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Employee Orientation Manual 

 

Welcome! 

It is my pleasure to welcome you to the Prince Edward Island Public Service. You can be assured that you 

are a valued member of our dynamic public service team consisting of approximately 3,000 individuals 

in over twenty departments and agencies. Our goal is to provide exceptional public service achieved 

through an engaged, committed workforce. 

Islanders witness our high standards, commitment to service, and dedication to the well-being of our 

province on a daily basis.  As public service employees, we are drawn together through our shared 

commitment to the social and economic prosperity of our province.  

You play an essential role in the delivery of quality service to the citizens of Prince Edward Island. The 

provincial government values strong leadership, teamwork, and respect for clients and employees.          

I trust the opportunities you encounter within the PEI Public Service will assist you in achieving not only 

personal growth but also a high level of professional satisfaction. 

Yours sincerely, 

 

 

Aidan Sheridan,  

CEO, PEI Public Service Commission 

 

 

 

The PEI Public Service Commission has both a publicly available website and an intranet site at 

http://gov.pe.ca/psc and http://iis.peigov/dept/psc/index.html 

Note: We are in the process of moving the bulk of our information from the intranet to the internet 

This document has been designed to direct you to on-line resources wherever possible. This has the twofold 

benefit of ensuring that information is up-to-date and conserving valuable environmental resources. 
 

Last Updated: 2010-10-27 by PSC 
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This employee orientation manual was created jointly by the Department of Innovation and Advanced Learning and 

the PEI Public Service Commission. It replaces the “Employee Handbook” (July 2002). 
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1. Role of the Public Service Employee 

This manual is meant to be a reference guide for you to become more familiar with your unique and 

valued role within Government and your Department. Please use the table of contents to find what 

information you need quickly and view the remaining resources online as you settle into your new 

position.  

 

Both newcomers and experienced employees will find the Employee Orientation Manual helpful. It 

provides an overview of government guidelines, policies, programs and services. Each section introduces 

a subject and directs the reader to either an external or an internal government website for further 

information.  

 

Always feel free to approach your Supervisor or HR unit for additional information or with any questions 

you may have. It is our hope that the resources in this booklet will be valuable throughout your 

orientation and your employment within the PEI public service. 

 

The PEI Civil Service Act is a public document and can be found using the website address:  

www.gov.pe.ca/law/statutes/pdf/c-08.pdf 

 

2. Public Service Commission Human Resource Policy and Procedures Manual 

This Manual has been compiled to provide a current source of reference to employees of government 

departments, crown corporations, and agencies. It is intended to assist management and employees in 

the delivery of human resource policies, services, programs and practices in a fair, equitable, and 

consistent manner. We strongly recommend reading the Human Resource Policy and Procedures 

Manual.  

 

The manual can be found using the following link: 

www.gov.pe.ca/psc/hrppm 

 

3. Collective Agreement 

The Collective Agreement between the Government of Prince Edward Island, the Workers 

Compensation Board of Prince Edward Island, the Island Regulatory and Appeals Commission, and the 

Prince Edward Island Union of Public Sector Employees is one of the documents that outlines the terms 

and conditions of employees within the PEI Public Service. Excluded Supervisory and Confidential 

Employees of the Province of Prince Edward Island have a separate document outlining terms and 

conditions of employment.   

 

An electronic copy of the complete Collective Agreement can be found using the following link: 

www.gov.pe.ca/photos/original/CollectiveAgree.pdf 
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4. Statutory Holidays  

There are 12.5 paid holidays each year. For office-based employees, if a holiday falls on a scheduled day 

off (Saturday or Sunday), your holiday is moved to the following workday. 

 

For more information go to: 

www.gov.pe.ca/photos/original/hrppm_s4.06.pdf 

www.gov.pe.ca/psc/holidays 

 

5. Public Sector Group Insurance Plan 

The PEI Public Sector Group Insurance Plan maintains a web site that guides you in both learning about 

services included in your plan and accessing benefits to which you are entitled. The website offers a 

“guided tour” for you to become familiar with the material maintained on the site.  

 

The address of this site is: 

www.mybenefitplan.ca/PSGIPActives/Home/default.asp 

 

6. Civil Service Superannuation Fund Pension Information 

The PEI Civil Service Superannuation Fund Pension Plan information is maintained on a website. This 

website contains information for members, pensioners, and employers about the pension plan benefits 

and its investments. You will find, in plain language, the information to help you gain a better 

understanding of how your pension plan works. This site is designed to be your first stop for pension 

information. 

