employees are required to attend formal full-day conferences, seminars,
meetings, or hearings and where meals are an integral part of the proceedings

• when Employer representatives are involved in collective bargaining
proceedings

• when intensive task force or committee studies are enhanced by keeping
participants together over a normal meal

• other exceptional situations resulting directly from an employee’s duties
where the reimbursement of meal expenses is clearly reasonable and
justifiable.
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High Meal Cost Situations
The daily amounts authorized for meal allowances while travelling on the
Employer’s business inside the province provide an adequate allowance.  Only
where an employee is exposed to unusually high costs within the province will the
employee be reimbursed his/her actual receipted costs per individual meal that
exceed the per diem to the extent that the expenses claimed are reasonable and
justifiable in the circumstances.  Meal claims shall be on an individual basis over the
course of a day.

Meals Provided
Throughout the total period in travel status, deductions from the per diem meal rates
shall be made in respect of meals provided, such as meals served by a carrier en route,
or meals included in conference registration fees or accommodations costs.

Employees whose religious beliefs or medical requirements prohibit them from
consuming certain foods should be aware that appropriate meals can normally be
obtained from caterers and air carriers, provided that adequate advance notice of a
special requirement is given.

Exceptional Circumstances
It must be emphasized that these provisions are not intended to provide
additional meal allowances or to replace the meal provided by the carrier.  They
are meant to reimburse expenses reasonably and justifiably incurred under these
specific circumstances.  The out-of-pocket expense incurred to supplement meals
provided en route by the carrier may be reimbursed under the following
exceptional circumstances:

• when a carrier’s meal is served at a time that could generally (not personally)
be considered as unreasonable, and where the time interval between meals
served is clearly excessive and unreasonable, and in such cases reimbursement
shall be based on receipts and shall not exceed the per diem meal allowance
for that particular meal

• when an employee is required to travel on business via commercial carrier
during a period that may generally be considered a reasonable meal hour, and
where the carrier provides an inappropriate meal, the traveller may be
reimbursed for actual costs incurred that do not exceed the prescribed
allowance for the appropriate meal, and receipts are required.
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INCIDENTALS AND OTHER EXPENSES
Reasonable expenses incurred by an employee on the business of the Employer may
be reimbursed by the Employer subject to the Employer’s approval.  In addition,
where an employee is travelling on the Employer’s business and overnight commercial
accommodations have been authorized and used, the employee will be reimbursed an
allowance of $5.00 per day to cover miscellaneous out-of-pocket expenses such as
baggage charges, tips and gratuities (other than meals and taxi use) and personal local
telephone calls attributed to the period of travel status for which no other
reimbursement or allowance is provided.

Tips and Gratuities
No gratuities may be claimed separately, as they are provided for in the per diem
allowances.

Dry Cleaning and Valet Service
Dry cleaning and or valet service charges may be claimed only where essential due
to extraordinary circumstances and performed while the employee is in travel
status.  Receipts must accompany the claim.

No haircuts
No haircuts may be claimed, as they are not an allowable travel expense.

Laundry
Laundry charges are claimable only if:

• the employee is in travel status in excess of five nights

• laundry service is performed while the employee is in travel status

• the claim is submitted with receipts.

Telephone Calls
An employee on travel status will be reimbursed the costs incurred for necessary
local and long distance telephone calls.  Long distance telephone calls claimed must
be reasonable and supported by statements.

Illness, Accident, or Family Emergency
When, in the opinion of the attending physician, an employee’s condition resulting
from illness or injury while in travel status warrants the presence of the next of
kin or a representative of the family, actual and reasonable transportation and
accommodation expenses may be paid with the approval of the deputy head.
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Accountability
MINISTER/DEPUTY HEAD
Each Minister/deputy head has the responsibility for ensuring an independent review
and approval process to ensure that all expense claims are properly prepared,
documented, and approved.

MANAGERS/SUPERVISORS
Managers/supervisors have the responsibility for administering travel in accordance
with the requirements of this policy.  Specifically, managers must:

• ensure that this directive is available at the employee’s normal workplace during the
employee’s working hours

• determine whether travel is necessary
• ensure that the selection and acquisition of related arrangements are consistent

with the provisions of this policy
• when feasible, preauthorize travel on the designated form
• verify and approve travel expense claims on a designated form

beforereimbursement.

EMPLOYEE
The employee shall:

• obtain prior authorization to travel except where otherwise provided
• submit fully completed travel expense claims on the authorized form with necessary

supporting documentation, including receipts and explanations as required
• be responsible for the safe-guarding of funds provided
• submit claims involving an individual travel card within 10 working days after

completion of the travel for which the advance was authorized
• submit claims as soon after completion of travel as possible but not later than 30

calender days after the end of the fiscal year in which the travel occurred.  Claims
received after that date will be reimbursed only when properly substantiated by the
employee and when the Employer is of the opinion that the delay was justified.

The employee is responsible for becoming familiar with the provisions of this policy
before departure.
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Monitoring
Every Minister and deputy head is responsible for ensuring monitoring procedures
are established to determine compliance with the Travel Policy.  The Department of
Finance and the Public Service Commission are jointly responsible for regularly
monitoring the corporate policy having regard to performance and effectiveness in
achieving the policy objectives.

References
Government of Nova Scotia Credit Card Policy
Government of Nova Scotia Moving and Relocation Policy

Appendices
Schedule 7-1:  Kilometrage Rates, Monthly Allowances and Transportation Allowances
Regulations

Schedule 7-2:  Meal Allowances

Enquiries
Planning and Coordination, Public Service Commission (902) 424-7660

Approval date:  March 27, 2008 Manual release date:  January 9, 2003

Approved by:  Executive Council Most recent review:  November 3, 2009
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Schedule 7-1

Regulations Respecting Kilometrage Rates, Monthly
Allowances and Transportation Allowances made by the Public

Service Commission pursuant to Sections 7 and 45 of
Chapter 70 of the Revised Statutes of Nova Scotia, 1989, the

Civil Service Act

Citation
1 These regulations may be cited as the Kilometrage Rates, Monthly Allowances and

Transportation Allowances Regulations.

Definitions
2 In these regulations,

“Act” means the Civil Service Act;

3 repealed

Kilometrage rates
4 (1) Except as provided in subsection (2) and Section 5, effective April 1, 2009,

employees must be paid in accordance with the rates set out in the following table
for all kilometres driven in connection with employment:

(2) An employee of the Department of Natural Resources who has been designated
to be paid a supplementary reimbursement rate per kilometre for use of their
privately owned light truck in connection with employment must be paid a rate in
accordance with the rates set out in the following table for all kilometres driven in
connection with employment:

nevirDsertemoliK etaR

mk00061-0 mk/stnec29.04

mk00072-1.00061 mk/stnec11.63

+mk1.00072 mk/stnec86.72
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Monthly car allowances
5 (1) Effective April 1, 2009, an employee of the Department of Transportation and

Infrastructure Renewal who holds the position of Engineering Survey Technician or
Project Engineer must be paid a monthly allowance of $855.69 instead of the
kilometrage rates set out in Section 4.

(2) Effective April 1, 2009, scale house operators of the Registry of Motor Vehicles
and road transport inspectors in the Department of Transportation and
Infrastructure Renewal must be paid a monthly allowance instead of the
kilometrage rates set out in Section 4 in accordance with the following table:

(3) An employee who has been designated by the Commission as belonging to a
class of employment for which availability of a motor vehicle is deemed to be a
condition of employment may opt to receive a monthly allowance in accordance
with subsection (4) instead of the kilometrage rates set out in Section 4.

(4) Effective April 1, 2009, an employee who has opted to receive a monthly
allowance under subsection (3) must be paid the following monthly allowance for
all kilometres driven in connection with employment:

a) for an employee other than as described in clause (b), $318.09 plus 23.47 ¢/
km;

b) for an employee of the Department of Natural Resources designated to be
paid a supplementary rate for use of their light truck, $318.09 plus 27.18 ¢/
km.

nevirDsertemoliK etaR

mk00061-0 mk/stnec56.44

mk00072-1.00061 mk/stnec48.93

+mk1.00072 mk/stnec14.13

nevirDsertemoliK etaR

mk42-8 87.36$

mk3.84-42 91.79$

mk3.84revo 30.461$
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Request for change - kilometrage or allowance
6 If an employee who has the option of receiving a monthly allowance under

subsection 5(3) wishes to change from a monthly allowance to the kilometrage
rates under Section 4 or from the kilometrage rates to the monthly allowance
under subsection 5(4), the employee must notify the Public Service Commission in
writing

a) no later than April 30th in the year for which the change is requested; or
b) no later than 30 days after they become eligible to make the option.

Determining when vehicle is condition of employment
7 (1) In this Section,“designate” and “designation” refer to the designation by the

Commission of an employee as belonging to a class of employment for which
availability of a motor vehicle is deemed to be a condition of employment.

(2) A designation may be granted only on the recommendation of the Deputy
Minister of the department in which the employee is employed.

(3) Subject to subsections (4) and (5), a decision by the Commission to designate
an employee must be made in accordance with the following criteria:

a) if the employee drives 3218.6 km per year or fewer in connection with
employment, the designation must not be granted;

b)if the employee drives more than 3218.6 km but fewer than 16 000 km per
year in connection with employment, the decision to designate the employee
must be based on criteria established by the applicable department and the
department’s recommendation that using a privately-owned motor vehicle is
the most efficient manner of providing transportation to fulfil the employee’s
job function, particularly as it relates to providing services to the public;

c) if the employee drives 16 000 km per year or more in connection with
employment, the designation must be granted.

(4) In making a designation, the Commission must consider all of the following:

a) whether the employee can travel more economically by means other than
privately-owned vehicle without substantial impairment to the efficiency of
service;

b)the nature of the job function performed by the employee and any
requirements for transportation that could be met by other means of
transportation, including a rental vehicle and public transportation;
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c) whether an employee has control over the demand for transportation and
whether the demand for transportation can and does occur at any time;

d)whether an employee must have transportation available, and how often
transportation is needed.

(5) After considering the matters set out in subsection (4) in deciding whether to
designate an employee, the Commission may act outside the criteria set out in
subsection (3) if it determines that under the circumstances the criteria should
not apply.

Reductions in monthly car allowance
8 (1) An employee’s monthly allowance paid under Section 5 must not be reduced as

a result of any of the following:

a) vacation;
b) special leave with pay for 30 days or less;
c) sick leave for 30 days or less.

(2) A monthly allowance paid under Section 5 for an employee who is on special
leave without pay must be reduced in proportion to the number of compensation
days in the month for which the special leave was granted.

(3) If the Minister or a departmental official delegated by the Minister directs that
an employee travel outside of their regular district and receive kilometrage rates
under Section 4 for that travel, the employee’s monthly allowance paid under
subsection 5(1) or (2) must be reduced in proportion to the number of
compensation days in the month that the employee is assigned out of their regular
district, and the employee must be paid at the kilometrage rates set out in Section
4 for the kilometres travelled outside of their regular district in connection with
employment.

No government vehicle for employee receiving monthly car allowance
9 An employee who receives a monthly allowance under these regulations must not

be assigned a government-owned motor vehicle.

Personal use of government-owned motor vehicle
10 (1) In this Section,“personal use” means other than government business.

(2) An employee must obtain proper authorization before using a government-
owned motor vehicle for personal use.

(3) Any kilometres driven on personal use must be repaid to the Province at the
rate of 24.34 ¢/km.
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Approval required for other payments
11 (1) If specific requirements by departments, boards, agencies and commissions

cannot be accommodated under Section 4 or 5, the Minister may approve payment
for using a privately-owned motor vehicle on a basis other than as prescribed by
Section 4 or 5 to address specific operating requirements.

(2) A payment approved by the Minister under subsection (1) must be approved
by the Executive Council.

Transportation allowances
12 (1) Effective April 1, 2009, an employee who is called back to work must be

reimbursed for transportation to and from the place of work to a maximum of
$9.22 per call.

(2) Effective April 1, 2009, an employee who is required to travel to and from work
between midnight and six o’clock in the morning must be reimbursed for actual
transportation expenses incurred to a maximum of $7.64 per shift.
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Schedule 7-2

Meal Allowances

The per diem claimable for each meal (which is interpreted as the actual amount
expended up to the maximum rate inclusive of taxes and gratuities) is set out as
follows:

Breakfast per diem $6.00
Lunch (mid-day) per diem $12.00
Dinner (evening) per diem $20.00

Breakfast
The cost of breakfast may be claimed only when the employee has been travelling on
the Employer’s business for more than one hour before the recognized time for the
start of the day’s work.

Dinner
The cost of the evening meal may be claimed when the employee is not expected to
return to his or her residence before 6:30 pm.

General
The per diems claimable for meals while travelling on the Employer’s business provide
an adequate allowance for each day.  Employees travelling on the Employer’s business
within the province will be reimbursed his/her receipted costs per individual meal
that exceed the per diem only when an employee is exposed to unusually high costs
and the expenses claimed are reasonable and justifiable in the circumstances.  Meal
claims shall be on an individual meal basis over the course of a day.

Exceptions
The per diems claimable for meals while travelling on official Employer’s business
outside the province provide an adequate allowance for each day.  Recognizing that
employees are often restricted to the vicinity of the major hotels with their attendant
higher restaurant meal costs, the employee will be reimbursed his/her receipted costs
per individual meal that exceed the per diem to the extent that the Employer
considers the expenses claimed are reasonable and justifiable in the circumstances.
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7.2 Moving and Relocation Policy

Policy Statement
The Government of Nova Scotia is committed to locating new employees, upon
appointment, and relocating employees, upon transfer, in a manner that is most
efficient with the most reasonable cost for the employing or appointing department
and having minimum detrimental effect on the employee.

Definitions
APPOINTEE
A person appointed to a civil service position on a continuing full-time basis and
others deemed by the Public Service Commission to be appointees for the purpose of
this policy.

DAY
A calendar day.

DEPARTMENT
Department, office or public service entity established by the Government of Nova
Scotia, as idenitified under Category 1 in Appendix 1-A of the Management Manuals
Policy.

DEPARTMENT HEAD
The member of Executive Council presiding over a department.

DEPENDENTS
The spouse of an appointee or an employee; an appointee’s or employee’s child who
has not passed his or her 19th birthday, or in respect of whom the appointee or
employee is entitled to an exemption under the Income Tax Act; or any relative of an
appointee or employee who is a member of the appointee’s or employee’s household
and who is dependent on him or her for support by reason of incapacity or ill health,
provided the appointee or employee certifies that he or she is entitled to an
exemption under the Income Tax Act with respect to that relative or member of the
household.
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DEPUTY HEAD
The deputy of the member of the Executive Council presiding over a department and
all others whom Governor in Council from time to time designates as having that
status of deputy head.

HOUSEHOLD EFFECTS
The furniture, household equipment, and personal effects of an employee or appointee
and his or her dependents used in the regular dwelling, excluding livestock, lumber,
heavy equipment, or similar items and any items used in connection with a secondary
source of family income.

PLACE OF DUTY
The location of the official station or headquarters at or from which an employee or
appointee ordinarily performs his or her duties.

REMOVAL EXPENSE
The cost incurred by an employee or appointee, who has been appointed or
transferred, to effect the appointment or transfer, subject to prescribed limitations.

SPOUSE
A person who is married to another person and includes persons who, not being
married to another, lives together with another person as the other person’s spouse
and has done so for at least one year.

TRANSFER
The transfer of civil service employees, and others deemed by the Public Service
Commission to be transferring employees, that are initiated by the employing
department.

Where an employee is required to change his or her residence by reason that:

a) the employee is granted a transfer at his or her request, or

b) the employee is successful through competitive examination for appointment to a
vacant position,

the employee is entitled to claim only those expenses and allowances which are
authorized by the deputy head.
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Application
This policy applies to all non-bargaining unit civil service employees and to new
appointees.  Bargaining unit employees are covered by the Memorandum of Agreement
on Removal Expense under the Civil Service Master Agreement between the Public
Service Commission and the Nova Scotia Government Employees Union.

Policy Directives
DIRECTIVES APPLICABLE TO BOTH TRANSFERS AND APPOINTMENTS

Arranging Movement of Household Effects
A transferring employee or an appointee shall move his or her household effects in
a manner that is efficient, safe and economical, but in no case shall the cost exceed
the amount that would be charged by an efficient, licensed carrier.  For moves
where the total cost will be less than $10,000, departments should obtain bids
from at least three recognized carriers, with the lowest bidder being engaged.  The
deputy head should provide authorization where it is not possible to obtain three
competitive bids.  If the cost of a move will be $10,000 or more, the service must
be procured through public tender, coordinated by Procurement Services at the
Department of Economic Development.

Method of Travel
The employee/appointee and his or her dependents may travel by automobile, and
charge the allowable car kilometrage rate, as set out in the Car Kilometrage Rates,
Monthly Car Allowances and Transportation Allowances Regulations under the Civil
Service Act, or by bus, train or aircraft, in accordance with provisions set out in the
Government of Nova Scotia Travel Policy.

Other Expenses
Expenses not outlined in this policy may be reimbursed, if deemed necessary
under the circumstances, by the deputy head of the employing/appointing
department.  Such expenses must be first approved by the Public Service
Commissioner and receive final approval by the Minister of the employing/
appointing department.

Return Service Commitment
A transferring employee or an appointee who receives reimbursement for
relocation expenses for any transfer or appointment but does not remain in the
continuous employ of the Government of Nova Scotia for a two-year period is
responsible for repaying to the government prior to his or her departure a pro-

http://www.nsgeu.ns.ca/
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rated proportion of the reimbursement received (Calculation:  104 weeks of
service less the number of completed weeks of service divided by 104 weeks of
service and multiplied by the total amount of travel and removal reimbursement).
By accepting reimbursement, the employee or appointee is deemed to have
accepted this condition.  This requirement shall not apply, subject to the approval
of the deputy head of the employing or appointing department, to any employee or
appointee whose employment is terminated through no fault of the employee.

MOVING EXPENSES ON EMPLOYEE TRANSFER
Notification of Employee
For any transfer, the terms and conditions of reimbursement are to be discussed
with the employee at the time of notification of transfer.  No minister, deputy head,
or departmental official shall make any commitment to any employee that
contravenes the terms set out in this section.

Certification of Claims
The deputy head of the employing department shall certify all claims made under
this policy as being (1) in accordance with this policy, and (2) just and reasonable,
before any payment is made.

Transfer of Spouses
If an employee has a spouse who is also an employee and both parties are
transferred to the same place, the terms and conditions of this policy apply as to
an employee and spouse, not as two separate employees.

Minimum Distance Qualification
There is a minimum distance qualification that governs the eligibility of an
employee for reimbursement of removal expenses.  As a general rule, expenses will
not be paid where the old and new places of duty are within the same
metropolitan area or within reasonable commuting distance of each other.
Specifically, moving expenses will not be paid unless:

• the new place of duty is outside a radius of 32 kilometres (20 miles) from the
old place of duty

• the new residence is outside a radius of 32 kilometres (20 miles) from the old
residence.
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Items Included in Removal Expenses

Locating New Accommodation
The employing department will pay traveling expenses incurred by the employee
and his or her spouse, including living expenses for not more than 10 days for
the purpose of locating new housing accommodations.  Further extensions
require the prior approval of Treasury and Policy Board.

Temporary Living Expenses
The employing department will pay temporary living expenses of a single
employee without dependents to a maximum of 14 days, and for an employee and
his or her dependents to a maximum of 30 days, extended if necessary for a
further 14 days at the discretion of the department head.  Further extensions
require prior approval of Treasury and Policy Board.

