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The Employee Handbook is a quick reference
guide to the Department of Communications.

It provides an overview of the Department,
including its mission, values, services and
structure. The Handbook will also acquaint you
with your rights and responsibilities as a public
service employee.

Newcomers and experienced employees will
find the Handbook helpful. The book cannot
explain every detail about the Department, but it
will tell you where to find additional information
when you need it. As well, your supervisor can
answer any questions you may still have.

We hope you enjoy reading the Handbook
and that it serves as a valuable information tool.

About the
Handbook




The
Department of
Communications

We could start by building
a railway.

We keep Canadians in touch with one
another and the world by promoting and
developing Canada’s telecommunication systems
and by supporting Canadian cultural expression.

The heart of the Department’s business
involves making Canada stronger by linking
communications and culture.

Our activities and responsibilities are diverse,
ranging from designing a microwave-powered
airplane to financing cultural events and
restoring 17th century tapestries.

We recognize the important relationship
between communications and culture. The
enormous size of our nation, its regional
differences and a constantly changing tech-
nological environment, make our services
essential to the development of Canada.

The Department actively develops and
promotes new communication systems. We are
also responsible for establishing guidelines for
existing and future communication technologies.
This often involves working with international
agencies to regulate the use of airwaves and
satellite channels.

In conjunction with agencies and Crown
corporations, the Department administers and
develops cultural programs and policies by
lending support to Canadian artists, art



organizations, cultural industries and heritage
institutions. New opportunities are also explored
to preserve Canada’s heritage, such as
strengthening our film, sound, craft, book and
periodical industries.

To ensure our responsibilities are fulfilled,
we have developed a Mission Statement — a
clear vision of our purpose and goals. Our
mission is: Nation-building: Helping Canadians
share their ideas, information and dreams.

In order to carry out this mission, a set of
operating principles were created, as follows:
Serving the public is our first priority. To do this
effectively we value individuals and care about
their needs. Other essential operating principles
are good management, effective commu-
nications, team work, shared values and
recognition of achievement.




A Brief History

The Department was created in 1969 when
the government consolidated communication
responsibilities of the Privy Council Office, the
Department of Transport and the Defence
Research Board.

During its first 11 years, the Department was
concerned with the technological and broad-
casting side of communications. We helped
develop a variety of telecommunication and
space technologies, such as satellites and later,
the space shuttle’s Canadarm.

Many of our developments have been truly
innovative. We won an Emmy Award in 1987 for
experiments with Hermes, a high-powered
satellite that allows direct broadcasting via
satellite. Our Spectrum Management System is
used by many countries to control their own
radio frequency spectrum.

One of our more recent initiatives, the
Canadian Workplace Automation Research
Centre (CWARC), is involved in the rapidly
growing field of office automation, producing
equipment such as an electronic filing system
and a computer that reads text aloud for the
blind.

Our responsibilities were extended in
July 1980 when the Prime Minister, recognizing
the close link between communications and
culture, transferred the government’s arts and
culture program from the Department of the
Secretary of State. In 1987, added respon-



sibilities were given to the Department when the
Canadian Conservation Institute, the Canadian
Heritage Information Network and the Museum
Assistance Programme of the National Museums
of Canada were transferred.

Since then, the Department has used its
communications expertise to link artists to their
audiences through technology. We also conduct
and financially support various arts programs. As
well, we help amend laws such as the Copyright
Act, to give artists’ works and computer software
greater protection from piracy.

Today, the Department has more than 2,500
employees located at Headquarters (Ottawa), the
Communications Research Centre at Shirley’s
Bay, Ontario, CWARC (Laval, Quebec), the
Canadian Conservation Institute (Ottawa), the
Certification and Engineering Bureau (Ottawa)
and regional and district offices across Canada.
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The Public Service

The public service mandate is determined by
legislation enacted by Parliament.

Each department is headed by a Cabinet
Minister who establishes the organization’s
policy, direction and priorities. The Deputy
Minister is responsible for managing the
Department as it carries out the objectives of the
Minister and the Cabinet.

Employees of the Department report to their
supervisors, who are accountable through
various levels of management to the Deputy
Minister.