 

The address of this site is: 

www.peicssf.ca 

7. IT Security and Recorded Information Management 

There are a set of policies in use to guide PEI Public Service employee actions related to Information 

Security and Protection. It is the responsibility of all employees to know and familiarize themselves with 

the current policies governing IT Security and Recorded Information Management.  

 

Please follow the following link to the Corporate Office of Information Protection’s website: 

http://iis.peigov/itsecurity/policies.php 

 

8. Conflict of Interest Guidelines 

Members of the PEI public service are guided by policies in the province’s Conflict of Interest Guidelines. 

On occasion, there may be a conflict between the protection of public interest and protection of 

employee’s interest. Employees must act in accordance with this code as well as other laws (e.g. 

Criminal Code of Canada; Civil Service Act and Regulations, the Human Rights Act), policies (e.g., 

Workplace Harassment Policy) and directives regarding conduct of civil service employees.  
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A complete copy of the Province’s Conflict of Interest Guidelines at: 

http://iis.peigov/dept/tboard/manual/pdf/sec2001.pdf 

 

9. Freedom of Information and Protection of Privacy Information 

The Freedom of Information and Protection of Privacy Act has two purposes: to make government more 

open and accountable to the citizens of Prince Edward Island and to insure that the personal 

information held by government is protected. The Act covers the records of all departments, agencies, 

boards, commission and crown corporations of the provincial government. A records is "a record of 

information in any form and includes: books, documents, maps, drawings, photographs, letters, 

vouchers, notes, images, audiovisual recordings, x-rays and papers and any other information that is 

written, photographed, recorded or stored in any manner". 

 

Use the link below to learn more about FOIPP and its implementation: 

www.gov.pe.ca/attorneygeneral/index.php3?number=1024336&lang=E 

 

10. Diversity and Equity Policy 

The Government of Prince Edward Island is committed to providing a positive workplace which 

recognizes, respects, and accommodates diversity of individuals. This effort will foster the development 

of a public service that is representative of the diverse population it serves and lead to fair access to 

employment within the Public Service. The PEI Public Service Commission is pleased to promote this 

government-wide Diversity and Equity Policy.  

 

To view the policy, go to www.gov.pe.ca/photos/original/hrppm_s7.02.pdf  

To view the Diversity Website, go to www.gov.pe.ca/diversity 

11. Employee Assistance Program 

The Employee Assistance Program (EAP) offers confidential, professional counseling services to an 

employee to help resolve problems that affect the employee’s personal life and may affect work 

performance. The program is completely voluntary and confidential. EAP also offers wellness training 

sessions in the workplace. 

 

For more information, details about programs, and accessing services covered in the Employee 

Assistance Program, follow the URL below to the EAP site: www.gov.pe.ca/psc/eap 

 

12. Policy for the Prevention and Resolution of Harassment in the Workplace 

The Government of Prince Edward Island and the Union of Public Sector Employees have jointly 

developed a policy for the Prevention and Resolution of Harassment in the Workplace. The purpose of 

this policy is to: 

• Promote, establish and maintain a harassment free workplace. 

• Provide procedures for investigating and resolving complaints of harassment, 

and remedying situations where instances of harassment occur. 



  

6 | P.E.I. Public Service Employee Orientation Manual, 2010 

 

• To meet the Government of Prince Edward Island’s ethical and legal 

obligations to provide a harassment free work environment. 

 

To review a complete copy of this policy and how it applies specifically to your day to day work activities 

and overall work environment, follow the address below:  

www.gov.pe.ca/photos/original/hrppm_s7.01.pdf 

 

13. Occupational Health and Safety Program 

The purpose of this program is to protect employees’ health and safety while they are at work and to 

keep it paramount in all activities associated with that work.  Government recognizes and values the 

knowledge and skills of employees with regard to performing their jobs safely and will promote a 

workplace culture where employees are supported and encouraged to contribute to health and safety 

programs and initiatives.  