Realty Agency Costs
The employing department will pay realty agency costs actually incurred by the
employee in selling his or her old residence, including multiple listing charges, but
not exceeding the prevailing rates in the area; as well as necessary legal fees and
mortgage interest penalty costs, provided that the residence is listed for sale
within 60 days of the relocation notification, or if not listed within 60 days of the
relocation notification, the deputy head is satisfied that the expenses relate to
the employee’s transfer.

Rental Accommodation Costs
The employing department will pay the actual expenses of fulfilling the employee’s
legal liability under a lease for accommodation at the place from which he or she
was relocated.

Purchase of a Home
The employing department will pay the actual legal fees and disbursements,
including recording fees, deed transfer taxes and survey fees, paid by the
employee pre-owning his or her own home, in the purchase of a new home due
to relocation.
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Moving and Storing Household Effects
The employing department will pay the cost of fees related to packing, unpacking,
cartage, and freight of the employee’s household effects and necessary storage of
these effects to a maximum of 30 days, including insurance thereon while in
storage and/or in transit.

Storage charges on household effects in excess of 30 days shall not be considered
as removal expenses, unless the deputy head of the employing department
certifies that the excess period of storage is necessary due to circumstances
beyond the control of the employee.

Miscellaneous Expenses
The employing department will allow up to $2,000 to cover documented
allowable miscellaneous expenses, such as:

• disconnecting telephones, cable TV, computer equipment, stoves, and other
household equipment

• connecting such equipment as was in use by the employee prior to his or her
relocation

• cleaning drapes and rugs, or as an allowance towards the purchase of drapes
and rugs similar to those in use by the employer prior to his or her
relocation, at the discretion of the deputy head

• any other expenses authorized in this section or as approved by the Treasury
and Policy Board.

Moving Expenses for a Mobile Home
The employing department shall pay removal expenses for a mobile home, including
disconnecting and reconnecting services, provided that the total cost of such a
move does not exceed the cost of comparable removal expenses involving
conventional housing.

Cash Advance or Equivalent
Upon authorization of the deputy head of the department in which an employee is
employed,

• an advance of the estimated cost of the removal expenses may be made to the
employee, or

• the employing department may be requested to pay invoices for
transportation, cartage and other eligible expenses; payments so made will be
considered as an advance to the employee pending the approval of his or her
account for removal expenses.
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When an advance is made by either of the above methods, the employee shall
account for it within 30 days after his or her date of arrival at the new place of
duty.  The employee shall refund any unexpended balance forthwith, failing which,
the employing department shall recover the amount due from his or her salary.

If the employee incurs expenses related to his or her transfer or relocation before
receiving written notification or confirmation of transfer or relocation, the
employing department may reimburse the employee for such expenses where the
employing department is satisfied the expenses were incurred in anticipation of
the transfer or relocation.

Financial Hardship
Where, in the opinion of the department head, an employee suffers financial
hardship by reason of transfer, additional assistance may be approved in
compensation for such hardship by Treasury and Policy Board, upon
recommendation of the department head.

Duplicate Housing Costs
An employee may be reimbursed for part or all of duplicate housing costs,
consisting of the interest portion of a mortgage, property insurance, and utility
costs paid in respect of the employee’s former residence for a period for which
the employee is also occupying and paying mortgage or other interest for a new
residence.

Such reimbursement shall be limited to the lesser of the actual costs for a period
not to exceed three months or $2,000.

Bridging Loan
An employee may be reimbursed for all or part of interest payments for a
bridging loan to enable the employee to meet the down payment of a new
residence pending the sale of his or her former residence.  Such interest charges
may be claimed for a period not to exceed three months or $5,000, whichever is
less.  The maximum principal amount of the bridging loan that can be claimed
shall not exceed a figure equivalent to 25 per cent of the purchase price of the
new residence.
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MOVING EXPENSES ON APPOINTMENT
Reimbursement
The appointing department may provide reimbursement for reasonable travel and
relocation expenses to an appointee when in the opinion of the deputy head of
the appointing department it is deemed necessary and/or advisable to effect the
recruitment of the individual.  Appointees are eligible for an accountable advance to
assist in defrayal of expenses.

Minimum DistanceQualification
Appointees do not qualify for assistance towards relocation expenses where the
appointee is a resident of the Province of Nova Scotia and lives within 160
kilometres of the place of duty.

Variation in Allowable Expenses
Increased expenses associated with travel and relocation will be permitted only
following approval in writing from the deputy head of the appointing department.

Approval by Minister
Appointees are to be advised of entitlement towards travel and removal expenses
only following approval by the minister of the appointing department.  Where
appointees incur expenses related to relocation before receiving written
confirmation from the minister of the appointing department, the appointing
department shall not be liable for such expenses.

Movement of Persons
Appointees eligible for removal assistance under this policy must use the most
efficient and economical means of travel, accommodation, and removal of household
effects.  All claims must also be consistent with the provisions of the Nova Scotia
Government Travel Policy.

Expenses in Advance of Removal
The appointing department will pay for the expenses of the appointee and
spouse, including living expenses for not more than 5 days, for the purpose of
locating new housing accommodations.

Removal of Appointee and Dependents
The appointing department will provide coverage for a one-way trip for the
appointee and his or her dependents from the appointee’s present residence to
the location of the appointment with the government or the appointee’s future
residence.  The appointing department will pay temporary living expenses for an
appointee and his or her dependents to a maximum of 4 days.

http://www.gov.ns.ca/tpb/manuals/PDF/HRMgmtManual500.pdf#page=145
http://www.gov.ns.ca/tpb/manuals/PDF/HRMgmtManual500.pdf#page=145
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Moving and Storing Household Effects
The appointing department will pay the cost of fees related to packing, unpacking,
cartage, and freight of the employee’s household effects and necessary storage of
these effects to a maximum of 30 days, including insurance thereon while in
storage and/or in transit.

The appointee will be responsible for;

• all costs for the removal of items not considered to be household effects
• all removal costs not specifically designated as appointing department

responsibility above, including any charges for connecting and disconnecting of
telephones, cable TV, computer equipment, stoves and other household
equipment.

Realty Agency Costs
The appointing department will reimburse the appointee for real estate sales
commission and legal fees incurred in the disposal of the appointee’s home.  The
appointee will be responsible for all legal and realty costs associated with the
acquisition of new accommodations.

Accountability
APPOINTEES
Appointees are responsible for making claims for moving expenses on appointment in
accordance with the terms of this policy.

EMPLOYEES
Employees are responsible for making claims for moving expenses on transfer in
accordance with terms of this policy.

MANAGERS/SUPERVISORS
Managers/supervisors are responsible for ensuring that no commitment is made to
any employee/appointee that contravenes the terms set out in this policy.

DEPUTY HEAD
Deputy heads are responsible for ensuring compliance with the terms of this policy
and for approving all claims made under this policy.
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Monitoring
The Public Service Commission is responsible for monitoring the effectiveness and
consistent application of this policy.  The Public Service Commission, jointly with the
Internal Audit and Risk Management Centre, may periodically conduct audits of
departmental practices and request access to data maintained by departments with
respect to this policy.

References
Nova Scotia Civil Service Act and regulations

Car Kilometrage Rates, Monthly Car Allowances and Transportation Allowances
Regulations

NSGEU Civil Service Master Agreement

Management Manuals Policy

Travel Policy

Enquiries
General Enquiries, Public Service Commission  (902) 424-7660

Approval date: September 7, 2000 Manual release date:  January 9, 2003

Approved by:  Executive Council Most recent review:  November 20, 2007

http://www.gov.ns.ca/legislature/legc/statutes/civils.htm
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8.1 Human Resources Development

Purpose
This chapter outlines the policy of the Government of Nova Scotia with respect to
the development of its human resources and provides guidelines for all branches of
government in the application of the policy.

Note: All references to “department” in this chapter refer to the departmental
personnel specialist (where that individual is normally assigned responsibility for
human resource development activity).

Policy Framework and Basic Objectives
Sound human resource management is as critical to the effective development and
implementation of government policies and programs as the management of financial
and capital resources.  The development of human resources, in accordance with
organizational goals, is recognized as an essential component of human resource
management and an accepted cost of government operations.

It is, therefore, the policy of the Government of Nova Scotia to ensure that human
resource development is carried out, where necessary and appropriate, in order to
meet the following basic objectives:

• to maintain a civil service of the highest quality with individuals and teams who have
the personal and professional knowledge and skills to develop and effectively
implement Nova Scotia government policies and programs

• to meet the future needs of the Nova Scotia government for qualified employees.

Staff Training
PURPOSES OF TRAINING
Training will be provided when supported by management as necessary and
appropriate in order to meet the following purposes.

JOB-RELATED TRAINING
To enable employees to maintain a satisfactory level of performance in their present
function.
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STATE-OF-THE-ART TRAINING
To enable employees to remain abreast of current technology in their area of work.

DEVELOPMENTAL TRAINING
To prepare employees for future promotions or lateral mobility, whether related to a
specific position or to a category of positions for which they have demonstrated
potential.

RETRAINING
To assist the incumbents of redundant positions to acquire skills necessary to meet
the requirements of available positions.

SAFETY TRAINING
To ensure that employees are capable of meeting safety standards established for the
workplace.

REMEDIAL TRAINING
To allow employees whose performance is unsatisfactory to continue in their present
positions or in other positions for which their qualifications may be better suited.

Roles and Responsibilities
The following is an outline of the roles and responsibilities of the Public Service
Commission, departments, and employees for staff training and development.

PUBLIC SERVICE COMMISSION
The Public Service Commission is responsible for:
• providing advice and consulting services to departments in identification of needs

and selection, design, conduct, and evaluation of training and development programs
• coordinating, developing, and contracting training and development programs to

meet service-wide needs
• developing comprehensive human resource development policies that meet the

requirements of the Government of Nova Scotia
• developing service-wide systems for the planning, control, delivery, and evaluation of

training and development.

DEPARTMENTS AND AGENCIES
Departments and agencies are responsible for:
• identifying the training requirement of their employees in order to meet

operational needs and government policy objectives
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• reporting to the Public Service Commission their requirements for service-wide
training

• making arrangements to ensure that staff are appropriately trained to meet
identified needs

• developing and operating training programs in cases where the training needs are
unique to the department or agency.

EMPLOYEES
Employees are responsible for:
• acquiring the knowledge and skills necessary to perform their present jobs effectively
• identifying, in conjunction with their managers, areas in which their knowledge

and skills are, or may be, deficient
• participating in training activities provided by management (which may include

formal training programs and/or on-the-job training and experience)
• ensuring that job knowledge and skills once outlined are maintained
• acquiring on their own time and at their own expense any additional training

and/or education required to meet their personal development goals.

Administrative Guidelines
IDENTIFICATION OF TRAINING NEEDS
Employee training needs are identified jointly by the employee and manager by means
of the following process:

• Establish performance expectations for the job.
• Identify discrepancies between expected and actual performance.
• Isolate those performance gaps or problems that are due to knowledge or skill

deficiencies and are not caused by other individual, organizational, or managerial
problems.

• Identify the level of knowledge or skills that the employee requires to perform the
job effectively.

IDENTIFICATION OF APPROPRIATE TRAINING ACTIVITY
The identification of department-specific training activities is the responsibility of
departments.  Consultative assistance is available from the Public Service Commission.

Identification of service-wide training activities is the responsibility of the Public
Service Commission in consultation with departments.  These responsibilities include:

• establishing learning objectives based on knowledge and skill requirements
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• establishing evaluation criteria to permit measurement of the effect of training on
performance

• identifying alternative learning activities, which may include:
− on-the-job coaching and feedback
− programmed instruction
− assigned reading
− special projects and work assignments
− formal training courses

• selecting or developing a learning activity or combination of activities judged most
appropriate to meet the training needs.

SELECTION OF TRAINEES
It is the responsibility of departments to select employees for training in accordance
with consideration for departmental priorities, equity, identified employee needs and
capabilities, and any eligibility criteria established for training activity.

Some types of training should be provided to all appropriate employees, for example:
orientation training for new employees and training related to safety, technological
change, or legislative or policy changes.  Other forms of training are by their nature of
limited applicability, for example:  retraining or remedial training.  Employees should be
selected for development training on the basis of a high level of performance,
demonstrated interest, capacity to accept increased responsibility, and developmental
initiatives taken independently by the employee.

IMPLEMENTATION
Implementation of training is the responsibility of the department in the case of
department-specific training and of the Public Service Commission in the case of
service-wide training.

FOLLOW-UP
On completion of the training, the employee is responsible for developing a plan of
action for on-the-job implementation of the acquired knowledge/skills.  The
employee’s manager is responsible for confirming the action plan and facilitating its
implementation.

EVALUATION OF TRAINING
This is essential to determine whether the training has met the needs of the
department and the individual.  Such feedback may be secured by:
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• questionnaires and/or tests upon completion of training, for which the organization
delivering the training is responsible

• systematic follow-up of the trainee’s performance on the job to measure change,
for which the department is responsible.  Consultative assistance is available from
the Public Service Commission.

Enquiries
General Enquiries, Public Service Commission   (902) 424-7660

Approval date: Manual release date:  January 9, 2003

Approved by: Most recent review:
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8.2 Corporate Employee Orientation
Policy

Policy Statement
The Government of Nova Scotia is committed to welcoming, supporting and
recognizing employees when they start a new job in government.  Effective employee
orientation provides corporate, department, and job-specific information to help
employees understand their role in the public service, preparing them for success in
their new role.

This policy provides the foundation for employee orientation programs within the
Government of Nova Scotia.

Definitions
DEPUTY HEAD
The deputy of the member of the Executive Council presiding over a department and
all others whom the Governor in Council from time to time designates as having the
status of deputy head.

DEPARTMENTS
Any department, office or public service entity established by the Government of
Nova Scotia, as identified under Category 1 in Appendix 1-A of the Management
Manuals Policy.

EMPLOYEE
An employee as defined in the Civil Service Act; an employee as defined in the Corrections
Act; an employee as defined in the Highway Workers’ Collective Bargaining Act; any other
person directly employed by the Province of Nova Scotia.

VALUES
Respect, integrity, diversity, accountability, and the public good, as defined in the 2005-
2010 Corporate Human Resource Plan, and/or values as defined in department
business plans.
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EMPLOYEE ORIENTATION
The process used to welcome, support and recognize a new employee to an
organization and acquaint them with the business goals, organizational structure,
strategies, policies, procedures, organizational culture and role expectations related to
a new job.  Employee orientation in the Government of Nova Scotia is comprised of
three components: corporate, department and job-specific employee orientation.

CORPORATE EMPLOYEE ORIENTATION
Information related to government as an employer, such as its vision, priorities, values,
structure and culture.

DEPARTMENT EMPLOYEE ORIENTATION
Information related to the employee’s hiring department, such as its vision, priorities,
structure and culture, in relation to the organization.

JOB-SPECIFIC EMPLOYEE ORIENTATION
Information related to the employee’s role and responsibilities, their immediate work
environment and their terms and conditions of employment.

Policy Objectives
To consistently and effectively support, recognize and welcome employees in a timely
manner, as they start a new job in government.

To ensure employees are informed about government’s goals, structure, strategies and
policies.

To provide a framework and resources to assist the development of comprehensive
employee orientation programs in government.

To support government’s attraction and retention strategies.

Application
This policy applies to all civil servants whose terms and conditions are set out in
accordance with the Civil Service Act and regulations and other direct employees of the
provincial government including all bargaining unit employees.

This policy applies to new employees to government, as well as existing employees
transferring to new positions within government.



8-9

Chapter 8: Training and Development
8.2 Corporate Employee Orientation Policy

Effective date:  February 2, 2009
Government of Nova Scotia

Human Resources Management Manual

Policy Directives
Every new employee and existing employee commencing a new position within
government will receive an employee orientation.

Employee orientation must be delivered in a timely manner, ideally starting on the
employee’s first day.

Employee orientation programs must reflect three components: corporate,
department and job-related information.

The Public Service Commission will develop and periodically review the corporate
employee orientation program to ensure that the information is relevant and current.

Departments will develop and periodically review their department employee
orientation programs to ensure that the information is relevant and current.

As part of employee orientation and consistent with the performance management
process, managers will jointly establish a performance plan with employees to ensure a
clear understanding of performance goals and expected results, as it relates to the
department’s and government’s business goals.

Costs related to department-specific and job-specific employee orientation programs
will be managed from within departmental budgets.  Deputy heads are responsible for
the costs associated with department and job-specific employee orientation programs
and must authorize all expenditures related to employee orientation activities.

Participating in employee orientation is part of an employee’s work responsibility.
Hence, employees will not be deducted for time taken to attend, or travel to, an
orientation event held during their regularly scheduled hours of work.  Time taken
from regular work hours to attend, or travel to, an orientation event is treated as time
worked in straight time hours.  Employees who travel to attend an orientation event
will be reimbursed for travel expenses in accordance with government’s travel policy.

Policy Guidelines
A variety of learning methods may be used to support employee orientation programs.
Examples include: formal information sessions, directed readings, coaching, peer
support and self-initiated learning.

Employee orientation programs may be flexible to meet individual department and
employee needs and should be reflective of public service values.
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In implementing comprehensive employee orientation programs, departments are
encouraged to use the Employee Orientation Program Guidelines that have been
created by the Public Service Commission and posted on its website.

Accountability
PUBLIC SERVICE COMMISSION
Public Service Commission is responsible for:

• Developing and implementing the corporate employee orientation program.
• Providing advice and assistance to departments regarding the application of this

policy.
• Providing tools to departments to support their employee orientation programs.
• Providing support to departments as required.

DEPUTY HEADS
Deputy Heads are responsible for:

• Leading the development and implementation of department employee orientation
programs appropriate to the individual needs of the department and new
employees.

• Integrating elements of this policy within their departmental employee orientation
program, and complying with its directives.

• Communicating department values, goals and objectives when engaging in employee
orientation activities.

• Authorizing and monitoring expenditures related to employee orientation.

MANAGERS
Managers are responsible for:

• Ensuring employees are supported, welcomed and recognized when they start a
new job.

• Leading the development and implementation of job-specific orientation programs.
• Initiating the employee orientation process on the employee’s first day in their new

job.
• Ensuring employees participate in an employee orientation program that includes

corporate, department and job-specific employee orientation content.



8-11

Chapter 8: Training and Development
8.2 Corporate Employee Orientation Policy

Effective date:  February 2, 2009
Government of Nova Scotia

Human Resources Management Manual

EMPLOYEES
Employees are responsible for:

• Participating in employee orientation activities, when they are commencing a new
role.

• Supporting, welcoming and recognizing fellow employees when they commence a
new role.

Monitoring
The Public Service Commission will be responsible for monitoring the effectiveness
and consistent application of this policy.  The Public Service Commission may
periodically conduct audits of department practices and require access to data
maintained by departments with respect to this policy.

Departments will be responsible for monitoring and evaluating the effectiveness of
their own employee orientation programs.

References
Civil Service Act
General Civil Service Regulations
Highway Workers’ Collective Bargaining Act
Corrections Act
Management Manuals Policy
Performance Management Policy
Travel Policy
Corporate Human Resource Plan 2005-2010

Enquiries
Strategic Support Services
Public Service Commission
(902) 424-4459

Approval date:  January 8, 2009 Manual release date:  February 2, 2009

Approved by: Executive Council Most recent review:
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8.3 Educational Leave

Purpose
The capacity of organizations to meet their present and future knowledge/skill
requirements is essential.  Requirements for certain types of knowledge and skills can
be most effectively and economically met by means of educational leave.

Note: If any provision in this policy conflicts with policy established for health care
institutions, the health care policy will prevail.

Definitions
EDUCATIONAL LEAVE
Educational leave refers to leave from duty on a part- or full-time basis for the
purpose of taking advanced or supplementary training, where the duration of the leave
in total exceeds 30 working days per year.

