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In spring 2012, the Public Service Commission (PSC), the central human resources 
department of Government with oversight responsibility for the content of Manual 
500, undertook some changes to the Manual.  

Manual 500 is one of four corporate administrative policy manuals administered by 
Treasury Board.  The PSC pursued the changes to Manual 500 in close collaboration 
with Treasury Board Office and Executive Council Operations staff.

The changes resulted in the repeal and removal of some policies and the 
reorganization of some of the remaining contents.  Policies were generally removed 
because the information they contained was more complete and up-to-date in 
other, often more authoritative sources such as legislation, regulations and collective 
agreements.  There are no changes to the provisions that had been set out in the 
policies.  Rather, the redundant policies have been removed and managers and 
employees are now being redirected to the best sources of policy information on 
those topics.    

In addition to the removal of policies, the PSC has reorganized the Manual’s contents.  
This includes the renaming of some chapters to better align with the PSC’s core 
human resources functional areas and the relocation of some policies across chapters 
to align with the new chapter names.   In this process, there were minor changes of a 
housekeeping nature made to some policies in the Manual.  However, the substantive 
content of policies and the provisions they set out has not changed.

Policies Removed from Manual
The policies that have been removed from the Manual are identified here, along with 
links to alternate sources of information on the topics that had been covered by 
those policies.  Links that are common to information sources for multiple topics are 
provided at the end of the section.

 CLASSIFICATION POLICY

•	 Bargaining	unit	employees	–	refer	to	respective	collective	agreements	(see	link	at	
end of this section)

•	 Non-bargaining	unit	employees	in	Excluded	Classification	(EC)	Pay	Plan	positions	
–	refer	to	the	Public	Service	Commission	intranet	site:		

	 http://iweb.psc.gov.ns.ca/sites/default/files/Job%20Evaluation%20Quality%20
Assurance%20Process.pdf

http://iweb.psc.gov.ns.ca/sites/default/files/Job%20Evaluation%20Quality%20Assurance%20Process.pdf
http://iweb.psc.gov.ns.ca/sites/default/files/Job%20Evaluation%20Quality%20Assurance%20Process.pdf
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 OVERTIME POLICY

•	 Bargaining	unit	employees	–	refer	to	respective	collective	agreements	(see	link	at	
end of this section)

•	 Non-bargaining	unit	employees	–	refer	to	the	Civil	Service	Act’s	General	Civil	
Service Regulations (see link at end of this section)

 JOB SHARING POLICY

•	 Bargaining	unit	employees	–	refer	to	respective	collective	agreements	(see	link	at	
end of this section)

•	 Non-bargaining	unit	employees	–	refer	to	the	Civil	Service	Act’s	General	Civil	
Service Regulations (see link at end of this section)

 EMPLOYEE ASSISTANCE PROGRAM (EAP) POLICY

•	 Refer	to	the	EAP	page	on	the	Public	Service	Commission	website:
	 http://www.gov.ns.ca/psc/employeeCentre/eap/

 SMOKE-FREE WORKPLACE POLICY

•	 Refer	to	the	Smoke-free	Places	Act:
	 http://nslegislature.ca/legc/statutes/smokfree.htm

 PERSONAL PROTECTION POLICY

	 Refer	to	the	following:
•	 Occupational	Health	and	Safety	Act’s	Violence	in	the	Workplace	Regulations:	

	 	 http://www.gov.ns.ca/just/regulations/regs/ohsviolence.htm

•	 Respectful Workplace Policy 

	 	 http://www.gov.ns.ca/treasuryboard/manuals/PDF/500/50409.pdf
 SPECIAL LEAVE POLICY

•	 Bargaining	unit	employees	–	refer	to	respective	collective	agreements	(see	link	at	
end of this section)

•	 Non-bargaining	unit	employees	–	refer	to	the	Civil	Service	Act’s	General	Civil	
Service Regulations (see link at end of this section)

 TIME-OFF LESS THAN ONE DAY POLICY

This policy contained information on time-off that can be granted to attend medical or 
dental appointments, vote in an election and participate in blood donor clinics.  

For	information	on	time-off	for	medical	or	dental	appointments:

•	 Bargaining	unit	employees	–	refer	to	respective	collective	agreements	(see	link	at	
end of this section)

•	 Non-bargaining	unit	employees	–	refer	to	the	Civil	Service	Act’s	General	Civil	
Service Regulations (see link at end of this section)

http://www.gov.ns.ca/psc/employeeCentre/eap
http://nslegislature.ca/legc/statutes/smokfree.htm
http://www.gov.ns.ca/just/regulations/regs/ohsviolence.htm
http://www.gov.ns.ca/treasuryboard/manuals/PDF/500/50409.pdf
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For	information	on	time-off	to	vote	in	an	election:
	•	Refer	to	the	Canada	Elections	Act	
	 http://laws-lois.justice.gc.ca/eng/acts/E-2.01/index.html
•	 Refer	to	the	Elections	Act	(Nova	Scotia)
	 http://nslegislature.ca/legc/bills/61st_3rd/3rd_read/b059.htm

For	information	on	time-off	to	participate	in	blood	donor	clinics:
•	 Refer	to	the	Healthy	Workplace	page	on	the	PSC’s	website	
	 http://www.gov.ns.ca/psc/employeeCentre/healthyWorkplace/workplaceCulture.

asp
 PROVINCIAL APPOINTEE LIABILITY POLICY

•	 Refer	to	the	Civil	Service	Act:
	 http://nslegislature.ca/legc/statutes/civils.htm

 PUBLIC SERVICE AWARDS POLICY 

•	 Bargaining	unit	employees	–	refer	to	respective	collective	agreements	(see	link	at	
end of this section)

•	 Non-bargaining	unit	employees	–	refer	to	the	Civil	Service	Act’s	General	Civil	
Service Regulations (see link at end of this section)

Information Links
 COLLECTIVE AGREEMENTS

•	 http://www.gov.ns.ca/psc/employeeCentre/collectiveAgreements/
 CIVIL SERVICE ACT’S GENERAL CIVIL SERVICE REGULATIONS

•	 http://www.gov.ns.ca/just/regulations/rxaa-l.htm#civsvc

Casual and other direct employees of government should also refer to the Labour 
Standards Code for information on applicable topics covered by policies that have 
been removed from the Manual.
•	 http://nslegislature.ca/legc/statutes/labourst.htm

Contract employees should also refer to the specific terms of their contracts.

Managers and employees should also refer to the Public Service Commission website 
for information on other programs and services administered by the PSC.
•	 http://www.gov.ns.ca/psc/

http://laws-lois.justice.gc.ca/eng/acts/E-2.01/index.html
http://nslegislature.ca/legc/bills/61st_3rd/3rd_read/b059.htm
http://www.gov.ns.ca/psc/employeeCentre/healthyWorkplace/workplaceCulture.asp
http://www.gov.ns.ca/psc/employeeCentre/healthyWorkplace/workplaceCulture.asp
http://nslegislature.ca/legc/statutes/civils.htm
http://www.gov.ns.ca/psc/employeeCentre/collectiveAgreements
http://www.gov.ns.ca/just/regulations/rxaa-l.htm#civsvc
http://nslegislature.ca/legc/statutes/labourst.htm
http://www.gov.ns.ca/psc
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