 

Follow the link below to learn more about the Occupational Health and Safety Program: 

www.gov.pe.ca/psc/ohs  

 

14. Learning and You 

Government demonstrates its commitment to lifelong learning and career development by providing 

financial support to further employee learning. Additionally, there are many fully funded courses 

available to employees. Please visit our Learning and You website to view a complete list of programs 

and courses as well as learning supports. 

 

Follow the link below to learn more about our Learning and You programs: www.gov.pe.ca/psc/learn  

 

15. “Government 101” 

Three Branches of Government 

A. Legislative 

B. Executive 

C. Judiciary 

 

The Legislative Assembly 

A. Current Members 

 

The Work of Government 

A. Roles of Committees 

B. Types of Committees 

C. Government Departments  
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All types of governance balance many key elements of varying complexities. From global organizations 

to town councils and all levels in between – we are all interconnected. Within Canada, we are governed 

by the Canadian constitution, the Charter of Rights and Freedoms, our federal, provincial and aboriginal 

governments, and municipal laws.   

Three Branches of Government 

As PEI public service employees, we should have a working knowledge of the organization of provincial 

government and how “the work gets done” here at home. There are three components of provincial 

government: 

A. Legislative  

• Elected members of the Legislative Assembly 

• Currently, 27 members 

• Responsibilities include: passing laws under provincial jurisdiction, approving spending and 

revenue for government, holding the premier and cabinet accountable, debating issues of 

public concern 

 

B. Executive 

 

• The Premier and Executive Council (Cabinet) 

• Ministers of provincial government departments  

• Responsibilities include:  leadership in making laws, leadership in government departments 

that deliver programs and services mandated by provincial laws 

• Must have the support of the Legislative Assembly 

 

C. Judicial 

 

• Supreme Court and Provincial Courts of PEI 

• This branch is not directly accountable to either the Legislative or Executive branches of 

government.  

• Responsibilities include: interpreting federal, provincial and municipal laws, and 

administering those laws 

 

The Legislative Assembly 

 

Current Members 

There are currently 27 elected members of the Legislative Assembly; one for each electoral district in 

the province. For a complete list of the electoral districts and the elected member of the legislative 

assembly (MLA), use the following url as a resource: www.assembly.pe.ca/members/index.php 
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After more than a hundred and twenty-five years, the provincial legislature has established a relatively 

“normal” life cycle in a typical year. The processes of writing laws, investigating issues, initiating projects 

and programs, and monitoring the current budget while preparing the one for the following year are 

major activities of the provincial government. The following graphic illustrates activities of government 

in a standard year in office.  

 

The Work of Government 

A. Roles of Committees – Committees have always been important in completing the work of 

government in PEI. It would not be efficient for all members of government to be involved in all 

the aspects of the government’s work. Committees do some of the investigative work for 

governments, engage public debate, and hold the government accountable to the people of the 

province.  

 

B. Types of Committees 

i. Standing Committees: The Legislative Assembly assigns duties to Standing Committees and 

has rules which empower standing committees to act on behalf of the entire House in 

certain matters. If the majority of members on a committee are in agreement, a Standing 

Committee can also investigate related matters as deemed appropriate.  

Examples include: Executive Council, Treasury Board, Legislative Review Committee, and 

Strategic Planning Committee.  
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ii. Special Committees: These committees exist for a shorter term and are created for a single, 

specific purpose only. They disband when their purpose is accomplished and their report is 

received by the Legislative Assembly.  

 

iii. Committee of the Whole House: All elected officials meet in the chamber to consider each 

clause of a proposed bill and examine it in detail.  

 

C. Government Departments – The PEI Government is currently divided into 12 government 

departments. The Minister of each department is an elected member of the Legislative 

Assembly and assigned to a department by the premier. The Premier and Ministers compose 

Executive Council; commonly known as “the Cabinet”. Each department consists of a deputy 

minister and may contain senior directors, directors, managers, and front line staff.  

 

The PEI Government Departments are: 

• Agriculture 

• Justice & Public Safety 

• Innovation and Advanced Learning 

• Education and Early Childhood Development  

• Environment, Energy and Forestry 

• Fisheries, Aquaculture and Rural Development 

• Health and Wellness 

• Finance and Municipal Affairs 

• Community Services, Seniors and Labour 

• Tourism and Culture 

• Transportation and Infrastructure Renewal 

• Public Service Commission 

• Executive Council  

16. Orientation Checklist 

See next page for the “Orientation Checklist for New Employees”. 
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