FINANCIAL ASSISTANCE
Financial assistance refers to money paid to or on behalf of an employee for the
purpose of participating in an educational program.  It may include all or some portion
of the employee’s salary and/or course-related costs, including:

• tuition
• travel expenses
• books and other required materials
• laboratory fees
• registration fees
• any other related, legitimate expenses.

Roles and Responsibilities
THE PUBLIC SERVICE COMMISSION
The Public Service Commission will:
• assist managers in identifying suitable educational programs to meet training/

development needs
• prepare periodic reports on the service-wide utilization of educational leave/

assistance and related financial implications.
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DEPARTMENTS AND AGENCIES
The department or agency concerned will:
• ensure that all reasonable requests by employees for educational leave/assistance

are considered fairly and equitably
• ensure that training/development needs referred to in submitted applications are

consistent with overall departmental objectives, priorities, and plans
• submit recommendations for educational leave and financial assistance to the

Deputy Minister of their department
• ensure that educational leave and related financial assistance are granted in

accordance with the terms and conditions established by this policy
• monitor compliance with the conditions established by the policy by maintaining an

educational leave information system.

Administrative Guidelines
ELIGIBILITY FOR LEAVE AND FINANCIAL ASSISTANCE
Any civil service employee who is recommended by his/her department as a
candidate for staff training and development in order to more effectively carry out
his/her present or planned future responsibilities is considered eligible to receive
leave and financial assistance.

AMOUNT OF FINANCIAL ASSISTANCE
Educational leave may be fully subsidized, partially subsidized, or granted with no
financial assistance.  The amount of financial assistance granted to an employee for
educational leave is proportional to the benefit that the department can reasonably
expect to derive from its investment.  Financial assistance should therefore be
determined according to the following guidelines:

Full salary plus full tuition and any other agreed-upon expenses
Fully subsidized educational leave may be granted when the educational program:

• meets a knowledge/skill requirement that is essential for the efficient and
effective operation of a departmental program

• relates specifically to the employee’s present or planned work requirements
• primarily benefits the department.
Partial salary and/or agreed-upon expenses
Partially subsidized educational leave may be granted when the educational
program:

• contributes significantly to the department’s operations but is not essential
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• is generally related to the employee’s present or planned work requirements
• mutually benefits the department and employee.
No financial assistance
Leave for educational purposes may be granted without pay or other financial
assistance when the educational program:
• is not required by the department
• is not related to the employee’s present or planned work requirements
• primarily benefits the employee.

FINANCIAL ASSISTANCE FROM ANOTHER SOURCE
If an employee receives financial assistance for educational purposes from a source
other than the Nova Scotia government (for example: scholarships, bursaries, etc.),
the government financial assistance for which he/she is eligible will be reduced by
the total amount received from other sources.

AUTHORIZATION OF LEAVE/FINANCIAL ASSISTANCE
Educational leave, with or without financial assistance, is authorized by the Deputy
Minister of the employee’s department.

RETURN SERVICE COMMITMENT
Financial assistance is provided to employees on educational leave as a loan that is
repayable through service to the government for a prescribed period upon
completion of the educational program.

An employee who is granted educational leave with financial assistance is, therefore,
required to sign a non-interest-bearing demand note for the amount of financial
assistance received as well as a return service agreement stating the length of service
that he/she is required to provide in return for the assistance received.

No return service commitment is required on non-financially assisted leave.

CALCULATION OF RETURN SERVICE COMMITMENT
The minimum return service commitment is calculated at the rate of one month
return service per $1,000 financial assistance on amounts exceeding $6,000.  A
minimum return service commitment of six months is applied on any amount of
financial assistance between $1,000 and $6,000.  A maximum return service
commitment of 36 months applies to financial assistance exceeding $36,000.
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FAILURE TO FULFIL RETURN SERVICE COMMITMENT
Should an employee fail to complete the required return service commitment, the
demand note will be credited with an amount that bears the same ratio to the
financial assistance paid by the government as the completed service bears the total
return service commitment.  The balance of the demand note will be processed for
collection.

PROOF OF SUCCESSFUL COMPLETION
Employees are required to submit to the deputy head of their department proof of
successful completion of the educational program or confirmation of unsuccessful
standing.

Employees who do not successfully complete their program of study or fail to fulfil
the requirements of the course attended will cease to be entitled for financial
assistance, but are still obligated to fulfil the return service or repayment commitment
on a proportional basis.

EMPLOYEE BENEFITS DURING EDUCATIONAL LEAVE
Educational leave with full or partial pay
• Regular premiums for group medical and life insurance continue to be paid by

payroll deductions, and normal coverage is maintained.
• Superannuation contributions continue to be paid by payroll deductions, and the

period of leave is regarded as service for superannuation purposes.
• Sick leave, vacation leave, and Public Service Award entitlements continue to be

earned at the regular rate in accordance with provisions of the regulations
under the Civil Service Act or the employee’s collective agreement.

• Employees shall receive salary increases brought about by a negotiated increase
or cyclical review.

• An employee may be granted a merit increment during leave.  The employee’s
increment review date remains unchanged.

Educational leave without pay
• The government continues to pay its share of group medical and life insurance

premiums on behalf of employees on educational leave without pay only if the
employee’s contributions are maintained.  Employees must arrange with the
Department of Finance to pay their share of insurance premiums so that
coverage is maintained during leave.
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• The government continues to make superannuation contributions on behalf of
employees on leave without pay only if employee contributions are maintained.
Employees must arrange with the Department of Finance for payment of their
share of superannuation contributions.

• Sick leave, vacation leave, and Public Service Award credits are not earned during
each calendar month of leave in which the employee does not receive salary for
more than eight days.

• The employee’s increment review date is deferred by the number of months of
leave.

Short Course Leave, Course Subsidization
Many knowledge/skill requirements can be met by educational programs that do not
require educational leave.  For example:

• short courses (courses of less than 30 working days duration)
• study outside of working hours (correspondence courses, evening courses).

Granting of leave and/or financial assistance for such activities is authorized by each
department.

The guidelines provided on pages 8-9 to 8-12 for determining amount of financial
assistance may be applied to these categories of educational activity as well.

Enquiries
General Enquiries, Public Service Commission   (902) 424-7660

Approval date: Manual release date:  January 9, 2003

Approved by: Most recent review:
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9.1 Performance Management Policy

Policy Statement
The Government of Nova Scotia is committed to supporting the growth and
development of employees through effective performance management.  A key
element of performance management is the translation of government and
department business plans into individual and team performance goals and
competencies to ensure employees are able to contribute in a meaningful fashion.
Performance management is an integral component of providing excellence in service
to the general public.  It is recognized that employees are the enablers of responsive
and effective government, and performance management empowers employees to
achieve their full potential within government.

Definitions
PERFORMANCE MANAGEMENT
A process that links the government and department business plans to individual
goals and ensures they are consistently being met in an effective and efficient manner.

COMPETENCY
The skills, knowlege, and behaviours needed to perform a job.

COACHING
An ongoing process whereby people who supervise others, guide or facilitate the
continuous improvement on an employee’s performance.  It includes timely provision
of constructive feedback, meaningful recognition, support for learning and
development and assisting the employee with self-awareness and self-evaluation.

GOALS
What the employee must achieve in the coming performance cycle.  They must be
SMART (Specific, Measurable,  Achievable, Realistic, and Time-bound).

PERFORMANCE PLAN
The work and possible competency goals established between employee and manager
for the coming performance cycle.  If applicable, employees will have competency goals.

PERFORMANCE REVIEW
The informal and formal meetings held between manager and employee to discuss the
achievement and status of performance goals.
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MANAGER/SUPERVISOR
The person who plans and reviews the performance of an employee.  This person
usually directs the work of the employee on a daily and ongoing basis.

REVIEWING MANAGER/SUPERVISOR
The person who verifies the performance reviews done by other managers for
accuracy and consistancy.  This person is usually at a higher level in the organization’s
hierarchy.

Policy Objectives
This policy establishes methods for managing the human resources of government in
an effective manner.  The goals of the Performance Management Policy are to:

• achieve corporate plans and goals by linking individual and team performance goals
to department business plans

• provide a balanced approach for measuring performance results and leadership
competencies

• develop leadership competencies that reflect the values and skills that are necessary
for individual and government success

• develop people through regular coaching and dialogue
• promote job satisfaction in a motivating environment and recognize and reward

good performance.

Application
This policy applies to all civil servants whose terms and conditions are set out in
accordance with the Civil Service Act and regulations and bargaining unit employees who
are employed by the Government of Nova Scotia as identified in the collective
agreements between the Nova Scotia Public Service Commission and Nova Scotia
Government Employees Union, and the Nova Scotia Department of Justice and the
union representing corrections employees, insofar as the provisions do not conflict
with existing collective agreements.

Policy Directives
• Each employee will have a performance review conducted annually, or on a change of

position or appointment, or more frequently as required, and will be provided with
a copy of the review.

http://www.gov.ns.ca/legislature/legc/statutes/civils.htm
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PROBATIONARY EMPLOYEES
• Probationary employees will have interim performance reviews conducted.

Managers should check the applicable collective agreement to confirm the length
of the probationary period.  In circumstances where the probationary period
may be extended, the employee must be notified at least one month in advance
of the expiry of the initial probationary period.  For bargaining unit employees,
the length of the probationary period is specified in the relevant collective
agreement.

• Where unsatisfactory performance is identified concerning a probationary
employee and reasonable steps are taken to give the probationary employee an
opportunity to make the required improvements and this fails to address the
performance issues, the employment of the probationary employee shall be
terminated.

• Employees who satisfactorily complete the probationary period and are
appointed on a permanent basis must be provided with ongoing performance
reviews that are consistent with the process of evaluation, performance review,
and, if necessary, performance improvement.

PERFORMANCE PLAN
• A performance review includes the completion of a performance plan, which

must be established jointly by the manager in consultation with the employee to
ensure a clear understanding of performance goals and expected results.
Individual performance goals must be linked to department business plans and
must include measurable performance goals.

• A performance plan must be documented using the appropriate Performance
Management Form.

• Employee performance must be formally reviewed in relation to the
performance goals and expected results as established in the performance plan.

• A performance plan should identify training and/or career development activities
that support achievement of performance goals and identify opportunities for
promotion/advancement.

PERFORMANCE COACHING
• Managers and employees must jointly keep track of the performance plan and

identify shortcomings and solutions in a timely fashion.

• Managers should provide employees with ongoing feedback and coaching regarding
job performance throughout the review period.

http://www.gov.ns.ca/psc/performance/default.asp
http://www.gov.ns.ca/psc/performance/default.asp
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ACCESS TO PERFORMANCE REVIEWS
• Performance reviews are to be reviewed by the immediate supervisor of the

manager who is responsible for preparing the review to ensure that reviews are
comprehensive and consistently reflect performance goals established.

• Performance reviews are strictly confidential and are not to be shared beyond the
employee, the manager, the reviewing supervisor, the Deputy Minister, and human
resources staff without the consent of the employee.

• The Public Service Commissioner has the right to access performance reviews
from the departmental employee master file for the purposes of carrying out the
responsibilities established pursuant to the Civil Service Act.

UNSATISFACTORY JOB PERFORMANCE
• A manager is responsible for identifying and reviewing facts that are relevant to

unsatisfactory job performance.  All information collected must be properly
documented.  Unsatisfactory performance by employees must be addressed with
the employee by the manager in a timely fashion.  Specific information concerning
the areas of deficiencies and the improvements expected must be provided to the
employee, which should include, where appropriate, a specific date by which
improvement is expected to be achieved.  The manager should inform the
employee of the availability of the Employee Assistance Program.

• An employee who disagrees with the evaluation of his/her performance may
respond to the evaluation by providing either a verbal or written response to their
manager.

• If a manager has a reasonable basis for believing that an employee is intentionally
failing to meet the performance requirements of the position, this may result in
disciplinary action, up to, and including, termination.  A manager should consult
with their respective Deputy Minister, Human Resources Director, and Staff
Relations Consultant prior to administering disciplinary action.

MERIT INCREMENT
The granting of a merit increment is contingent upon an employee successfully
meeting their individual performance goals as reflected in their annual performance
review.  Reference should be made to the collective agreement or civil service
regulations as appropriate.

Policy Guidelines
Refer to the PSC website under Performance Management <http://www.gov.ns.ca/psc>

http://www.gov.ns.ca/legislature/legc/statutes/civils.htm
http://www.gov.ns.ca/psc/eap/default.asp?action=collapsemenu&page=policies-eap
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Accountability
DEPUTY MINISTERS

Deputy Ministers are responsible for:
• ensuring that managers participate fully in the performance management process
• ensuring that every manager has a performance review conducted
• ensuring that the Performance Management Policy and performance management

process are followed
• explaining corporate/department goals and priorities to senior mangers
• ensuring that the quality of performance assessments prepared by senior

managers is maintained
• submitting assessment and performance ratings to the Public Service

Commission.

SENIOR MANAGEMENT
Senior management (within departments) is responsible for:
• participating fully in the performance management process
• reviewing the business plan with their direct reports
• establishing individual performance goals in consultation with their deputy

minister
• fulfilling their individual performance goals
• establishing individual performance goals with employees
• reviewing employees’ performance annually or as required
• recommending a performance rating to deputy heads
• focusing on coaching, supporting, and developing their employees
• recognizing and supporting good employee performance
• dealing with performance deficiencies constructively and in a timely fashion
• ensuring that poor performance is clearly and consistently handled
• promoting communication, understanding, and dialogue between individuals and

teams in the organization.

MANAGERS/SUPERVISORS
Managers/supervisors(within departments) are responsible for:
• participating fully in the performance management process
• reviewing the business plan with employees
• establishing individual performance goals in consultation with their manager
• fulfilling their individual performance goals
• establishing individual performance goals with employees



9-6

Chapter 9: Performance Management
9.1 Performance Management Policy

Effective date: January 1, 1999
Government of Nova Scotia

Human Resources Management Manual

• reviewing employees’ performance annually or as required
• recommending a performance rating to their manager
• focusing on coaching, supporting, and developing their employees
• recognizing and supporting good employee performance
• dealing with performance deficiencies constructively and in a timely fashion
• ensuring that poor performance is clearly and consistently handled
• promoting communication, understanding, and dialogue between individuals and

teams in the organization.

HUMAN RESOURCES DIVISIONS/CORPORATE SERVICES UNITS
The Human Resources Divisions/Corporate Services Units are responsible for
supporting Deputy Ministers, senior managers and managers/supervisors, and
employees with performance management.

EMPLOYEES
Employees are responsible for:
• participating in the establishment of individual performance goals
• meeting their individual performance goals
• participating fully in the performance management process
• encouraging regular constructive dialogue and feedback on their own

performance.

PUBLIC SERVICE COMMISSION
The Public Service Commission is responsible for providing advice and support to
departments.

Monitoring
Departments are responsible for complying with the terms of this policy.  The Public
Service Commission shall periodically conduct audits of departmental performance
management practices to ascertain compliance by departments with this policy.

References
Nova Scotia Civil Service Act and regulations

Collective agreements between the Public Service Commission and the NSGEU, and
Department of Justice and the union representing corrections employees.

Performance Management for MCP Employees

Performance Management for BU/AS Employees

http://www.gov.ns.ca/legislature/legc/statutes/civils.htm
http://www.nsgeu.ns.ca/CollectiveAgreements/casmainpage.html
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Performance  Review Forms
Performance Review forms can be found on the PSC Website <http://www.gov.ns.ca/
psc>

• Management Employees
• Bargaining Unit Employees

Enquiries
Organizational Design and Effectiveness, Public Service Commission   (902) 424-4271

Approval date:  December 1, 1998 Manual release date:   January 9, 2003

Approved by:  Judith Sullivan-Corney, Deputy Minister Most recent review:   August 29, 2007

http://www.gov.ns.ca/psc/performance/default.asp
http://www.gov.ns.ca/psc/performance/default.asp
http://www.gov.ns.ca/psc/performance/default.asp
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9.2 Personal Protection Policy

Policy Statement
The Government of Nova Scotia is committed to providing service to the public in an
environment that is safe and respectful.  The government has a duty to take reasonable
steps to preserve the safety of the workplace for both the people to whom service is
provided and employees.  The use of physical force or the use of threatening
behaviour, either verbal or physical, which is accompanied by an intent to cause
physical harm, by employees of the Government of Nova Scotia, is strictly prohibited
except where there is a belief, on reasonable grounds, that it is necessary in order to
prevent personal injury or property damage or escape from lawful custody or to
maintain order.  It is recognized that some workplaces present a risk of violence in
which the use of force by employees may be required.  The employer has a duty to
inform employees of the risk of violence and of the lawful use of force and to
minimize the risk of workplace violence.

Policy Objectives
The purpose of the policy is to ensure that reasonable steps are taken to create and
maintain a safe environment in the workplace for providing service to the public.  The
policy has been developed in accordance with the following goals:

• respect for the dignity of both employees and the people to whom service is
provided

• the creation and maintenance of an orderly and safe working environment.

Application
This policy applies to all civil servants whose terms and conditions are set out in
accordance with the Civil Service Act and regulations and all bargaining unit staff who
are employed by the Province of Nova Scotia.

Policy Directives
• The employer and employees of the Government of Nova Scotia must take

reasonable steps to reduce the likelihood of workplace situations that may result in
the use of force or employee exposure to violence.
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• The use of physical force or the use of threatening behaviour, either verbal or
physical, which is accompanied by an intent to cause physical harm, by employees of
the Government of Nova Scotia, is strictly prohibited except where there is a belief,
on reasonable grounds, that it is necessary in order to prevent personal injury,
property damage or escape from lawful custody or to maintain order.

• No more force than is reasonably necessary shall be used.
• The use of physical force, including corporal punishment, or the use of threatening

behaviour, either verbal or physical, which is accompanied by an intent to cause
physical harm, shall at no time be used as a form of discipline.

• The use of inappropriate or excessive force shall be deemed to be a violation of this
policy.

• A failure to comply with the terms of this policy will result in appropriate
disciplinary action being taken that is consistent with collective agreements that the
province has with both the NSGEU and CUPE, and the Government of Nova Scotia
Management Manual 500.

• All government departments must undertake a hazard assessment, for each
workplace, identifying the potential for risk of employee exposure to violence and
the potential for the use of force.

• Where a hazard assessment indicates a potential for risk of employee exposure to
violence and the potential for use of force, a department is responsible to develop a
policy and procedures, to be approved by the Deputy Minister of each department,
that are consistent with the policy objectives and directives contained in the
Government of Nova Scotia Personal Protection Policy.  The procedures must
address the following matters:
• a definition of reasonable force that is consistent with the philosophy and

mandate of the respective sector in the context of the nature of the services that
are provided to the public, and that is consistent with the Criminal Code of
Canada and other relevant legislation

• guidelines relating to obtaining consent to the use of force for therapeutic or
treatment purposes

• a review mechanism to monitor compliance with the Personal Protection Policy
• a mechanism for the coordinated, annual review of the Personal Protection Policy

and procedures
• a training plan to provide for the implementation of the Personal Protection Policy

and procedures
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Approved by: Judith Sullivan-Corney, Deputy Minister Most recent review:

• a communication plan for the dissemination of information to employees regarding
the Personal Protection Policy and procedures, including information in written
form with respect to the use of force, which contains information about the
investigative procedure and complaint procedure.

Policy Guidelines
Policy guidelines may be developed by departments to assist in the implementation of
this policy.  Departments are responsible to provide leadership and direction to assist
agencies, boards, and commissions in developing policy consistent with the Personal
Protection Policy.

Accountability
Deputy heads are responsible for ensuring that their respective government
departments develop a policy and procedures that are consistent with the policy
objectives and directives contained in the Government of Nova Scotia Personal
Protection Policy.

Monitoring
The Personal Protection Policy of each respective government department shall be
reviewed by the Public Service Commission on a periodic basis to ensure compliance
with the Government of Nova Scotia Personal Protection Policy.