As a federal government employee, you
might be interested in other departments and
agencies directly affecting you.

Treasury Board Secretariat (TBS)

The Treasury Board Secretariat manages the
finances of the public service by designing
expenditure plans, formulating policy and
determining operational spending priorities. TBS
provides Cabinet with analysis and reviews of all
departmental expenditures. TBS is also the
formal employer for all public servants. As
employer, it has final authority over the
classification of positions, compensation policy,
human resource utilization, pensions, insurance
and staff relations, including the negotiation of
collective agreements.



Public Service Commission (PSC)

The PSC is a service agency for the
personnel-related needs of federal departments.
Governed by the Public Service Employment
Act (PSEA), it is responsible for the recruitment,
selection, training, promotion and transfer of
employees. The PSC hears appeals in respect to
alleged breaches of the PSEA, and investigates
harassment complaints.

Public Service Staff Relations Board (PSSRB)

The PSSRB regulates labour relations in the
federal public service. The Board was created by
Parliament to act as an independent, neutral third
party to settle disputes between labour and
management, and to certify bargaining agents.
The Board reports directly to Parliament.

Canadian Human Rights
Commission (CHRC)

All Canadians have the right to work in an
environment free of harassment or dis-
crimination on the basis of sex, race, national
origin, colour, religion, age, marital or family
status, disability or conviction for which a
pardon has been granted.

The Commission promotes equal opportunity
and investigates complaints in all areas under
federal jurisdiction, including harassment or
discrimination in government departments, inter-
provincial companies and Crown corporations.
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Health and Welfare Canada (HWC)

HWC ensures the social security and quality
of life for all Canadians.

Its Public Service Health Program researches
employee health issues, such as the quality of
indoor air and the removal of asbestos insulation.

The Medical Services Branch of HWC offers
health care to federal public servants, registered
native and Inuit people, international travellers,
and the physically disabled.

Supply and Services Canada (SSC)

SSC is the government’s purchasing agent
for goods and services. It is also responsible for
payroll and various advisory services to
departments.

Labour Canada

Labour Canada administers the Canada
Labour Code which regulates union-manage-
ment relations in private sector areas under
federal jurisdiction (e.g. Crown corporations,
banks, airlines etc.).

It also enforces minimum standards in the
workplace and regulates occupational safety and
health for public and private sector employees.



Office of the Commissioner of
Official Languages

The Commissioner of Official Languages
takes all actions and measures necessary to
ensure recognition of the status of official
languages and compliance with the Official
Languages Act. The Commissioner investigates
complaints to maintain Canada’s official
language policy in government institutions. He
or she then may initiate court proceedings.
The Commissioner also reports and makes
recommendations to Parliament.
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time.
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Corporate Structure
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The Department’s six sectors are each
headed by an Assistant Deputy Minister (ADM)
who is accountable to the Deputy Minister (DM).

Each sector’s services are administered by its
branches which are usually headed by a Director
General. The various duties of the branches are
usually split among divisions headed by
Directors.

Corporate Policy (SADM)

The Corporate Policy sector, headed by the
Senior Assistant Deputy Minister, is responsible
for managing the planning, development,
implementation and communication of policies,
legislation and programs, both domestically and
internationally. This involves directing the
corporate strategic planning process, co-
ordinating departmental policy endeavours, and
managing legislation, parliamentary business and
liaison with Cabinet and the central agencies in
order to facilitate successful consideration of the
Minister’s initiatives by Cabinet and Parliament.

Other important roles include developing and
managing relationships between the Department
and provincial and territorial governments in
order to advance federal policies and priorities in
communications and culture, and promoting
Canadian interests internationally. A fourth role
is to ensure the general public and client groups
within Canada and abroad are aware of
departmental policies and programs, have an



i Deputy Minister
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equitable opportunity to benefit from the
Department of Communications’ programs, and
can participate in the policy-making process.
Other activities include the ongoing
evaluation of programs and operations
performance through internal audit and program
evaluation studies. Activities of this nature
demonstrate the value for money achieved by
past expenditures and help ensure policies and
programs are effective, efficient and economical.