References
Criminal Code of Canada
Nova Scotia Occupational Health and Safety Act
Government of Nova Scotia Occupational Health and Safety Policy

Enquiries
General Enquiries, Public Service Commission   (902) 424-7660
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9.3 Conflict of Interest Policy

Policy Statement
Recognizing and addressing issues that arise from conflict of interest is an important
facet of a professional public service.  This policy is intended to reduce the potential
for conflict of interest within Nova Scotia’s public service by defining conflict of
interest and by providing tools to address issues that arise when employee’s personal
and employment interests conflict.

This policy compliments Values, Ethics and Conduct:  A Code for Nova Scotia’s Public
Servants and the Members and Public Employees Disclosure Act, 1991, c. 4, sections 22, - 32.
The act has prevailing authority over this policy.

Definitions
CONFLICT OF INTEREST
Conflict of interest exists when the duties and responsibilities of an employee  are or
potentially could be compromised by his or her personal and private interests1.  A
conflict of interest may be real, apparent or perceived.

“Real” conflict of interest exists when the employee has knowledge of a private
interest economic or otherwise that could influence the exercise of his or her public
duties and responsibilities.

“Apparent” or “perceived” conflict of interest exists when the employee is in a
situation in which a reasonably well-informed person could properly have a reasonable
apprehension that a conflict of interest exists, even when there may not be a conflict.

DEPUTY HEAD
The deputy of the member of the Executive Council presiding over a department and
all others whom the Governor in Council from time to time designates as having the
status of deputy head.

DEPARTMENTS
Any department, office, or public service entity established by the Government of
Nova Scotia, as identified under Category 1 in Appendix 1-A of the Management
Manuals Policy.

1  23 (2) No public employee shall use information acquired in the execution of the office of the public employee that is not available to
the general public in order to obtain a personal benefit.. Members and Public Employees Disclosure Act, 1991. c. 4, s. 23.
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EMPLOYEE
An employee as defined in the Civil Service Act, the Corrections Act, the Highway Workers’
Collective Bargaining Act, and any other person directly employed by the Province of
Nova Scotia.

Policy Objective
The objective of this policy is to ensure that neither the public’s interests nor the
private interests of public employees are compromised in the course of government’s
daily operations by raising awareness of certain conduct and offering tools to assist
employees and managers.

Application
This policy applies to all employees whose terms and conditions are set out in
accordance with both the Civil Service Act and its regulations and other direct
employees of the provincial government including all bargaining unit employees.

Policy Principles
Nova Scotia’s employees

• recognize that conflict of interest in the public service undermines the confidence of
the public and that of elected officials.  They also recognize that confidence in the
public service is fundamental to the successful management of government overall.

• place the trust and confidence of our citizens and elected officials in the highest
regard and work to foster a reputation as being a caring and professional public
service.

• must be impartial and accountable and treat all citizens and all matters related to
the public interest with respect, integrity and fairness.

• will not unduly benefit through their position within the public service2.
• have personal and private interests and the same rights and privileges accorded

every Nova Scotian.
• can participate in, have membership in, and serve not-for-profit organizations.
When a conflict of interest exists, the interests of the public supersede those of the
employee.

2  23 (4) In this Section, “personal benefit” does not include a benefit that (a) is of general public application; (b) affects a public
employee as one of a broad class of persons; (c) concerns the remuneration, allowances and benefits of a public employee; (d) is so
remote or insignificant in its nature that it cannot reasonably be regarded as likely to influence the public employee.  Members and
Public Employees Disclosure Act 1991, c.  4, s.  23.
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Having a conflict of interest does not necessarily indicate wrongful conduct.
Employees will not be disciplined for reporting, discussing, or seeking information
about conflict of interest.

Directives / Practices
PREVENTING CONFLICT OF INTEREST
Employees must avoid real, apparent, and perceived conflict of interest, because the
mere perception of a conflicting interest and the failure to address real, apparent, or
perceived conflicts undermines the public’s confidence in the public service.
Employees can help to prevent conflict of interest by using one or both of the
following techniques:  avoidance and disclosure.

Avoidance
Employees

• will arrange their private interests in a manner that prevents real and/or
apparent and/or perceived conflict when carrying out the duties and
responsibilities of their job.

• will not engage in private interests that could be affected by government actions
in which they participate.

• will not give preferential treatment or disclose confidential information to
private or personal interests, or any person or organization intent on securing
dealings with the government.

• will not knowingly take advantage of, nor benefit from, information that is
obtained in the course of their official duties and not generally available to the
public.

• will not benefit from government programs and services beyond the extent of
what is available to all members of the public.

• will disclose to the deputy head of their department, details regarding contracts
or agreements between government or a minister or a department and the
employee’s spouse or dependent children.

• will withdraw from activities or situations in which they believe there could be a
conflict of interest and they will report in writing, to their manager, details of
their actions and the perceived conflict.

• will not solicit economic consideration nor accept gifts in lieu of payment.
• will not directly nor indirectly use or allow the use of, government property of

any kind, including property leased to the government, for any purposes other
than those that are approved.



Chapter 9: Performance Management
9.3 Conflict of Interest Policy

Effective date:  May 15, 2009 9-24
Government of Nova Scotia

Human Resources Management Manual

• who participate in outside employment or community based activities (e.g.,
teaching, volunteering, community outreach) will avoid behaviours that could
infer that they are participating in an ‘official’ capacity, are there as an official on
behalf of, or a representative of, the government, or government  opinion or
policy.  Employees will ensure that these activities do not unduly interfere with
their job related duties and will not use government premises, equipment, or
supplies, unless such use is otherwise authorized.

Disclosure
Employees who have a conflict of interest (real, apparent, or perceived) must
provide a confidential report to their supervisor outlining the nature of the
conflict.

Employees will refer to the Members and Public Employees Disclosure Act, when they
find themselves in a situation in which a conflict of interest (real, apparent or
perceived) exists.  The act reads:

23 (3) Where a public employee is at a meeting at which consideration of a
decision arises in the execution of the office of the public employee
and where the public employee knows or ought to know that the
decision could result in the public employee receiving a personal
benefit, the public employee shall; (a) inform the meeting that the
decision could result in a personal benefit to the public employee and
the general nature of that benefit; (b) withdraw from the meeting; and
(c) refrain from participating in or influencing the decision.

EDUCATION
Every department can

• prepare information and education materials regarding this policy for their
employees

• prepare and implement training of employees regarding conflict of interest and post-
service behaviour.

Gifts, Hospitality,  and Other Benefits
Employees must carefully consider the implications of accepting  gifts, hospitality and
other benefits.  Citizens and corporations will occasionally express their appreciation
for the efforts of a public servant by offering gifts, hospitality or benefits.  These
gestures are usually modest and offered without expectation or in return for special
consideration.  On the other hand, a citizen or a corporation might offer a gift,
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hospitality, or benefit that seems disproportionate or lavish or for which there could
appear to be an implicit or explicit expectation of special consideration, (e.g., a service
that exceeds what’s typically available through a government program).  Employees
must exercise good judgement and discretion in deciding the intent of such a gesture
and whether or not to accept the gift, hospitality, or benefit.  The employee must
decide if accepting the gift, hospitality or benefit could appear to, or in fact,
compromise their integrity and commitment to government.

If an employee is uncertain or concerned about accepting an offer of a gift, hospitality,
or benefit, they should decline the offer and report the incident to their immediate
supervisor as soon as possible.  If an employee is offered a gift, hospitality or other
benefit but does not believe that they can refuse the offer for fear of insulting the
giver or in fear of their own safety, they must report the incident to their immediate
supervisor or deputy head, who will advise the employee on how to proceed with the
matter.

Employees will not  solicit gifts, hospitality and other benefits from citizens,
organizations or companies unless for charitable purposes undertaken by the
government and sanctioned by the deputy head.  Soliciting gifts, hospitality, and other
benefits for personal gain is contrary to this policy and could be reviewed within the
context of the Criminal Code of Canada.

Notification
Each employee will receive a copy of this policy and Values, Ethics and Conduct:  A Code
for Nova Scotia’s Public Servants.  [www.gov.ns.ca/psc/codeofconduct]

Interpretation
Employees who need clarification or direction regarding the interpretation or
application of this policy and or the Values, Ethics and Conduct:  A Code for Nova Scotia’s
Public Servants, may consult with their supervisor or the Conflict of Interest
Commissioner in accordance with Section 27B of the Members and Public Employees
Disclosure Act.

POST-SERVICE RESTRICTIONS
Post Service restrictions are governed by the Members and Public Employees Disclosure
Act which provides;
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24 No person who was a member or public employee shall, within six months
of ceasing to be a member or public employee, act for or on behalf of any
person or entity in connection with any proceeding, transaction, negotiation
or case to which a department is a party, if the former member or public
employee acted for or advised the department in connection therewith
while holding either such office or employment and if the matter might
result in the conferring on a person of a benefit of a purely commercial or
private nature or of any other nature on a person or class of persons that
is other than the general public or a broad class.

Disclosure of future employment, contracts and appointments
Employees who acted on behalf of or advised a department on matters related to
the awarding of contracts for purchases or services of any kind, (as described in
section 24 of the Members and Public Employees Disclosure Act) are required, prior to
their departure to disclose, confidentially to their deputy head, substantiated or
accepted offers of future employment and or appointments to boards.

Avoid related business dealings for six months
For a period of six months following an employee’s departure from the public
service, the former employee (as described in section 24 of the Members and Public
Employees Disclosure Act) is prohibited from engaging in dealings that are, or create
the perception of being in a conflict of interest.  During this period, former
employees must avoid or withdraw from engaging in any business dealings with
persons, businesses, and organizations with which they had dealings while an
employee of the province.

Dealing with former employees
Employees who have official dealings (other than those that consist of routine
provision of service available to members of the public) with former employees
who are or may be governed by the post-service restrictions, must report this
activity to their supervisor, who will determine whether the former employee is
complying with the prescribed measures.  The supervisor may seek a ruling from
the Conflict of Interest Commissioner on such matters.  Employees will not have
official dealings with former employees determined to be acting in violation of the
post-service restrictions.
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Guidelines
Departments may develop guidelines, as required, to help implement and administer
this policy.

The deputy head may augment this policy and Values, Ethics and Conduct:  A Code for
Nova Scotia’s Public Servants with procedures and guidance respecting conflict of
interest, post-service situations, and conduct issues so as to address responsibilities
that are of particular concern to their department.  Such augmentations should reflect
special requirements contained in statutes governing the operations of the
department.

CONTACTING THE CONFLICT OF INTEREST COMMISSIONER
The employer and the employee may, by application, request that the Conflict of
Interest Commissioner give an opinion and recommendations, which are confidential,
on any matter respecting employees under this policy and the Members and Public
Employees Disclosure Act.  An employee who acts on the opinion and recommendations
given by the Conflict of Interest Commissioner is deemed not to be in contravention
of this policy nor the Members and Public Employees Disclosure Act with respect to the
matters dealt with in the opinion and recommendation.

CONFIDENTIALITY
Information concerning the private interest of an employee that is provided to a
supervisor in a department will be treated in confidence, subject to the disclosure
requirements established by law.

FAILURE TO AGREE
Should an employee and their supervisor disagree about what is necessary to achieve
compliance with this policy, the disagreement must be submitted to the deputy head
for decision and or a recommendation.

FAILURE TO COMPLY
An employee who fails to comply with this policy is subject to appropriate disciplinary
action, up to and including discharge.

Accountability
EMPLOYEES
Employees have a duty to avoid a conflict of interest, to account for their conduct, to
report a conflict of interest, and take appropriate action to mitigate conflict of interest.
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During the employee’s annual performance review, they will be asked to indicate in
writing, their agreement to abide by this policy and by the standards and values
expressed in Values, Ethics and Conduct:  A Code for Nova Scotia’s Public Servants.

DEPUTY HEAD
The deputy head oversees the administration and compliance with this policy and the
Values, Ethics and Conduct:  A Code for Nova Scotia’s Public Servants.  Within their
department, the deputy head will issue instructions necessary to implement this
policy including, but not limited to, the following:

• ensuring employees are informed of the requirements of this policy
• ensuring that procedures are in place so that before or upon any appointment,

appointees signify that they have read and understand this policy and the Values,
Ethics and Conduct:  A Code for Nova Scotia’s Public Servants and acknowledge that
abiding by both is a condition of their employment with the Province of Nova
Scotia.

• determining whether a conflict of interest exists and what actions, if any, are to be
taken

• establishing procedures for employees to report conflict of interest to their
supervisor

• discussing post-employment restrictions during exit interviews, if possible
• consulting with the Conflict of Interest Commissioner

TREASURY AND POLICY BOARD
Treasury and Policy Board administers this policy with respect to deputy heads.

CONFLICT OF INTEREST COMMISSIONER
The Conflict of Interest Commissioner provides employees with opinions and
recommendations in relation to conflicts of interest, makes inquiries on his/her own
initiative and entertains complaints from anyone concerning conflicts of interests.

PUBLIC SERVICE COMMISSION
The Public Service Commission provides advice and assistance to departments on the
application of this policy and the Values, Ethics and Conduct:  A Code for Nova Scotia’s
Public Servants and conducts periodic reviews of both.  The Commission provides:

• tools to departments to support this policy

• leadership with respect to networking and information sharing
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Approval date:  February 12, 2009 Manual release date:  May 15, 2009

Approved by: Executive Council Most recent review:

MONITORING
The Public Service Commission will be responsible for monitoring the effectiveness
and consistent application of this policy.  The Commission may periodically conduct
audits of department practices that require access to data maintained by departments
with respect to this policy.

REFERENCES
Civil Service Act and Regulations
Members and Public Employees Disclosure Act
Human Rights Act
Values, Ethics, and Conduct:  A Code for Nova Scotia’s Public Servants

ENQUIRIES
General Enquiries, Public Service Commission (902) 424-7660
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10.1  Dispute Resolution Policy for
Excluded Civil Servants

Policy Statement
It is government’s policy to provide excluded civil service employees with a
mechanism which will allow for resolution of certain disputes arising from their
employment.

Definitions
DEPUTY HEAD
A person who is designated as a deputy head under the Civil Service Act.

DESIGNATE
An excluded civil service employee within the department/office designated in writing
by the deputy head.

EXCLUDED CIVIL SERVICE EMPLOYEE
A person employed in a managerial or confidential capacity who is excluded from
collective bargaining.

EMPLOYEE
Excluded civil service employee.

Policy Objectives
The objective of this policy is to provide a fair, timely, and consistent process for
excluded civil service employees to resolve disputes relating to the employee’s
attendance, conduct, or work performance where no other review mechanism exists
by policy or regulation.

This policy does not include disputes where the decision making authority rests with
the Public Service Commission and does not include disputes relating to the lay off of
an employee pursuant to Section 25 of the Civil Service Act.

Application
This policy applies to excluded civil service employees whose terms and conditions of
employment are set out in the Civil Service Act and regulations.
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Policy Directives
INFORMAL DISPUTE RESOLUTION PROCESS
1) An employee who has a complaint about a decision relating to their attendance,

conduct, or work performance shall first discuss the matter with their immediate
supervisor no later than twenty-five (25) working days after the date on which
they became aware of the circumstance.

2) The supervisor shall respond to the employee within two (2) working days of the
discussion unless there is mutual agreement to extend this time limit.

FORMAL DISPUTE RESOLUTION PROCESS
1) If the employee is not satisfied with the decision of the immediate supervisor

under the Informal Dispute Resolution Process,  the employee may, within ten (10)
working days of having received the supervisor’s response, make a formal Request
for Review (Appendix 10-A) to the employee’s Director of Human Resources for
referral to the department’s designate for review.  A copy of the Request for
Review will be provided to the employee’s immediate supervisor.

2) Upon receipt of a Request for Review, the department’s designate will attempt to
resolve the complaint.

3) If the matter is not resolved within ten (10) working days from the date in which
the Request for Review was received by the department’s designate, at the
employee’s request, the Director of Human Resources shall forward the Request
for Review to the employee’s deputy head, accompanied by any response to the
Request for Review.

4) The deputy head shall reply in writing to the employee within fifteen (15) working
days from the date the deputy head received the Request for Review.

5) The decision of the deputy head shall be final and binding upon the employee.

SUSPENSION OR DISMISSAL
If the complaint is regarding disciplinary action which resulted in dismissal or
suspension, the employee may appeal the decision of the deputy head or the official to
whom the authority to suspend the employee has been delegated by the deputy head,
under sections 94 and 95 of the General Civil Service Regulations (Appendix 10-B).
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Policy Guidelines
WITHDRAWING THE REQUEST FOR REVIEW
The employee has the right to withdraw the Request for Review at any point in the
dispute resolution process.  The notification of withdrawal must be submitted in
writing to the employee’s Director of Human Resources.

TIME LIMITS
At the request of either party, it may be mutually agreed to extend the time limits
specified at any stage of the process.

Accountability
DEPUTY HEADS
Deputy heads are responsible for ensuring that employee complaints  are reviewed
and addressed as provided for in this policy.

MANAGERS/SUPERVISORS
Managers/supervisors are responsible for ensuring that employees are informed of the
policy and process.

Monitoring
The Public Service Commission is responsible for monitoring the effectiveness of the
process within the policy.

References
The Civil Service Act and regulations

Appendices
Appendix 10-A:  Request for Review Form

Appendix 10-B:  Notice of Appeal Form

Enquiries
General Enquiries, Public Service Commission  (902) 424-7660

Approval date: April 22, 2004 Manual release date:  January 9, 2003

Approved by:  Executive Council Most recent review:
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Appendix  10-A

Dispute Resolution
Excluded Civil Service Employees

REQUEST FOR REVIEW

I, _____________________________________________________________________
(Name) (Position title and classification)

of the Department of ____________________________________________________

at ____________________________________________________________________,

office phone # ______________________ or home phone # ____________________

am requesting a review of a decision relating to my attendance, conduct or work
performance.

The particulars are as follows (use additional pages if necessary):

Civil Service Act and regulations violation or policy violation (if applicable):

_______________________________ _______________________________
(Employee’s signature) (Date)

Copy to Supervisor
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Appendix 10-B

General Civil Service Regulations
Excluded Civil Service Employees

NOTICE OF APPEAL

I, _____________________________________________________________________
(Name) (Position title and classification)

of the Department of ____________________________________________________

at ____________________________________________________________________,

office phone # _______________________ or home phone # ___________________

am appealing the disciplinary decision of _____________________________________
   (Name)

______________________________________________________________________________

                                                    (Title)

under • Section 26 (suspension) or • Section 27 (dismissal) of the Civil Service Act.

The particulars are as follows (use additional pages if necessary):

__________________________________ _________________________
(Appellant’s signature) (Date)

Copy to Supervisor
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11.1 Identification Cards Policy

Policy Statement
The Government of Nova Scotia is committed to providing a safe and secure work
environment for its employees and visitors.  The proper issuance and display of
identification cards is one way to create a safer and more secure work environment.  A
standardized identification card also readily identifies Nova Scotia government
employees when they visit other government offices and organizations.

Definitions
An employee is:

• an employee as defined in the Civil Service Act,
• an employee as defined in the Corrections Act,
• an employee as defined in the Highway Workers Collective Bargaining Act, or
• any other person directly employed by the Province of Nova Scotia

Policy Objectives
To help ensure a safe and secure work place by readily identifying government
employees and by providing an identification card that is difficult to tamper with or
duplicate.

To enable the public, government departments, and others to clearly recognize Nova
Scotia government employees by means of an identification card.

Application
This policy applies to all civil servants whose terms and conditions are set out in
accordance with the Civil Service Act and regulations and other direct employees of the
provincial government, including all bargaining unit employees.

Policy Directives
All government employees will be issued a standardized Government of Nova Scotia
identification card.

Government employee identification cards are to be issued to government employees
only.

Standardized issue government identification cards are not to be altered in any way.
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The standardized identification cards are based on the template provided by
Communications Nova Scotia and will contain the following information:

• Employee’s picture — on a blue background
• Colour code for easy identification

• Blue code for permanent employees
• Green code for other employees whose employment status has a defined end

date
• Red code is used for Government of Nova Scotia employees who are security

officers
• Grey code for contractors working with the Nova Scotia government

• Employee name
• Government department — this field may contain the department’s name; it is an

optional field.  Each department must determine if their name is to be included on
all cards or excluded on all cards.

• Identification Card Number — this is provided by the identification card
administrator.

• Issue date is the issue date for that card.
• Expiry date

• Permanent employees will have an expiry date of five years
• The expiry date for non-permanent employees will be based on their

anticipated last day of work

All government employees will be required to display their government identification
card while at the office or place of work.

Each department will appoint a person responsible for processing government
identification cards (referred to as the ID card administrator) or they may use the
services provided by the Department of Transportation and Public Works (TPW).

Identification cards must be returned to the employee’s supervisors upon separation
or transfer from their department.  Supervisors are to return these cards to TPW or
their department’s ID card administrator.

Supervisors will notify TPW or their department’s ID card administrator when there
is a change in service of their employees.

Each Human Resources CSU will provide TPW or their department’s ID card
administrator with the details about new/transferred employees so that government
identification cards can be issued for these employees.
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Lost or stolen identification cards must be reported immediately to the employee’s
supervisor and to TPW or their department’s ID card administrator.

Departments using TPW to print their identification cards are to complete the “TPW
Government ID Request Form” in Appendix 11-A.  This form is available from the HR
CSU.

Policy Guidelines
Contractors may be issued a Government of Nova Scotia contractors identification
card.

Any identification cards issued by a provincial government organization, in addition to
the standardized Government of Nova Scotia identification cards, will be the
responsibility of the issuing organization.

Departments may decide to not issue identification cards to employees with a defined
end date as a result of their length and location of employment.

Accountability
Deputy heads are responsible for ensuring compliance with the requirements
established by this policy for use of government identification cards.

Supervisors are responsible for ensuring that their staff are made aware of this policy
and for complying with the policy.

Employees are responsible for complying with the policy.

Monitoring
Departments, offices and agencies are responsible for complying with this policy.
Transportation and Public Works may periodically conduct audits of departmental
performance management practices to ascertain compliance by departments with this
policy.

References
DSO Policy

Enquiries
General Enquiries, Transportation and Public Works (902) 424-2928.
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Appendices
Appendix 11-A  TPW Government ID Request Form
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Appendix 11-A

TPW Government ID Request Form

Departments may get the Department of Transportation and Public Works to create
their Government ID cards by completing the following form for each employee
requiring an ID card. Please complete and return the following form to:

Inter-Departmental address

Reception
Subject: Photo Id’s
Dept. of Transportation and Public Works
1672 Granville Street, Halifax, NS B3J 3Z8

Email address
Government Photo ID@gov.ns.ca

Photos are taken Monday— Friday, 08:30 am— 02:00 pm, please contact your HR CSU
to arrange a day for your photograph.

NOTE: If photos are being sent via email, please ensure they have a LIGHT BLUE
background, otherwise they will be returned.

Sample:
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TPW Government ID Request Form

Old ID Returned (Head Office Use Only)

Note that all fields must be completed (except for the last field which is only for
security officers).

Please return expired ID’s to Reception, Department of Transportation and Public
Works, 1672 Granville Street, Halifax, NS B3J 3Z8.
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11.2 Employee Personnel Record Policy

Policy Statement
The Government of Nova Scotia has responsibility for maintaining personnel
information for government employees.

Definitions
EMPLOYEE MASTER RECORD
Is a sub-record of the Employee Personnel Record.

EMPLOYEE PERSONNEL RECORD
Contains all personnel information including the Employee Master Record sub-record.

SEPARATION
Refers to all events which sever the employment relationship.

Application
This policy establishes methods for ensuring up-to-date personnel information is
maintained for all persons who are employed by the Government of Nova Scotia.

Goals
This policy has the following objectives:

• to define responsibility for employee personnel information management
• to assign a process for maintaining employee personnel information
• to ensure government meets its obligations concerning employee personnel

information management

Policy Directives
Personnel information concerning an individual government employee is to be
maintained in a personnel record, which will also contain an employee master record.

EMPLOYEE PERSONNEL RECORD
The Employee Personnel Records, consisting of all personnel information including the
Employee Master Record sub-record contains documents, forms, and correspondence,
the contents of which the employee has knowledge of at the time of filing or
recording.
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Departments are responsible for maintaining the following information in the
employee personnel record for a period of seven years:

• correspondence related to personnel transactions (excluding information related to
service and disciplinary measures which will be included in the Master Record)

• salary and reclassification dates
• personnel cards
• birth certificate
• special leave benefits
• records of training and education
• employee summary sheets
• sick leave
• vacation
• marital status
• dependents covered by medical plan
• long service award
• retirement benefits
• Form 562 (Recommendation/Advisement for Absence)
• Form 140 (Recommendation/Advisement)
• Form DF20 (Payroll Advice/Salary Adjustment)
• Form 444 (Certificate by Attending Physician) to be kept in a sealed envelope)
• Form DHR 97-001 (Application for Employment)
• Form 1457 (Employee Master/Personnel Record Summary Sheet)

EMPLOYEE MASTER RECORD
The Employee Master Record, which forms a part of the Employee Personnel Record,
contains documents, forms and correspondence, the contents of which the employee
has knowledge of at the time of filing or recording.

Departments are responsible for maintaining the following information in the
Employee Master Record until the employment is severed.  Following severance the
Public Service Commission will maintain the Employee Master Record for a period of
60 years.

The Employee Master Record contains the following information:

• disciplinary measures, performance appraisals, Workers’ Compensation Board
accident forms, long-term disability benefits, purchase of casual service, prior civil
service and/or war time service for verification of such service
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• for employee personnel records created after April 1990, information related to pay
and allowances, benefits and credits, and expenditures are maintained on the HRMS
system by the Public Service Commission

• Employee Personnel/Master Records prior to April 1990 are to be maintained in a
hard copy format in the Employee Personnel/ Master Record

EMPLOYEE RESIGNATION/EMPLOYEE RETIREMENT OR DEATH
Upon employee separation, the unpurged Employee Master Record should be sent to
the Public Service Commission immediately.  A copy of the Employee Master/
Personnel Record Summary (Form 1457) is to be included.  The Employee Personnel
Record is held in the department for a period of seven years in accordance with the
record retention schedule.

If the employee has not been rehired within seven years from the date of employee
separation, employee personnel information shall be destroyed in accordance with the
retention schedule established herein.

EMPLOYEE TRANSFER
In the case of an employee transfer, the organization from which the employee is
transferring will follow the procedure below on the date of the employee transfer:

1. Complete the Employee Master/Personnel Records Summary (Form 1457).

2. Place the completed Employee Master/ Personnel Record Summary (Form 1457)
on top of the Master/Personnel Record contents.

3. Forward the unpurged Employee Master/Personnel Record to the Public Service
Commission for transfer to the receiving department.

SECURITY AND RELEASE OF INFORMATION
Under the collective agreements, employees are entitled to view their employee
personnel records by prior arrangement with the personnel responsible for their
custody.

If the employee wishes information contained in his/her Personnel/Master Record to
be released, the employee must state in writing to the personnel staff the specific
information that is to be released and to whom.  Access to employee personnel
records by persons other than the employer or personnel staff must be approved by
the Deputy Minister of the department.  Employee Master/Personnel Records are to
be maintained in a secure area.
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Policy Guidelines for Employee Personnel Record
Guidelines may be developed as appropriate to assist with maintaining employee
personnel records.

Accountability
GOVERNMENT DEPARTMENTS
Departments have the responsibility for maintaining the Employee Personnel Record,
which includes the Employee Master Record, for the time periods prescribed in this
policy.

PUBLIC SERVICE COMMISSION
The Public Service Commission has responsibility following separation for maintaining
Employee Master Records for the time periods prescribed in this policy.

Monitoring
The Public Service Commission may conduct audits of departmental employee
personnel record practices to ascertain compliance with this policy.

References
Civil Service Act
Collective agreements between the Nova Scotia government and the Nova Scotia
Government Employees Union 
Freedom of Information and Protection of Privacy Act 

Enquiries
General Enquiries, Public Service Commission  (902) 424-7660

Approval date: January 14, 1998 Manual release date:  January 9, 2003

Approved by: Mildred Royer, Deputy Minister Most recent review:

http://www.gov.ns.ca/legislature/legc/statutes/civils.htm
http://www.nsgeu.ns.ca/CollectiveAgreements/casmainpage.html
http://www.nsgeu.ns.ca/CollectiveAgreements/casmainpage.html
http://www.gov.ns.ca/legislature/legc/statutes/freedom.htm
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12.1 Attendance Management Policy

Policy Statement
The Government of Nova Scotia is committed to providing excellence in service to
the general public.  It is important for all employees of the Government of Nova
Scotia to work as a team in the attainment of this mission.

Quality of service to the public is affected by work performance, including attendance
of employees.  It is important that employees report to work regularly, be punctual in
reporting to work and returning from breaks, and make every effort to maintain good
health.

It is recognized that from time to time employees may be absent from work due to
disabling illness or injuries.  The government is committed to informing employees
about the intent and proper use of sick leave, to assuring that employees maintain
their work commitments, and to promoting a healthy workplace in which operational
effectiveness is not jeopardized by frequent or unnecessary absences.

Policy Objectives
This policy establishes methods for maximizing attendance at work, balancing fairness
to the employee, and maintaining work efficiency.  The policy has been developed in
accordance with the following goals:

• to contribute to excellence in service delivery by having all employees attend work
regularly

• to ensure the implementation of measures by manager/supervisors to minimize
absences within their respective areas of responsibility

• to approach problem attendance in a positive and concerned manner, in accordance
with this policy

• to provide ongoing management support, training, and consultation on attendance
problem issues through the Public Service Commission

Application
This policy applies to all civil servants whose terms and conditions are set out in
accordance with the Civil Service Act and regulations and to all bargaining unit staff who
are employed by the Government of Nova Scotia.

http://www.gov.ns.ca/legislature/legc/statutes/civils.htm
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Policy Directives
REVIEW POLICY
Each employee will receive a copy of the Attendance Management Policy.  The
contents of the policy will be reviewed with each employee by his/her manager/
supervisor.

SICK LEAVE BENEFITS
Employees may be granted sick leave with full or partial pay in accordance with the
various collective agreements and the Civil Service Act and regulations when a health
condition has impaired them to the extent that they are unable to perform their
duties, provided that the department has been satisfied of the condition in such a
manner and at such a time, and provided that employees have the necessary sick leave
credits.

ABSENCE VERIFICATION
The manager/supervisor may verify absences from work as required.

DEEMED RESIGNATION FROM WORK
An employee who is absent from work without permission for 10 consecutive days
shall be deemed to have resigned the position effective the first day of the absence.
The employee may be reinstated if he/she establishes to the satisfaction of the
employer that the absence arose from a cause beyond his/her control and it was not
possible for the employee to notify the department of the reason for the absence.

REPORTING PROCEDURE
1. When an employee, for any reason, is not able to attend work as scheduled, that

employee has the responsibility to call and speak directly with his/her immediate
manager/supervisor or appropriate designate.  Such notification should be
provided as soon as possible in accordance with department requirements.  Only
in extenuating circumstances, e.g., hospitalization, is it acceptable that someone
other than the employee make the contact as outlined above.  The manager/
supervisor or appropriate designate is responsible for returning the employee’s
phone call.

2. To be eligible to receive leave benefits, an employee must inform the immediate
manager/supervisor or appropriate designate of the following:

• type of leave, such as, sickness, workplace injury, family illness
• estimated date of return to work
• whether or not the employee plans to see a doctor

http://www.gov.ns.ca/legislature/legc/statutes/civils.htm
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3. To assist with effective leave reporting, the manager/supervisor must document the
date and time of the call, expected time/date for return to work, whether or not
the employee plans to see a doctor and the type of leave and record the absence
by using the applicable symbol via the leave reporting system established in the
department.  A failure to follow reporting procedures will result in an absence
being recorded as leave without pay.  This system must create a record for each
employee, allow for proper adjustments to payroll, and present a statistical record
that can be used to monitor and manage attendance.

4. When an employee fails to call in as prescribed by departmental procedure, the
manager/supervisor or appropriate designate shall:

• make reasonable efforts to contact the employee to discuss the absence and
obtain necessary supporting information and discuss the consequences of
continued unscheduled absence

• meet with the employee privately at the commencement of the next scheduled
shift, or as soon as the employee is available, to reinforce the reporting
procedure and, where appropriate, advise the employee of the availability of the
employee assistance program and modified alternative work duties.

5. A failure to follow the reporting procedures set out above may result in the denial
of benefits and disciplinary action.

6. In accordance with the collective agreements and departmental requirements,
application for paid leave benefits for any period of illness may require medical
certification.  Failure to provide such medical information, where required, will
result in a presumption that the employee does not have a medical reason for the
absence from work.  In cases of injury on the job, Workers’ Compensation Form
67 is filled out by the employee and the employer and Form 444 is given to the
employee for completion by his/her physician and is to be returned to the
employer as soon as possible.

7. Failure by employees to follow treatment plans, as prescribed by a medical
practitioner and/or specialist, will result in their being ineligible for benefits.  When
the Form 444 indicates that the degree of impairment allows the employee to
carry out some of his/her duties and or modified alternative work duties, and that
doing so would not adversely affect the employee's health, the employee is
expected to attend work; and the employee’s duties will be adjusted by the
employer accordingly, subject to operational requirements.
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8. If a manager/supervisor has a reasonable basis for believing that an employee is
attempting to claim, or has claimed, a benefit to which he/she is not entitled, this
may result in a denial of the benefit claimed and/or may subject the employee to
disciplinary action, up to, and including, termination.

MONITORING
The Government of Nova Scotia views regular attendance at work as an important
issue and consequently requires that an employee’s attendance record must be
reviewed on an ongoing basis.

ATTENDANCE REVIEW STANDARD
Three incidents of absence from work in a six-month period will trigger the manager/
supervisor to review an employee’s record and take appropriate action where
necessary.  If the nature or frequency of an employee’s absences leads a manager/
supervisor to reasonably believe that regular attendance at work is compromised, the
manager should meet with the department’s director of human resources to
determine if a formal attendance interview is required to be held with the employee.

INFORMAL DISCUSSION
The manager/supervisor may meet informally with an employee at any time to discuss
attendance issues.

FORMAL ATTENDANCE INTERVIEW
A formal interview is conducted by the manager, following consultation with the
department’s director of human resources, with an employee where the nature or
frequency of an employee’s absences leads a manager/supervisor to reasonably believe
that regular attendance at work is compromised.  Follow-up interviews should be
scheduled as appropriate, following the first interview.  The following steps should be
followed when conducting the attendance interview:

1. During the interview, employees must be given every opportunity to explain the
circumstances surrounding the attendance issue, and reasons for unsatisfactory
attendance should be discussed.

2. At every interview the manager/supervisor must ask the employee whether or not
there is a medical reason for the employee's absence from work.  If the employee
indicates that there is a medical reason for the absence from work, where
appropriate, the manager/supervisor is responsible for advising the employee that
the employee will be provided with a package (Appendix 12-A) which the
employee is to give to the employee’s physician.
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3. During every interview, the manager/supervisor must inform the employee of the
availability of assistance through the Government Employee Assistance Program.

4. Following every interview, a letter must be sent to the employee that summarizes
the matters discussed during the interview and the matters agreed upon.  Should
an employee not achieve and maintain a regular and consistent attendance, this
may ultimately jeopardize continued employment.

Policy Guidelines for Attendance Management Program
As required, guidelines will be developed to assist departments with implementation
and administration of the policy, and they will form attachments to the policy.

Accountability
EMPLOYEES

Employees are responsible for:
• reporting to work on a regular, timely basis
• attending to personal affairs and obligations outside normal working hours,

where practical
• reporting all absences according to procedure(s) as outlined in this policy and in

accordance with applicable departmental policies
• applying for sick leave benefits in accordance with the provisions of applicable

collective agreement and departmental policies and directives
• following recommended assistance or treatment programs to facilitate a prompt

return to work, where applicable
• advising their physician of the availability of modified alternative work duties,

where applicable

MANAGERS/SUPERVISORS
Managers/supervisors (within departments) are responsible for:
• educating staff on the importance of regular attendance
• providing a safe and healthy workplace
• maintaining accurate attendance records for their staff, working with their

respective human resource units (This includes reporting unscheduled absences
such as sick leave, family illness leave, and injury on duty leave to the respective
human resource units on a regular basis.)

• analysing attendance reports, assessing attendance problems, and monitoring sick
leave patterns and usage by their employees

http://www.gov.ns.ca/psc/eap/default.asp?action=collapsemenu&page=policies-eap
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• consistently administering departmental and government-wide policies that
relate to attendance management

• ensuring that Form 444 is provided by employees in accordance with
departmental policy and the terms of the appropriate collective agreement or
other applicable terms and conditions of employment

• addressing attendance problems in a timely manner
• sharing with other managers/supervisors innovative ways to deal with

attendance problems
• acknowledging attendance improvement
• informing new employees about attendance expectations and attendance

management policy during orientation
• being positive role models with respect to attendance at work
• informing employees about the Employee Assistance Program
• facilitating early return to work by employees through modified or alternative

work duties, where appropriate

HUMAN RESOURCE DIVISIONS
The human resource divisions in departments are expected to:
• enter data relating to attendance management on the Human Resource

Management System on a monthly basis
• provide manager/supervisors in departments with quarterly departmental

attendance statistics, including departmental averages, for their review and
assessment

• ensure consistent and effective administration of leave benefits
• provide advice and assistance to the managers/supervisors concerning the

implementation of the attendance management policy
• provide management support and consultation on attendance problem issues
• provide assistance with the implementation of modified alternative work duties,

where appropriate
• provide training to managers/supervisors on attendance management

procedures
• maintain confidential employee medical files containing properly completed

medical documentation

http://www.gov.ns.ca/psc/eap/default.asp?action=collapsemenu&page=policies-eap
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PUBLIC SERVICE COMMISSION
The Public Service Commission will:
• provide corporate agency reports to departmental human resource units on a

quarterly basis
• promote consistent and effective administration of leave benefits
• provide guidance to departments concerning the implementation of the

attendance management policy
• provide management support and consultation on attendance issues
• provide advice and assistance regarding the design and implementation of

modified alternative work duties, where appropriate
• develop and update related policies and programs
• provide information concerning Employee Assistance Programs and policy

guidelines and operational support
• through Government Employee Health and Safety Services, maintain confidential

employee medical files containing properly completed medical documentation.

SENIOR MANAGEMENT
Senior management is expected to:
• ensure that manager/supervisors implement the Attendance Management Policy

and that training is provided, establish goals and objectives within the
department, and actively support the Attendance Management Policy

• facilitate internal departmental audits of the Attendance Management Policy
• ensure that managers/supervisors are held responsible for implementation of

the Attendance Management Policy.

Monitoring
Departments are responsible for complying with the terms of this policy.  The Public
Service Commission may periodically conduct audits of departmental attendance
management practices to ascertain compliance by departments with this policy.