Corporate Management (ADMCM)

The Corporate Management sector is
responsible for providing support and advice to
employees in carrying out the Mission of the
Department through proper management
practices and control. Its services include
administration, informatics, finance, security
services, technical services, site services and
library services at CRC and Headquarters.

As well, this sector includes the Human
Resources Management branch which deals with
staffing, classification, pay and benefits, official
languages, human resources planning, training,
career development, employee assistance,
internal communications, staff relations and
translation services.

The sector is also responsible for co-
ordinating management improvement studies and
plans, submitting annual administrative and
financial plans to the various central agencies,



developing information services, and providing a
multi-purpose computing facility. In addition, it
is in charge of directing and supporting other
departments and agencies in electronic
communication security matters, providing
secretariat services for administering the Access
to Information Act and the Privacy Act, and
formulating policies in the area of finance,
personnel, administration and informatics. For a
complete list of Corporate Management sector
services, see page 54.

Cultural Affairs and Broadcasting (ADMAC)

The Cultural Affairs and Broadcasting sector
seeks to foster an environment that enhances the
capacity of Canada’s artists and creators to
communicate to their fellow citizens and the
world, the works that express their distinctively
Canadian vision of life.

Through policies and programs, the sector
encourages artistic development in Canada in the
fields of broadcasting and cable, film, video,
sound recording, publishing, copyright, cultural
heritage and the performing, literary and visual
arts. It also provides professional, technical and
financial assistance to publicly owned museums
and art galleries across Canada.

Cultural industries, artists and performers are
assisted by programs and financial support
services such as: the Book Publishing Industrial
Development Program, the Canadian Film and

15
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Breakfast with an engineer.
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Video Certification Office, the Moveable Cul-
tural Property Secretariat, the Cultural Initiatives
Program, the Museum Assistance Programme,
and the Sound Recording Development Program.

Summits and Development (ADMSD)

The Summits and Development sector co-
ordinates the Department’s activities in
communication-related projects of the Franco-
phone and Commonwealth Summits. It also co-
ordinates all departmental activities in Quebec,
including those of CWARC.

The Department has shared its com-
munication expertise for such projects as
international centres for distance education,
which enable post-secondary institutions to
receive courses from other countries through the
use of technology.

Technology, Research and
Telecommunications (ADMTR)

This sector is responsible for research and
development in communication and informatics
technologies and the design of Canadian
telecommunications policy.

The sector also offers programs to encourage
Canadian companies, health and education
institutions and other organizations to develop
and apply new technologies such as the
Blissphone, a telephone service for the speech
impaired.



The Government Telecommunications
Agency (GTA) is also the responsibility of this
sector. It co-ordinates and manages the federal
government’s telecommunications network,
providing services such as electronic mail,
telephone and data facilities.

Spectrum Management and Regional
Operations (ADMSR)

Spectrum Management controls the use of
one of Canada’s most valuable natural resources
— the radio frequency spectrum.

The airwaves are managed in Canada under
international regulations to ensure there is room
for future users, innovative services and
emerging technologies. On the international
level, and through participation as a working
member of the International Telecommunication
Union (ITU), Canada secures adequate and
appropriate spectrum and satellite orbit access.

Domestically, the sector provides spectrum-
related services to over one million clients from
the public, industry and government. Employees
at our five regional offices and 44 district and
sub-offices issue radio station licences,
investigate radio interference and inspect radio
stations. These management services enable
interference-free operation of applications as
diverse as televisions and garage door openers.

In addition, these offices ensure the delivery
of all other departmental programs to Canadians.

17




Atlantic Region

* Atlantic Regional Office
Tth Floor, Terminal Plaza Bldg.
P. O. Box 5090, 1222 Main St.
Moncton, NB
EIC 8R2
(506) 857-6522

s Charlottetown District Office
3rd Floor, Dominion Bldg.
97 Queen St.
Charlottetown, PEI
Cl1A 4A9
(902) 566-7007

= Halifax District Office
9th Floor, Willow Tree Tower
6009 Quinpool Rd.
Halifax, NS
B3K 5J7
(902) 426-2956

»  Saint John District Office
Room 337, Customs Building
P. O. Box 7285, Station A
189 Prince William St. %;‘f
Saint John, NB

E2L 486 .
(506) 648-4900

* St John's District Office
2nd Floor, Building 302
P. O. Box 9277, Station B
St. John's, NFLD
AlA 2X9
(709) 772-5351
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Quebec Region

* Quebec Regional Office
295 St-Paul St. E.
Montreal, PQ
H2Y 1H1
(514) 283-7983

*  Montreal District Office
12th Floor, East Tower
Complexe Guy-Favreau
200 René Lévesque Blvd, W,
Montreal, PQ
H2Z 1X4
(514) 283-2112

*  Quebec District Office
5th Floor
1141 de I'Eglise St.
Ste-Foy, PQ
G1V 3W5
(418) 648-3715

= Sherbrooke District Office
Room 401
1650 King St. W.
Sherbrooke, PQ
J112C3
(819) 564-5540

e Chicoutimi District Office
942 Chabanel St. #1
Chicoutimi, PQ
G7H 5W2
(418) 549-5781
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+ Ontario Regional Office
9th Floor
55 St. Clair Ave. E.
Toronto, ON
M4T IM2
(416) 973-6280

* Toronto District Office
9th Floor
55 St. Clair Ave. E.
Toronto, ON
M4T IM2
(416) 973-6270

¢ Hamilton District Office

Room 210-135 James St. S.

Hamilton, ON
L8P 276
(416) 572-2389

* Belleville District Office

P.O. Box 380
Suite 2, 3rd Floor

20

Ontario Region

280 Pinnacle St.
Belleville, ON
K8N 5A5

(613) 969-3632

Kitchener District Office

5th Floor, 30 Duke St. W.

Kitchener, ON
N2H 3W5
(519) 745-7722

London District Office
Government of Canada
Bldg.

1112-451 Talbot St.
London, ON

N6A 5C9

(519) 645-5088

Sault Ste-Marie District Office
P.O. Box 727

Station Tower, 421 Bay St.
Sault Ste-Marie, ON

P6A 5N3

(705) 254-7411

Ottawa District Office
Room 100B, Trebla Bldg.
473 Albert St.

Ottawa, ON

KIR 5B4

(613) 998-4115



Y Central Regional Office

200-386 Broadway Ave.
Winnipeg, MB
R3C3Y9

(204) 983-4081

Winnipeg District Office
200-386 Broadway Ave.
Winnipeg, MB

R3C 3Y9

(204) 983-5590

Regina District Office
1020-2002 Victoria Ave.
Regina, SK

S4P OR7

(306) 780-5007

Saskatoon District Office
Room 1220

606 Spadina Cres. E.
Saskatoon, SK

S7K 3H1

(306) 975-4893

Central Region

Edmonton District Office
Suite 1610

9700 Jasper Ave.
Edmonton, ALTA
TST4C3

(403) 495-2470

Calgary District Office
P.O. Box 2905

Postal Station M
820-220 4th Ave. SE
Calgary, ALTA

T2P 2M7

(403) 292-4207

Grande Prairie District
Office

8th Floor, 9909-102 St.
Grande Prairie, ALTA

T8V 2V4

(403) 532-3533

Yellowknife District Office
Precambrian Bldg.

10th Floor

P. O. Box 2700
Yellowknife, NWT

X1A 2R1

(403) 920-6603
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Pacific Region

* Pacific Regional Office
1700-800 Burrard St.
Vancouver, BC
V6Z 217
(604) 666-5423

« Lower Mainland District Office
1700-800 Burrard St.
Vancouver, BC
V6Z 217
(604) 666-5442

s Vancouver Island District Office
224-816 Government St.
Victoria, BC
VEW W9
(604) 388-3805

« Okanagan District Office
Federal Bldg.
304-471 Queensway
Kelowna, BC
V1Y 655
(604) 861-6037

*  North Central B.C. District
Office
707-299 Victoria St.
Prince George, BC
V2L 5B8
(604) 561-5291

+ Skeena District Office

583-309 2nd Ave. » Kootenays District Office *  Yukon District Office
Prince Rupert, BC Federal Bldg. Polaris Building
V&J 3T1 293-101 10th Ave. S 201-4133 4th Ave.
(604) 627-3045 Cranbrook, BC Whitehorse, Yukon
VIC 2N1 YI1A IH8
(604) 426-8908 (403) 667-5102

22



O
The following agencies and Crown Portfolio Agencies

corporations report directly to the Minister of
Communications.