References
Civil Service Act and regulations

Workers’ Compensation Act

Collective agreements between the Public Service Commission and the NSGEU; the
Department of Transportation and Public Works and CUPE; and the Department of
Justice and the NSGEU.

http://www.gov.ns.ca/psc/eap/default.asp?action=collapsemenu&page=policies-eap
http://www.gov.ns.ca/tpb/manuals/PDF/HRMgmtManual500.pdf#page=303
http://www.gov.ns.ca/tpb/manuals/PDF/HRMgmtManual500.pdf#page=303
http://www.gov.ns.ca/legislature/legc/statutes/civils.htm
http://www.gov.ns.ca/legislature/legc/statutes/workers.htm
http://www.nsgeu.ns.ca/CollectiveAgreements/casmainpage.html
http://www.nsgeu.ns.ca/CollectiveAgreements/casmainpage.html
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Appendix
Appendix 12-A - Employee Package for Physician

Enquiries
General Enquiries, Public Service Commission   (902) 424-7660

Approval date: June 3, 1997 Manual release date: January 9, 2003

Approved by: Mildred Royer, Deputy Minister Most recent review:
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Appendix 12-A

Covering Letter From Supervisor To
Employee

DATE

TO: Employee Name

RE: ATTENDANCE

During the attendance interview you advised that you had a medical condition that
has prevented you from reporting for work on a regular and consistent basis.

In order that we may assist you in attaining more regular attendance, please take the
enclosed confidential letter to your physician.  Please have your physician provide a
response to the Occupational Health Medical Consultant, Government Employee
Health & Safety Services, Public Service Commission, who can then advise our
department as to what might be reasonable occupational demands and expectations.
All medical information will remain confidential to staff of Government Employee
Health & Safety Services.  Management in our department will be provided only with
information on fitness for work.

It is your responsibility to ensure that this report is completed and mailed to
Government Employee Health & Safety Services within 14 days, and a failure to do so
will result in a presumption that there is not a medical reason for your absence from
work.

Sincerely,

Manager

cc: Dr. Matthew Burnstein, Occupational Health Medical Consultant
Human Resources Director, Department

Encl.
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Attendance Letter to Doctor to Be Used When Employee States There Is a Medical
Reason for Absences

DATE

Dear Dr.  _______________

RE:  Employee’s Name

Employee’s name, an employee of the Province of Nova Scotia, was recently
interviewed to review his/her work attendance.   During this interview, Employee’s
name indicated that there was a medical condition that contributed to his/her use of
sick leave.

In order that I may advise the department’s name accurately as to what might be
reasonable expectations for this employee’s attendance, I require further information.
To this end, would you please provide answers to the following questions.  The
medical information you provide will remain confidential.  Management will be
provided only with information regarding the employee’s fitness for work.

1. Does the employee have a medical condition that would prevent
him/her from attending work on a regular and consistent basis?

Yes _______   No _______

If yes, what is the diagnosis?

_______________________________________________________

_______________________________________________________

2. Please provide the dates on which this employee consulted you for
this condition in the past year.

_______________________________________________________

_______________________________________________________

3. What is the current treatment plan and what specialists, if any, have
been involved in this employee’s care?

_______________________________________________________

_______________________________________________________
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4. Is any improvement in this condition expected?
Yes ___        No ___

5. If yes, when do you anticipate this employee being able to attend
work on a regular and consistent basis?

_______________________________________________________

_______________________________________________________

6. Is there anything that the employer can do to assist this employee
in their medical rehabilitation/attendance?  (Employee Assistance
Program, modified alternative work duties [please specify], etc.)

_______________________________________________________

_______________________________________________________

_______________________________________________________

_______________________________________________________

Please provide your confidential report in the enclosed envelope.  Costs associated
with completion of this form may be submitted along with the confidential report to
the above address.  The employee has been given 14 days from the date of this letter
in which to see you and have a response provided to my office.

Thank you in advance for your timely attention to this matter.

Sincerely,

Matthew Burnstein, B.Sc., M.D., MRO (MROCC)
Occupational Health Medical Consultant

cc: Employee’s Name
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12.2 Special Leave

Entitlement
Civil service employees may be granted special leave with full pay, partial pay, or
without pay in accordance with the provisions of the various collective agreements or
the regulations under the Civil Service Act.

Types of Special Leave
Leave of absence will be granted to all employees in the following circumstances,
within the parameters of the collective agreements or the regulations under the Civil
Service Act. 

LEAVE WITH PAY
• bereavement • attendance at court

• personnel selection/examination • injury on duty

• leave for emergency         • leave for birth of a child

LEAVE WITHOUT PAY
• pregnancy/parental • adoption

Leave of absence may be granted to all employees in the following circumstances
within the parameters of the collective agreements or the regulations under the Civil
Service Act. 

LEAVE WITH PAY
• leave for educational purposes*
• military leave
• illness in family
*Leave for educational purposes may also be granted with part pay or without pay.

PARTICIPATION IN INTERNATIONAL SPORTING EVENTS
Subject to operational requirements, every consideration will be given to granting
leave of absence without pay to an employee participating in an international sporting
event as an athlete or as an official.

http://www.gov.ns.ca/legislature/legc/statutes/civils.htm
http://www.gov.ns.ca/legislature/legc/statutes/civils.htm
http://www.gov.ns.ca/legislature/legc/statutes/civils.htm
http://www.gov.ns.ca/legislature/legc/statutes/civils.htm
http://www.gov.ns.ca/legislature/legc/statutes/civils.htm
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VOLUNTEER FIREFIGHTERS
Subject to operational requirements, every consideration will be given to granting
leave of absence with pay to an employee who is a member of a volunteer fire
department where an employee is called out.

LEAVE FOR PUBLIC OFFICE
Where an employee is granted time off work as a result of elected activity pursuant
to Section 35 of the Civil Service Act (municipal elections), such time off will be without
pay.

 Time Off for Union Business
Where operational requirements permit, and on reasonable notice, bargaining unit
employees shall be entitled to special leave with or without pay for union business in
accordance with the provisions of the collective agreement.  For ease of
administration, in cases of leave without pay the employee will remain on the payroll
and the Nova Scotia Government Employees Union will reimburse the province for
any time off for union business.

Powers and Limitations in Granting Special Leave
In addition to the various types of leave specified in Types of Special Leave above,
provision is made for granting special leave within the limits detailed below.  In view of
the specific coverage that already exists, the power to grant this special leave would
be used only in unusual circumstances.

NON-BARGAINING EMPLOYEES
In any one year the deputy head may, on such terms and conditions as outlined in the
regulations under the Civil Service Act, grant special leave of absence with full pay, partial
pay, or without pay where circumstances warrant.

BARGAINING UNIT EMPLOYEES
The deputy head, in any one year, may grant special leave with pay or without pay for
such period as he/she deems circumstances warrant.

Note: If provision exists for leave of absence for a specific purpose (bereavement,
emergency, pregnancy/parental, etc.), the deputy head will not approve additional leave
with pay for that purpose.

http://www.gov.ns.ca/legislature/legc/statutes/civils.htm
http://www.nsgeu.ns.ca
http://www.gov.ns.ca/legislature/legc/statutes/civils.htm
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Enquiries
General Enquiries, Public Service Commission   (902) 424-7660
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12.3 Time-off Less Than One Day

Medical and Dental Appointments
A Deputy Minister or delegated official may grant an employee time-off for a medical
or dental appointment, subject to the following criteria.

• The employee should arrange medical and dental appointments outside normal
working hours, if possible.

• The employee should request approval for the time-off as far in advance as possible
so that staff adjustments can be arranged when necessary.

• If an employee requests excessive time-off for medical or dental appointments, the
deputy head or delegate may require proof of attendance at the physician's or
dentist's office.

• Time-off for this purpose will be accumulated and reported as sick leave, in
accordance with the provisions set out in the collective agreements and regulations
pursuant to the Civil Service Act.

Elections
When granting time-off for this purpose, the deputy head should, where relevant, bear in
mind any requirement to provide continuing service to the public during normal hours.

FEDERAL
The Canada Elections Act provides that “Every employee who is qualified to vote shall,
while the polls are open on polling day at an election, have three consecutive hours
for the purpose of casting his/her vote and, if the hours of his/her employment do not
allow for such three consecutive hours, his/her employer shall allow him/her such
additional time for voting as may be necessary to provide those three consecutive
hours.  No employer shall make any deductions from the pay of any such employee or
impose upon or exact from him/her any penalty by reason of his/her absence from his
work during the consecutive hours that the employer is required to allow.  The hours
referred to shall be granted at the convenience of the employer.”

PROVINCIAL
Chapter 83, Elections Act of the Revised Statutes of Nova Scotia, 1967, provides that:

Time for Employee to Vote
An employee, who is an elector, shall, while the poll is open on ordinary polling day,
have three consecutive hours for the purpose of casting his/her vote.

http://www.gov.ns.ca/legislature/legc/statutes/civils.htm
http://www.parl.gc.ca/common/bills_ls.asp?lang=E&ls=c2&source=library_prb&Parl=36&Ses=2
http://www.gov.ns.ca/legislature/legc/statutes/election.htm
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Duty of Employer
If the employment of an employee does not permit the use of three consecutive
hours of his/her own time for voting, the employer shall allow the employee such
additional time with pay from the hours of his/her employment as may be
necessary to provide the three consecutive hours, but the additional times for
voting shall be granted to the employee at the time of day that best suits the
convenience of the employer.

Section Does Not Apply
This section does not apply to an employee who is engaged in the operation and
dispatch of scheduled railway trains, buses, motor transports, ships, and aircrafts,
and to whom the three consecutive hours mentioned in the previous subsection
(Time for Employee to Vote) cannot be allowed without interfering with the
scheduled operation or dispatch of the trains, buses, motor transports, ships, or
aircraft.

Blood Donors
The Canadian Blood Services Blood Donor Program has the support of the
Government of Nova Scotia.  Employees who wish to give blood may be excused
from work for one hour.  Deputy Ministers and senior officials are asked to encourage
their employees to participate in Canadian Blood Services Blood Donor Clinics.

Enquiries
General Enquiries, Public Service Commission   (902) 424-7660
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12.4 Voluntary Unpaid Leave with Deferred
Salary Recovery Policy

Policy Statement
The Government of Nova Scotia is committed to assisting employees with balancing
their work and personal responsibilities.  In this regard, employees are provided with
the option of requesting voluntary unpaid leave based upon personal circumstances.
This is part of the government’s ongoing effort to provide employees with flexible
work options.

Definition
DEPUTY HEAD
The deputy minister or designate of a department, or the senior administrative officer
of an agency not reporting to a deputy minister.

Policy Objectives
• Provide employees with an opportunity to balance work and personal obligations.

• Provide a cost-effective means for government to promote workplace flexibility.

Application
This policy applies to all government employees whose terms and conditions are set
out in accordance with the Civil Service Act and regulations and all bargaining unit
employees who are employed by the Government of Nova Scotia.

Policy Directives
APPROVAL
Consideration for approval of an unpaid leave request will depend upon the
operational needs of each workplace and the provision of reasonable notice.  The final
decision will be made by the deputy head or designate.

DEFERRED SALARY RECOVERY
Recovery of the cost of unpaid leave will be at a minimum of one day’s pay per bi-
weekly pay period.
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One instance of voluntary unpaid leave must be fully recovered before an employee is
eligible to be considered for another instance of voluntary unpaid leave.

Recovery of the cost of unpaid leave is based upon the employee’s rate of pay at the
time the leave was taken.

DURATION
Request for voluntary unpaid leave must be for a minimum of two consecutive
working days and a maximum of ten consecutive working days.

Issues of frequency and total duration of voluntary unpaid leave in any given year are
operational matters to be decided by the appropriate deputy head.

Accountability
DEPUTY HEAD
The deputy head has the responsibility for ensuring the proper administration of this
policy and delegating approval authority to managers/supervisors as appropriate.

MANAGERS/SUPERVISORS
Managers/supervisors who are delegated this authority by the deputy head have the
responsibility for considering unpaid leave requests in accordance with the
requirements of the policy.

EMPLOYEE
The employee is responsible for making an unpaid leave request to the appropriate
manager/supervisor.

HUMAN RESOURCES DIVISIONS/CORPORATE SERVICE UNITS
Staff in the human resources divisions/corporate service units are responsible for
providing support to departments regarding administration of this policy.

Monitoring
The Public Service Commission may conduct periodic audits of departmental practices
to ascertain compliance with the policy requirements.
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References
Nova Scotia Civil Service Act and regulations

Civil Service Master Agreement between the Province of Nova Scotia and the Nova
Scotia Government Employees’ Union

Collective Agreement between the Department of Transportation and Public Works
and the CUPE Highway Workers (local 1867)

Collective Agreement between the Department of Justice and NSGEU Adult
Corrections (local 480)

Enquiries
General Enquiries, Public Service Commission   (902) 424-7660
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12.5 Storms or Hazardous Conditions

Policy Statement
Government offices and worksites will normally remain open during storms or
hazardous conditions.  Employees are expected to make every effort to report for
duty and remain at their work stations during their scheduled working hours.  With
the exception of those employees who provide designated services as defined in this
policy, employees should assess their own ability to get to and from work safely and,
where possible, consult with their immediate supervisor.  Employees may make a
personal decision to take time off.

In exceptional circumstances, a decision may be made to close some or all government
offices or worksites, due to extreme storm or hazardous conditions.  In only those
situations will affected employees be granted leave with pay for their regularly
scheduled work hours.

Definitions
DEPARTMENT
Department, office, or public service entity of the Government of Nova Scotia as
defined in the Public Service Act.

DEPUTY HEAD
The deputy minister or designate of a department, or the senior administrative officer
of an office not reporting through a deputy minister.

DESIGNATED SERVICES
Services determined by department deputy heads to be essential or unique in their
nature.  Employees who provide these services are required to report to or remain at
work, at the direction of their immediate supervisor, even if the Deputy Minister to
the Premier closes offices or worksites under this policy.

STORMS
Adverse weather conditions such as heavy snowfall, hurricane or blizzard conditions.



12-24

Chapter 12: Leaves and Absences
12.5  Storms or Hazardous Conditions

Date of issue:  November 28, 2005
Government of Nova Scotia

Human Resources Management Manual

HAZARDOUS CONDITIONS
Conditions, often resulting from a storm, that may include power outages, advisories
from the Department of Transportation and Infrastructure Renewal on the use of
public highways, and/or advisories from police, Emergency Management Office or other
agencies.

EXCEPTIONAL CIRCUMSTANCES
Declared state of emergency or conditions deemed by the employer to be sufficiently
dangerous or disruptive to require the closure of offices or discontinuance of normal
business.

Policy Objectives
• To acknowledge the need for employees to make reasonable assessments of their

ability to travel to and from work safely during storms or hazardous conditions, and
to reaffirm their role in making individual decisions about such matters.

• To ensure a consistent understanding and application of leaves requested by
employees for absences due to storms or hazardous conditions.

• To ensure a consistent understanding that government offices will only be closed
under extreme circumstances.

• To establish a framework to facilitate the making of decisions to close regional offices
due to extreme storm or hazardous conditions in one or more regions.

Application and Exceptions
This policy applies to all civil servants whose terms and conditions are set out in
accordance with the Civil Service Act and regulations and other direct employees of the
provincial government.  The policy applies to all bargaining unit staff who are employed
by the Government of Nova Scotia, unless it conflicts with the collective agreement, in
which case the collective agreement shall apply.

Because of the unique nature of some government departments, facilities and services,
this policy may not be applicable.  These exceptions include the Nova Scotia
Agricultural College, correctional centres, courts, some services provided by the
Department of Transportation and Infrastructure Renewal and certain designated
services, as determined by departmental deputy heads in consultation with the Public
Service Commission, and/or as set out in relevant collective agreements.
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Policy Directives
GOVERNMENT OFFICES AND WORKSITES REMAIN OPEN
• Government offices and worksites will normally remain open during storms or

hazardous conditions.  Employees are expected to make every effort to report for
duty and to remain at their work stations during their scheduled working hours.

• With the exception of those employees who provide designated services as defined
in this policy, employees should assess their own ability to get to and from work
safely and, where possible, consult their immediate supervisor.

• Employees may make a personal decision to take time off.  In such circumstances,
time lost by an employee as a result of absence due to storm or hazardous
conditions may:
i) be made up by the employee at a time agreed upon between the employee and

the employee’s immediate supervisor, or
ii) be charged to the employee’s accumulated vacation, unused holiday time, or

accumulated overtime where such an entitlement exists, or
iii) be taken as leave without pay.

• Provisions (i), (ii), and (iii) shall also apply in situations where an office or worksite
has not been closed in accordance with this policy, but remains physically unopened
because of a decision by staff at that worksite to take time off.  In these situations,
where there has been no decision made to close the office or worksite, employees
will be required to make up or charge time lost to accumulated leave, according to
the provisions noted above.  Employees who arrive at the worksite and are unable
to gain access are directed to contact their immediate supervisor for instructions.
Having attempted to report for work, these employees may be granted paid leave.  It
is expected departments will develop guidelines with the Treasury and Policy Board
to further address these types of situations, as appropriate.

• Where advance preparation for the possibility of closure includes consideration of
the option of working from home, and where this option has been pre-approved by
the immediate supervisor, such time shall serve as worked time.

• Reasonable lateness beyond the beginning of an employee’s regular shift starting
time, as determined by the immediate supervisor, shall not be subject to provisions
(i), (ii), and (iii) above where the employee is able to establish to the satisfaction of
the immediate supervisor that every reasonable effort has been made by the
employee to arrive at their work site at the scheduled time.
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• The employer (as represented by the immediate supervisor or manager) may, in the
event of storm conditions or because of the condition of public streets and
highways, and in circumstances where it can be accommodated within operational
requirements, determine it appropriate to allow employees to leave work prior to
the end of their regular shift.   Employees will not be required to make up this time.

CLOSURE OF GOVERNMENT OFFICES OR WORKSITES
• In exceptional circumstances, a decision may be made to close some or all

government offices or worksites, due to extreme storm or hazardous conditions.  In
only those situations will affected employees be granted leave with pay for their
regularly scheduled work hours.

• In recognition that weather and other conditions will differ from one region of the
province to another, it may be appropriate for government offices or worksites in
one or more regions to close while others remain open.

• When a decision to close offices or worksites in one or more regions or province-
wide may be required, a small committee of regionally based senior employees,
appointed in consultation with deputy heads, will consult and advise the Deputy
Minister to the Premier, who shall make the closure decision.  Should the Deputy
Minister to the Premier not be available to the Committee, the Committee may
make the decision, in consultation with the Communications Advisor to the Deputy
Minister to the Premier.  The Communications Advisor shall advise the Deputy
Minister of the Treasury and Policy Board of a closure recommendation and, in
consultation with Communications Nova Scotia, disseminate the decision.

• All closure decisions shall be communicated in accordance with guidelines
developed under this policy, in as timely a fashion as circumstances permit.

• Until and unless employees have been informed of a closure through the
government website, through email or other notice from the Deputy Minister to
the Premier, by their immediate supervisor or through the media, they are advised
to assume business as usual and to act in accordance with this policy.

Policy Guidelines
When deciding to close government offices or worksites, the following will be
considered:

• local weather forecasts and conditions
• Transportation and Infrastructure Renewal road reports
• the presence or threat of other safety hazards
• special measures authorized by the Emergency Management Office (e.g., state of

emergency)
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• other available information and agency advisories
• Departments may issue guidelines, to assist in the implementation and

administration of this policy and to facilitate consistency at regional levels.  These
guidelines should be developed in consultation with Treasury and Policy Board
and must in all cases be consistent with and reflective of this policy.  Only this
policy shall apply where such guidelines are found to be in conflict.

Accountability
EMPLOYEES
Employees are responsible for acting in accordance with this policy.

IMMEDIATE SUPERVISORS/MANAGERS
Immediate supervisors/managers are responsible for ensuring that employees are
informed of this policy and for ensuring its fair and consistent application in their
respective worksites.

DEPUTY HEADS
Deputy heads are responsible for the timely designation of services for which
employees who provide them are required to report to or remain at work in the
event of government office or worksite closures under this policy.

Deputy heads are also responsible for the fair and consistent application of this policy
within their departments, as well as the delegation of responsibility for communication
of closure decisions, as required.

DEPUTY MINISTER TO THE PREMIER
Except as otherwise provided for in this policy, the Deputy Minister to the Premier is
responsible for making the decision to close government offices in the event of
extreme storm or hazardous conditions.  The Communications Advisor to the Deputy
Minister to the Premier is responsible for initiating the broad communication of
closure decisions, in accordance with guidelines developed under this policy.

The Deputy Minister to the Premier, along with other deputy heads, is also
responsible for the fair and consistent application of the policy across all government
departments and for consultation with the Treasury and Policy Board with respect to
the impact of this policy on, and its application to, government employees.
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Monitoring
Treasury and Policy Board is responsible for monitoring the effectiveness and the
consistent application of this policy, and may periodically conduct audits of
departmental practices.

References
Civil Service Act
Civil Service Regulations
Master Civil Service Collective Agreement
Public Service Act

Enquiries
Communications Advisor to the Deputy Minister to the Premier
Treasury and Policy Board
(902) 424-3920

Approval date:   November 28, 2005 Manual release date:   January 9, 2003

Approved by:  Deputy Minister, Treasury and Policy Board Most recent review:  April 4, 2008
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Guidelines for Regional Committees and
Communication of Closure Decisions

Committee Structure and Function
Three regional committees have been established to help facilitate a decision to close
provincial government offices in one or more regions outside the Halifax Regional
Municipality.

• Cape Breton (Richmond, Inverness and Victoria Counties)
• North/Eastern (Cumberland, Colchester, Pictou, Antigonish and Guysborough

Counties)
• South/Western (Kings, Annapolis, Digby, Yarmouth, Shelburne, Queens and

Luneburg Counties)

Each committee will be made up of three senior regional employees appointed by the
Deputy Minister to the Premier.

The chair of each regional committee will be appointed from among and by committee
members and may alternate from year to year.  The chair will be responsible for
ensuring the agreement on protocol for consultation and decision-making among
members when required.

In preparation for extreme weather or hazardous conditions, the chair of each
regional committee will make telephone contact with committee members.  Each
committee member will consult local conditions, forecasts and other advisories.

Morning Office Closures
If extreme weather or hazardous conditions occur over night, committee members
will come to an agreement on the recommended action with respect to office closures
for their region or for local areas/communities by 5:15 AM.

By 5:30 AM, the committee chair will notify the Deputy Minister to the Premier with
the recommended action.  Where the Deputy Minister to the Premier is unavailable,
the committee will make a localized closure decision with the Communications
Advisor to the Deputy Minister to the Premier.  The Communications Advisor will
advise the Deputy Minister of the Treasury and Policy Board of the closure
recommendation.
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Closure Reassessment
If hazardous conditions persist or diminish during the day, the regional committees
will re-evaluate local conditions by 11:00 AM and report recommendations to their
respective committee chair.

By 11:30 AM, committee chairs will report a recommendation to close or re-open
offices to the Deputy Minister to the Premier.  If offices are to re-open, employees
would be expected to report to work at 1:00 PM.

Communication
Upon deciding to close offices, across the province, in one or more regions, or in a
local area or community within a region, the Deputy Minister to the Premier will
contact the Communications Advisor before 6:00 AM for morning closures, and before
12 noon for afternoon closures or re-openings to:

• contact Communication Nova Scotia to have a news release issued and posted on
the government website;

• contact Treasury and Policy Board’s webmaster to post and/or update the
Government Office Closure icon on the government homepage;

• record a message on the government closure information line 1-877-424-6045;
and

• notify Departmental Communication Directors and Deputy Heads.

Note: Once notified of a closure, Deputy Heads will activate their respective internal
communication plans.  (See Direct Communication to Staff below)

Direct Communication to Staff
It is expected that within their respective Business Continuity Plans, Departments will
include a plan for communication with departmental staff in the event of a closure of
offices, and processes for the designation of services as required.
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13.1 Employee Liability

Employee Liability
The employer will defend, negotiate, or settle claims in which an employee’s
negligence is alleged and also will pay damages when necessary, provided the employer
is satisfied that the employee acted within the scope of his/her employment.

Whenever the employer does defend an employee pursuant to the aforementioned,
the employer will be in control of the case.

Enquiries
General Enquiries, Public Service Commission   (902) 424-7660
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Approved by: Priorities and Planning Committee Most recent review:

13.2 Provincial Appointee Liability

Provincial Appointee Liability
The province will defend, negotiate, or settle claims or charges made against a person
appointed by the province to any agency or board, including board of directors of a
corporation or commission, and indemnify them from personal liability, provided the
selection of the person was at the sole discretion of the province and the province is
satisfied the claim arises out of the person’s activities in relation to the appointment
and is not based on fraud or criminal activity.

Wherever the province defends an appointee pursuant to the aforementioned, the
province will be in control of the case.

Enquiries
General Enquiries, Public Service Commission   (902) 424-7660
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14.1 Disclosure of Wrongdoing Policy

Policy Statement
The Government of Nova Scotia is committed to providing employees with a
reporting process for the disclosure of government wrongdoing and with protection
against reprisal action which might have resulted from the disclosure.

This policy balances the employee’s protection against reprisal for disclosing
government wrongdoing, with the rights of the alleged wrongdoer.  The clearly defined
process for disclosure will allow for confidentiality, investigation, and
recommendations.

This policy and the Regulations Respecting Civil Service Disclosure of Wrongdoing are
in addition to provisions that already exist under acts such as the Occupational Health
and Safety Act, Ombudsman Act, Environment Act, Human Rights Act and Civil Service Act,
and also under collective agreements and at common law.

This policy has been developed pursuant to the Regulations Respecting Civil Service
Disclosure of Wrongdoing.

Definitions
COMMISSIONER
The Public Service Commissioner.

CONFLICT OF INTEREST COMMISSIONER
A person designated under Section 26 of the Members and Public Employees Disclosure
Act.

DEPUTY HEAD
The deputy minister or designate of a department, or the senior administrative officer
of an agency not reporting to a deputy minister.

EMPLOYEE
• an employee as defined in the Civil Service Act
• an employee as defined in the Corrections Act
• an employee as defined in the Highway Workers Collective Bargaining Act; or
• any other person directly employed by the Province of Nova Scotia
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EMPLOYER
Her Majesty in the right of the Province of Nova Scotia, as represented by Nova Scotia
government departments, offices, and public service entities as specified in Category I
of Appendix 1-A (Management Manual 100, Chapter 1, Policy 1.2 Management Manuals
Policy).

GROSS MISMANAGEMENT
A deliberate act or an omission showing a reckless or wilful disregard for the efficient
management of significant government resources.

OMBUDSMAN
The Ombudsman appointed pursuant to the Ombudsman Act.

REPRISAL
Reprisal action taken against an employee who has made a disclosure, in good faith, of
wrongdoing under the Regulations Respecting Civil Service Disclosure of Wrongdoing
includes

• a disciplinary measure
• demotion of the employee
• termination of the employment of the employee
• any measure that adversely affects the employment or working conditions of the

employee, or
• a threat to take any of the previously identified measures.

WRONGDOING
A wrongdoing occurs if there is

• a violation of any Parliament of Canada or Nova Scotia Legislature Act or of any
regulations made under any act, if the violation relates to the official activities of
employees or any public funds or assets

• gross mismanagement
• an act or an omission that creates a substantial and specific danger to the life, health

or safety of a person; or
• the taking of a reprisal against an employee.

Policy Objectives
• To provide a process for the disclosure of wrongdoing and protection to employees

who want to report government wrongdoing without fear of reprisal action being
taken against them.

• To offer advice and direction for employees who want to disclose government
wrongdoing.
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• To protect the identity (whenever possible) of those involved in the process (e.g.,
alleged wrongdoer, employee disclosing and witnesses).

• To promote accountability for government by tabling an annual report in the House
of Assembly.

• To clearly define wrongdoing in government and reprisal action not acceptable
against the employee disclosing wrongdoing in good faith.

Application
This policy applies to all employees as defined above.

Policy Directives
An employee may request advice on the disclosure of a wrongdoing from the Conflict
of Interest Commissioner by submitting a written request for advice (Appendix 14-A).

DISCLOSURE PROCESS
Employees are expected to follow a systematic approach for the disclosure of a
wrongdoing by the disclosure process identified below.  All disclosures must be
made in written form (Appendix 14-B), unless there is imminent and serious
danger.

1. An employee who reasonably believes that they are being asked to commit a
wrongdoing, or who reasonably believes that a wrongdoing has been committed or
is about to be committed, may disclose the matter to their immediate supervisor/
manager.

2. If an employee reasonably believes the matter is not being appropriately addressed
by their immediate supervisor/manager, or if the employee reasonably believes it is
not appropriate to disclose the matter to their immediate supervisor they may
disclose the matter to their deputy head.

3. If an employee reasonably believes the matter is not being appropriately addressed
by their deputy head or if the employee reasonably believes it is not appropriate
to disclose the matter to their deputy head, they may disclose the matter to the
Ombudsman.

4. An employee may make a disclosure of wrongdoing to the police department or
police agency that the employee reasonably believes can address imminent and
serious danger, only if they believe on reasonable grounds that

• it is necessary to do so to prevent imminent and serious danger to the life,
health or safety of a person; and
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• there is not sufficient time to make the disclosure using the processes identified
above in this policy.

5. A supervisor/deputy head who receives the disclosure must respond in writing to
the disclosing employee within 30 days, in addition

• a supervisor must report in writing to their deputy head, within 30 days of
receiving the disclosure from the disclosing employee; or

• a deputy head must report in writing to the Commissioner, within 30 days of
receiving the disclosure from the disclosing employee.

6. A deputy head who receives a disclosure of wrongdoing or a report notifying them
of an alleged wrongdoing, may within 30 days of receiving the information, refer the
matter to the Ombudsman.

7. The Ombudsman, after receiving the disclosure either from the disclosing
employee or the deputy head will determine if an investigation is warranted
(Appendix 14-C).

• If it is not appropriate to investigate the Ombudsman will give written notice to
the disclosing employee, Commissioner, and deputy head in such cases where
the deputy head has been made aware of the disclosure.

• If it is appropriate to investigate the Ombudsman will give written notice to the
disclosing employee, the deputy head of the department to be investigated, and
the Commissioner.

8. After an investigation, the Ombudsman must report the findings in writing
(Appendix 14-C), to the disclosing employee, any deputy head involved in the
disclosure or the investigation, and the Commissioner.

9. If a finding of wrongdoing is made by the Ombudsman, the Ombudsman

• must recommend measures in writing to correct the wrongdoing to the
appropriate deputy head, and send copies to the disclosing employee and the
Commissioner; and

• may request notification, within a specified time, of any steps taken to give effect
to the recommendations.

10.The deputy head must respond in writing within 30 days to the Ombudsman with
respect to any recommendations in the investigation report.  A copy of the deputy
head’s response must be provided to the Commissioner.

11.The Ombudsman may report a matter to an appropriate member of the Executive
Council, in situations as specified in Section 15 of the Regulations Respecting Civil
Service Disclosure of Wrongdoing.
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12.The Ombudsman must, within 3 months after the end of each fiscal year, submit
an annual report to the Commissioner setting out, for that fiscal year, the
information specified in Appendix 14-C.

13.The Commissioner must report annually to the Minister responsible for the Public
Service Commission, respecting disclosures of wrongdoing made during the fiscal
year.

14.The Minister will table the report received from the Commissioner in the House
of Assembly.

POWERS AND LIMITATIONS
• A disclosure of wrongdoing must be made within 12 months of the employee

becoming aware of the wrongdoing.
• A deputy head must provide the Ombudsman with any facilities, assistance,

information and access to the offices under their control and direction that the
Ombudsman requires for the performance of their duties under this policy.

• No person shall wilfully obstruct a supervisor, a deputy head, the Ombudsman or
any person acting on behalf of or under the direction of any of them, in the
performance of their duties under this policy.

• Every employee must co-operate with the Ombudsman and provide them with any
information that they may require in the performance of the Ombudsman’s duties
under this policy.

PROTECTION AND CONFIDENTIALITY
• To the extent possible, the identity of the persons involved in the disclosure

process, including employees, witnesses and persons who are alleged to be
responsible for wrongdoings, shall be protected from publication.

• No person should publically disclose any information that comes to their knowledge
in the performance of their duties under this policy.

• An employee shall not disclose information that would reveal the substance of
deliberations of the Executive Council or any of its committees; or information that
is protected by solicitor-client privilege.

FALSE OR MISLEADING DISCLOSURES
• No person shall, in a disclosure of a wrongdoing or in the course of any

investigation of a wrongdoing, knowingly make a false or misleading statement, either
orally or in writing, to a supervisor, deputy head, the Ombudsman or a person
acting on behalf of or under the direction of any of them.



Chapter 14: Disclosure of Wrongdoing
14.1 Disclosure of Wrongdoing Policy

Effective date: September 17, 2004 14-6
Government of Nova Scotia

Human Resources Management Manual

• No person, knowing that a document or thing is likely to be relevant to an
investigation under this policy, shall
• destroy, mutilate or alter the document or thing
• falsify the document or make a false document
• conceal the document or thing; or
• direct, counsel or cause, in any manner, any person to do anything mentioned

above, or propose, in any manner, to any person that they do anything mentioned
in the above clauses.

• An employee may be subject to appropriate disciplinary action, including
termination of employment, if the employee
• commits a wrongdoing
• makes a disclosure of a wrongdoing which is determined to be frivolous,

vexatious, or in bad faith; or
• makes a disclosure of a wrongdoing other than in the course of a procedure

established under this policy or any act of the Legislature or when otherwise
lawfully required to do so.

Accountability
EMPLOYEES
Employees are responsible for acting in accordance with this policy.

SUPERVISORS/MANAGERS
Supervisors/managers are responsible for ensuring that employees are informed of the
policy and process.  They are also responsible for responding to any disclosures of
wrongdoing that are reported to them in accordance with the process established in
this policy.

DEPUTY HEADS
Deputy Heads are responsible for ensuring that employee disclosures are reviewed
and addressed as provided for in this policy.  They are also responsible for responding
to any disclosures of wrongdoing that are reported to them in accordance with the
process established in this policy.

Deputy Heads shall ensure all employees are provided education, training, and support
during the implementation of this policy.

COMMISSIONER
The Public Service Commissioner is responsible for an annual report to the Minister
of Human Resources.
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OMBUDSMAN
The Ombudsman is responsible for responding to any disclosure of wrongdoing in
accordance with the process as established in this policy, and reporting annually to the
Public Service Commissioner.

Monitoring
The Public Service Commission is responsible for monitoring the effectiveness of the
process within the policy, and may periodically conduct audits of departmental
practices to ascertain compliance by departments with this policy.

Departments are responsible for complying with all the terms of this policy.

References
Civil Service Act
General Civil Service Regulations
Regulations Respecting Civil Service Disclosure of Wrongdoing
Highway Workers Collective Bargaining Act
Corrections Act
Ombudsman Act
Members and Public Employees Disclosure Act

Enquiries
General Enquiries, Public Service Commission (902) 424-7660

Appendices
Appendix 14-A Request for Advice
Appendix 14-B Disclosure of Wrongdoing Form
Appendix 14-C  Investigation Criteria for Ombudsman to Investigate a Disclosure of

Wrongdoing and Reporting Requirements of the Ombudsman

Approval date: September 8, 2004 Manual release date:  September 17, 2004

Approved by: Executive Council Most recent review:
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Appendix 14-A

Request for Advice

I, ________________________ of the Department ______________________ in
(Print Name) (Print Department)

_______________________ request advice on the following matter:
(Print Location)

Nature of the wrongdoing:

Date of wrongdoing:

Name of person alleged to have committed or to commit the wrongdoing:

Department and Position of wrongdoer:

Advice requested:

Further comments:
____________________________________________________________________

____________________________________________________________________

________________________________ ___________________
Signature Date

Contact Information: Conflict of Interest Commissioner

Granville Level, Joseph Howe Building

Email:  _______________________________ 1690 Hollis Street

Halifax, NS

Phone:  ______________________________ Phone: (902) 424-5345

Fax: (902) 424-0632
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Appendix 14-B

Disclosure of Wrongdoing Form

I, ________________________ of the Department ______________________ in
 (Print Name) (Print Department)

_______________________ would like to disclose a wrongdoing.
 (Print Location)

Nature of the wrongdoing:

Date of wrongdoing:

Name of person alleged to have committed or to commit the wrongdoing:

Department and Position of wrongdoer:

Has this disclosure been made before? ______
If yes, to whom and when (name, position, department, date):

Further comments:
____________________________________________________________________

____________________________________________________________________

__________________________________ ___________________
Signature Date

Contact Information:

Email:  _______________________________

Phone:  ______________________________
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Appendix 14-C

Investigation Criteria for Ombudsman to Investigate a
Disclosure of Wrongdoing and Reporting Requirements

of the Ombudsman

Investigation Criteria
The Ombudsman must investigate a disclosure of a wrongdoing if

• all other procedures available to the disclosing employee have been exhausted
before submitting the disclosure of wrongdoing to the Ombudsman’s Office

• the subject matter of the disclosure would not be dealt with more appropriately by
an alternate procedure under an act of the Legislature, regulation or policy

• the subject matter of the disclosure is not trivial, frivolous or vexatious
• the disclosure was made in good faith with the reasonable belief in the truth of the

allegations
• the disclosure provides adequate particulars of a wrongdoing in writing as outlined

in Appendix 14-B
• the disclosing employee was not aware of the wrongdoing for longer than twelve

(12) months
• if no other authority has jurisdiction over the investigation (e.g., criminal

investigation being conducted by Law Enforcement)
• having regard to all the circumstances of the case, an investigation is warranted.

Reporting Requirements
The Ombudsman must report any investigation findings in writing, including

• the information received in the disclosure
• the steps taken in the investigation
• a summary of the evidence obtained
• whether a wrongdoing has been established
• any additional relevant information, to the disclosing employee, any deputy head

involved in the disclosure or the investigation, and the Commissioner
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The Ombudsman must, within 3 months after the end of each fiscal year, submit an
annual report to the Commissioner setting out, for that fiscal year

• the number of general inquiries relating to this policy
• the number of disclosures received
• the number of investigations commenced
• the number of recommendations made to appropriate deputy heads
• whether there are any systemic problems that give rise to wrongdoings
• any recommendations for improvement that the Ombudsman considers appropriate
• any additional matter that the Ombudsman considers necessary.
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15.1 Employee Recognition Policy

Policy Statement
The Government of Nova Scotia is committed to recognizing employees for their
achievements made in support of business objectives, high-quality client service and
dedication to public service.  Recognizing the accomplishments of employees
contributes to a supportive work environment and supports the attraction and
retention of committed and engaged employees.

This policy provides the foundation for corporate and departmental recognition
programs within the Government of Nova Scotia.

Definitions
DEPUTY HEAD
The deputy of the member of the Executive Council presiding over a department and
all others whom the Governor in Council from time to time designates as having the
status of deputy head.

DEPARTMENTS
Any department, office or public service entity established by the Government of
Nova Scotia, as identified under Category 1 in Appendix 1-A of the Management
Manuals Policy.

EMPLOYEE
An employee as defined in the Civil Service Act; an employee as defined in the Corrections
Act; an employee as defined in the Highway Workers’ Collective Bargaining Act; any other
person directly employed by the Province of Nova Scotia.

RECOGNITION
Any word or deed towards making someone feel appreciated and recognized for what
they do.  Recognition covers a range of formal and informal practices in the workplace
that support corporate and departmental values, goals, objectives and priorities.

FORMAL RECOGNITION
Structured, scheduled activities or events with specific criteria, which are used to
recognize employee contributions and achievements.
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INFORMAL RECOGNITION
Acknowledgment of day-to-day accomplishments in the workplace through gestures of
appreciation, communication and/or feedback.

VALUES
Respect, integrity, diversity, accountability, and the public good, as defined in the 2005-
2010 Corporate Human Resource Plan, and/or values as defined in department
business plans.

CASH GIFT/AWARD
Cash or near-cash items such as bonuses, gift cards, and gift certificates, as defined by
Canada Revenue Agency.

NON-CASH GIFT/AWARD
Plaques, certificates, greeting cards, coupons, vouchers, or merchandise as defined by
Canada Revenue Agency.

Policy Objectives
To promote the recognition of employees for their achievements and contributions to
public service.

To provide guidelines and parameters for corporate and department-specific
recognition programs and activities.

To raise awareness of the value of recognizing employees and the positive effect it has
on such things as employee engagement, client service, attraction and retention and
overall organizational success.

Application
This policy applies to all civil servants whose terms and conditions are set out in
accordance with the Civil Service Act and regulations and other direct employees of the
provincial government including all bargaining unit employees.

Refer to guidelines (Appendix 15-B, Appendix 15-C) for specific eligibility information
and criteria related to the Premier’s Award of Excellence and Corporate Long Service
Awards.
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Policy Directives
Formal and informal recognition activities must recognize, reinforce or promote
positive behaviours and performance that support corporate and/or departmental
values, goals and objectives.

Events that are solely social in nature, such as office holiday socials, are not considered
recognition activities under this policy.

In accordance with the employee recognition policy:

• The PSC will establish and maintain corporate employee recognition programs.
(for specific guidelines related to corporate programs see Appendix 15-B and
Appendix 15-C)

• Deputy heads are encouraged to establish and maintain department-specific
employee recognition programs. (for specific guidelines related to department
programs see Appendix 15-A)

Employees reaching service milestones of 25, 30 and 35 years will be recognized
through a corporate program.  Publicly-funded gifts for service milestones greater than
25 years will only be provided to recipients through the corporate program.

At a minimum, department’s formal recognition programs will recognize employees for
their 5, 10, 15 and 20 year service milestones.  When acknowledging milestones in
years of service, departments will recognize total years of government service.

Retirement gifts and celebrations shall be financed by contributions from fellow
employees.  The Deputy Head however, may deem it appropriate to fund a retirement
gift from a department budget if he/she wishes to give special recognition to a
particular individual for an extraordinary contribution or exceptionally long service.  If
public funds are used, the Deputy Head of the authorizing department is responsible
for providing justification.

Costs related to department-specific recognition will be managed from within
departmental budgets and must be compliant with Canada Revenue Agency (CRA)
rules.  Deputy Heads are responsible for the costs associated with department
recognition programs and must authorize all expenditures related to recognition
activities.

Cash awards shall not be granted to employees as part of any recognition program
and/or activity.

Public funds cannot be used to purchase alcoholic beverages for recognition gifts/
awards or at recognition events.
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Award recipients will not be deducted for time taken to attend, or travel to, a
recognition event held during their regularly scheduled hours of work.  Time taken
from regular work hours to attend, or travel to, a recognition event is treated as time
worked in straight time hours.  Award recipients who travel to attend a recognition
event will be reimbursed for travel expenses in accordance with government’s travel
policy.

Recipients must be consulted before administering public forms of recognition, and
consent should be obtained before publicizing names or photos of award recipients.

Policy Guidelines
To ensure employee recognition activities are effective, genuine and meaningful,
departments should consider the following:

• Recognition should be fair, transparent, inclusive, frequent, timely and varied
• The form of recognition used should be appropriate to the contribution that was

made
• Recognition should be meaningful and reflect the preferences of the recipient
• Recognition activities should be respectful of workplace diversity
• Employees at all levels should be involved in the development, implementation

and review of recognition programs and practices
• When recognition is the result of a group or team effort, all contributing

members of the team should be recognized
• Recognition activities should be communicated and promoted to foster a culture

of recognition and pride among employees

Employee recognition programs should contain both formal and informal components,
and may recognize employee accomplishments such as:

• Contributing to a more supportive work environment
• Excellent performance in the employee’s own work, or as part of a team
• Practical suggestions for improvements
• Service excellence
• Improving safety
• Community or volunteer service
• Retirement or reaching milestones in years of service
• Going above and beyond in extenuating circumstances (e.g., pandemic, weather

disaster)
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Accountability
Public Service Commission is responsible for:

• providing advice and assistance to departments on the application of this policy
• providing tools to departments to support their recognition activities
• providing leadership with respect to networking and information sharing
• coordinating corporate award programs such as the Premier’s Award of

Excellence, Long Service Awards for years of service greater than 25 years, and
Provincial Public Service Week

• maintaining an inventory of corporate and department formal recognition
activities

Deputy Heads participating in recognition activities are responsible for:

• integrating the elements of this policy within their department’s employee
recognition programs, and complying with its directives

• communicating corporate and/or department values, goals and objectives when
engaging in recognition activities

• authorizing, monitoring and recording expenditures related to recognition
activities

• maintaining an inventory of formal recognition activities
• providing a supportive work environment by modeling the consistent practice of

informal, day-to-day recognition

Monitoring
The Public Service Commission will be responsible for monitoring the effectiveness
and consistent application of this policy.  The Public Service Commission may
periodically conduct audits of department practices and require access to data
maintained by departments with respect to this policy.

Departments will be responsible for monitoring and evaluating the effectiveness of
their own recognition programs.

References
Civil Service Act

• General Civil Service Regulations
Highway Workers’ Collective Bargaining Act
NSGEU Civil Service Master Agreement
Correctional Officers of Nova Scotia, NSGEU Local 480
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Canada Revenue Agency – Gifts and Awards Fact Sheet
<http://www.cra-arc.gc.ca>
Management Manual 100, Category 1, Appendix 1-A
Corporate Human Resource Plan 2005-2010
Travel Policy
Healthy Workplace Policy

Enquiries
Strategic Support Services
Public Service Commission
(902) 424-7660

Appendices
Appendix 15-A - Department Recognition Guidelines
Appendix 15-B - Premier’s Award of Excellence Program Guidelines
Appendix 15-C - Corporate Long Service Award Program Guidelines

Approval date:  April 3, 2007 Manual release date:  April 27, 2007

Approved by:  Executive Council Most recent review:  September 5, 2007



15-7

Chapter 15: Employee Recognition
15.1 Employee Recognition Policy

Effective Date:  April 3, 2007
Government of Nova Scotia

Human Resources Management Manual

Appendix 15-A

Department Recognition Guidelines

Purpose
To provide departments with guidance and the flexibility to develop and implement
recognition programs that support department values, goals and objectives and that
reflect the department’s business needs, individual culture and work environment .

Guidelines
Recognition may be extended by co-workers, peers, clients, supervisors and/or
employees.

To ensure recognition is meaningful to employees, care should be taken to consult
with them and assess their needs and preferences in order to provide a form of
recognition that is suitable and appropriate.

The Deputy Head may designate a recognition coordinator(s) to oversee the
development and implementation of recognition activities in the department.  The
coordinator(s) may be supported by a committee.

FORMAL RECOGNITION
Separate guidelines exist for corporate recognition events such as the Premier’s
Award of Excellence and Long Service Awards for service greater than 25 years. (for
eligibility criteria see Appendix 15-B and Appendix 15-C to the Employee Recognition
Policy)

Within departments, formal recognition should be considered for individuals or teams
who have made contributions which best reflect the department’s corporate values,
goals and/or objectives.

The establishment of a formal awards program must be authorized by the Deputy
Head.

When developing formal recognition programs, departments should:

• ensure that the department/division business needs, culture and work
environment are considered

• clearly communicate criteria and time-lines
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• clearly define eligibility requirements
• ensure that any nomination process includes a fair evaluation of submissions

against established criteria
• take reasonable care to consider the diversity of employees in all recognition

activities, for example, when establishing committees and/or selection panels
• ensure program materials are accessible in different formats as required, to meet

the needs of employees (e.g., web, print, braille)
• consider internal and public promotion of recipient achievements

SERVICE MILESTONES
Employees reaching service milestones of 25, 30 and 35 years will be recognized at a
corporate event, co-hosted by the PSC and respective departments.  Publicly-funded
gifts for service milestones greater than 25 years will only be provided to recipients
through the corporate program.

Departments are responsible for presenting the framed long service award certificates
to their respective 25, 30 and 35 year recipients at an event of choice (e.g., luncheon,
breakfast).  In order for recognition to be meaningful it needs to be timely, therefore
departments should present the certificates either before or soon after the corporate
long service award event.  (for an overview of the corporate long service award
program see Appendix 15-C to the Employee Recognition Policy)

At a minimum, department’s formal recognition programs will recognize employees for
their 5, 10, 15 and 20 year service milestones.  When acknowledging milestones in
years of service, departments will recognize total years of government service, which
may include combined years of service in multiple departments.

RECOGNITION EVENTS
Departments may choose to host recognition events.  A recognition event is one
where staff contributions and accomplishments, and/or milestones of service are
recognized.  Recognition events may be formal (ceremony, presentation) or informal
(social gathering, potluck) in nature. Events that do not have a recognition component
and are solely social in nature are not considered to be recognition events (e.g.,
holiday socials).

INFORMAL RECOGNITION
Informal recognition is encouraged as a means of providing a supportive work
environment where employees feel valued.  The acknowledgment of day-to-day
accomplishments in the workplace is essential to building a recognition culture within
government.
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Although informal in nature, this type of recognition should acknowledge positive
employee behaviours and performance and be linked to corporate and/or department
values, goals and objectives.

Informal recognition not requiring an expenditure or the coordination of an event may
be given at any time.

Training, and an employee recognition toolkit consisting of templates and tips is
available from the Public Service Commission to departments to assist in the delivery
of informal recognition, and the development of recognition programs and/or activities.

Enquiries
Strategic Support Services
Public Service Commission
(902) 424-7660

References
Employee Recognition Policy
Employee Recognition Toolkit
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Appendix 15-B

Premier’s Award of Excellence Program
Guidelines

Purpose
The Premier’s Award of Excellence recognizes outstanding on-the-job contributions of
Nova Scotia government employees – both individuals and teams.

Who Is Eligible?
Employees are eligible to receive the Premier’s Award of Excellence if they are
currently employed by the Government of Nova Scotia (as of October 1st of each year)
and in one of the following groups; an employee as defined in the Civil Service Act; an
employee as defined in Schedule A to the Corrections Act or a regular employee
pursuant to a collective agreement under the Highway Workers’ Collective Bargaining
Act.  Recent retirees (within the 24 months preceding October 1st each year) of the
Government of Nova Scotia in the above-mentioned groups are also eligible to be
nominated.

Program Overview
The Premier’s Award of Excellence is the highest honour awarded by the Nova Scotia
Government to its employees.  It encourages excellence by recognizing employees for
outstanding contributions and achievements.

The Public Service Commission (PSC) is responsible for coordinating the annual
Premier’s Award of Excellence program.

The Premier’s Award of Excellence will be granted annually in the summer, with a call
for nominations in the fall of each year.

Awards will be considered for individuals or teams who have made outstanding
contributions which best reflect government’s corporate goals, objectives and
priorities.  The following are examples of contributions that may lead to recognition:

• Innovation and Creativity
• Service Excellence
• Relationship Building
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• Leadership Excellence
• Corporate Citizenship

NOMINATION PROCESS
The PSC launches the call for nominations by sending program materials to all
employees and communicating the program details.

Nominations are made by employees for employees.

Employees may nominate themselves, however, in this case, the second nominator shall
not be a nominee and letters of support may not be submitted by the nominee.

Nomination forms must be accompanied by a summary statement, a minimum of 2
letters of support, a detailed description of the achievement, the names of 2
nominators, and the name of the nominee’s supervisor.

Nominees must acknowledge the nomination by signing the nomination form, agreeing
to allow his/her name to go forward for this public form of recognition.

Employees submit nominations to the PSC for review and validation by the deadline
date specified in the program materials.

The PSC will forward nomination materials, evaluation forms, and instructions to the
external selection panel.

SELECTION PROCESS
The selection panel will be comprised of representatives external to the Nova Scotia
government.  The composition of the selection panel will support government’s value
of diversity.  The Public Service Commissioner will sit on the panel as a non-voting
member.

The selection panel will have no less than five members who will serve a minimum
two-year term.

Expenses incurred by panel members while performing their required duties will be
paid by the PSC in accordance with government’s travel policy.

Selection panel members will be provided with an honorarium in recognition of their
contribution.

The selection panel will review and evaluate all nominations and make
recommendations to the Premier.
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RESULTS
The PSC will communicate the results of the selection process to all nominees.

The PSC will send Deputy Heads a list of all employees that have been nominated
from their respective departments.  Nominees who are not selected for the Premier’s
Award of Excellence may be acknowledged for their contribution and/or achievement
through the department recognition process.

The Premier will advise each recipient, by invitation, of the date and time of the
Premier’s Award of Excellence ceremony.

EVENT
Recipients will receive a framed certificate and award at a ceremony hosted by the
Premier.

Where deemed appropriate by the Deputy Head, each department will be responsible
for the cost of travel and accommodation for one night and meals of the recipient and
one guest, provided the guest resides in Nova Scotia, in accordance with government’s
travel policy.  The cost of an additional night accommodation may be approved by the
Deputy Head.

The PSC will communicate recipient names and contributions both internally and
publicly.

Consent will be obtained from award recipients before publicizing their names or
photos.

The PSC will maintain a record of activity related to the Premier’s Award of
Excellence.  Information collected will include:

• Nominee name(s)
• Department/Division
• Brief description of the contribution/accomplishment

Enquiries
Strategic Support Services
Public Service Commission
(902) 424-7660
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REFERENCES
Civil Service Act

• General Civil Service Regulations
Highway Workers’ Collective Bargaining Act
NSGEU Civil Service Master Agreement
Correctional Officers of Nova Scotia, NSGEU Local 480
Employee Recognition Policy
Travel Policy
Premier’s Award of Excellence Program Materials



15-14

Chapter 15: Employee Recognition
15.1 Employee Recognition Policy

Effective Date:  April 3, 2007
Government of Nova Scotia

Human Resources Management Manual

Appendix 15-C

Corporate Long Service Award Program
Guidelines

Purpose
Corporate Long Service Awards recognize employees for their commitment and
dedication to the Government of Nova Scotia for 25 years or more of service.

Who is Eligible?
Employees are eligible to receive the Long Service Awards if they are an employee as
defined in the Civil Service Act; an employee as defined in Schedule A to the
Corrections Act, or an Order-in-Council appointee.  The entitlement of an employee
to a Long Service Award is based on:

• the period the employee was subject to the provisions of the Province of Nova
Scotia Public Service Superannuation Act, while functioning as a civil servant and/
or Order-in-council appointee in the public service of the Province of Nova Scotia,
or

• the period the employee was employed with the Province of Nova Scotia under
the definition of service as it appears in the General Civil Service Regulations
under the Civil Service Act, or

• service as defined in the collective agreements entered into with the Nova Scotia
Government and General Employees Union.

Corporate long service awards will be presented to eligible employees during the
calendar year in which the milestone year of service is attained.

Program Overview
Corporately, employees will be recognized for 25, 30 and 35 years of service at an
annual Long Service Awards event.

The Public Service Commission (PSC) is responsible for coordinating the annual Long
Service Awards program.

The Long Service Awards event is held annually in the fall.

Employees do not have to make application for the award.
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The PSC will work with departments to establish the list of eligible employees.

The PSC will advise each recipient, by invitation, of the date and time of the event.

Employees reaching service milestones of 25, 30 and 35 years will be recognized at a
ceremony, co-hosted by the PSC and participating government departments.

Publicly-funded gifts for service milestones greater than 25 years will only be provided
to recipients through the corporate program.

Prior to the Corporate Long Service Awards, the PSC forwards the framed long
service award certificates to Human Resource Directors who have recipients in their
departments.

Departments present the certificates to their respective employees at an event of
choice (e.g., luncheon, breakfast).  In order for recognition to be meaningful it needs to
be timely, therefore departments should present the certificates either before or soon
after the corporate long service award event.  (For department guidelines related to
service milestones, see Appendix 15-A to the Employee Recognition Policy).

All costs related to the long service awards event, including gifts, certificates and venue
will be proportionally distributed to recipient departments.  Departments will be
invoiced by the PSC.

Where deemed appropriate by the Deputy Head, each department will be responsible
for the cost of travel and accommodation for one night and meals, of the recipient and
one guest, provided the guest resides in Nova Scotia, in accordance with government’s
travel policy.  The cost of an additional night accommodation may be approved by the
Deputy Head.

The PSC will maintain a record of activity related to the corporate Long Service
Awards event.  Information collected will include:

• Recipient name(s)
• Department/Division
• Length of service being acknowledged

Enquiries
Strategic Support Services
Public Service Commission
(902) 424-7660
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References
Civil Service Act
• General Civil Service Regulations
Public Service Superannuation Act
NSGEU Civil Service Master Agreement
Correctional Officers of Nova Scotia, NSGEU Local 480
Employee Recognition Policy
Travel Policy



15-17

Chapter 15: Employee Recognition
15.2 Public Service Awards

Date of issue:  February 17, 1999
Government of Nova Scotia

Human Resources Management Manual

15.2 Public Service Awards

Managerial and Confidential Employees
An employee who ceases to be employed either by retirement or resignation from
employment, and who is immediately eligible for and immediately accepts a pension
pursuant to the Public Service Superannuation Act, shall be granted a public service
award.

The amount of the Public Service Award provided will be calculated by the following
formula:

One week’s pay (half of bi-weekly salary) for each year of full-time service
to a maximum of 26 full years. The award will include a prorated payment
for a partial year of service.

NOTE: The salary to be used in calculating the amount of the Public Service Award
will be the salary that the employee was receiving at the date of separation.

ENTITLEMENT
The entitlement of an employee to a Public Service Award will be based upon the
employee’s period of service as defined in regulations under the Civil Service Act 1(h),
effective January 1, 1975. However, an employee appointed prior to January 1, 1975 is
entitled to a Public Service Award based upon the period of service credited to and
paid for by him/her under the Public Service Superannuation Act or the period of service
defined in Regulation 1 (h), whichever is greater.

DEATH OF ELIGIBLE EMPLOYEE
If the employee would have been entitled to receive a Public Service Award had he/
she retired from the public service immediately before the date of his/her death, the
Public Service Award to which he/she would have been entitled will be paid:

• to the beneficiary under the Master Group Life Insurance Policy of the
Constellation Assurance Company Limited, Policy No 50976-2 for managerial and
non-bargaining employees

• to the estate of the deceased, if there is no such beneficiary.

PAYMENT TO A TRUSTEE
If the Public Service Award is payable to a person who has not attained the age of 19
or to a person who in the opinion of the Governor-in-Council is not capable of

http://www.gov.ns.ca/legi/legc/statutes/pubsersa.htm
http://www.gov.ns.ca/legi/legc/statutes/civils.htm
http://www.gov.ns.ca/legi/legc/statutes/pubsersa.htm
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managing his/her affairs by reason of infirmity, illness, or other cause, the Governor-in-
Council will direct that the award be paid to a trustee for the benefit of the person
entitled to receive the award.

Bargaining Unit Employees
The Public Service Award for bargaining unit employees is administered in accordance
with the terms of the respective collective agreement.

References
Civil Service Act General Regulations
Public Service Superannuation Act

Enquiries
General Enquiries, Public Service Commission   (902) 424-7660

Approval date: Manual release date:  January 9, 2003

Approved by: Most recent review:  August 8, 2003