Agencies

The Canadian Radio-television and
Telecommunications Commission (CRTC)

Under the authority of the Broadcasting Act,
the CRTC regulates and supervises Canada’s
broadcasting system, including the areas of
content, extension of services, cable service, and
native and ethnic programming.

The Commission can issue, renew and
impose conditions to amend, suspend or revoke a
broadcasting licence. It also regulates the rates
Canadians pay for telecommunication services,
the quality of service, and the number of
suppliers available.

The National Film Board (NFB)

The NFB’s main goal is the production of
films that respond to public interests or needs,
such as the controversial If you love this planet.

The Board also conducts technical research
and develops projects to advance the art and
technology of audio-visual communication. It
encourages Canadian artistic and technical skills
in this area.

23
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I think we can get more funds by
declaring it a heritage site.
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The National Library of Canada

The Library provides an extensive collection
of Canadian publications in various media,
including sound recordings.

Although the Library is located in Ottawa,
video-disc technology and on-line computer sys-
tems give all Canadians access to its collections.

The Library also holds exhibitions and
special events that support Canadian studies or
present the cultures of other countries.

The National Museums of Canada (NMC)

The NMC arranges exhibits and programs to
be displayed in Canada’s national museums and
galleries. It provides funding and technical
assistance to hundreds of galleries, museums and
other related institutions. The NMC develops,
maintains and makes known, throughout Canada
and internationally, the collections housed in our
national museums.

Once the NMC is dismantled and the new
museums legislation enacted, the four national
museums will be established as autonomous
entities. These four museums are: the National
Gallery of Canada (including the Canadian
Museum of Contemporary Photography), the
Canadian Museum of Civilization (including the
Canadian War Museum), the National Museum
of Science and Technology (including the
National Aviation Museum), and the National
Museum of Natural Sciences.



The National Archives of Canada

The Archives, Canada’s oldest cultural agen-
cy, stores private and public records of national
significance. These records are available for
public viewing and research.

The Archives also organizes exhibitions and
displays of its materials across the country.

The Canadian Cultural Property Export
Review Board (CCPERB)

The CCPERB hears appeals concerning
applications for export permits and renders
decisions, for tax purposes, about the national
significance of objects donated to museums,
archives and libraries. The Secretariat to the
Board is located in the Department.

Crown corporations

The Canada Council

The Council helps develop the careers of
Canadian artists by providing programs to
support individuals and artistic organizations.
The council also co-ordinates the nation’s
involvement in UNESCO, a United Nations’
agency promoting educational and scientific
activities.

25
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The Canadian Broadcasting
Corporation (CBC)

The CBC/Radio Canada is the nation’s
public radio and television broadcasting service.
The CBC offers programming in both official
languages that is predominantly Canadian in
content and character.

Telefilm Canada

Canada’s rapidly growing film industry is
financially assisted by Telefilm Canada. This
corporation helps develop, produce, promote and
distribute Canadian motion pictures and
television productions.

The National Arts Centre (NAC)

The NAC arranges and sponsors concerts,
drama and other performances in the National
Capital Region. The Centre also sponsors tours
and broadcasts many of its performances over
radio and television.



This section will acquaint you with various Employee
elements of employment and opportunities .
available for professional development. Relations

Your Supervisor

If you are new to the Department of
Communications, your supervisor will explain
your job duties and help you adjust to the new
work environment. He or she is trained to assist
you in meeting your position’s work standards. If
you have any problems or questions, discuss
them immediately with your supervisor.

Probationary Period

All new employees are subject to a
probationary period to ensure they are suitable
for the job. The period usually lasts six to twelve
months, depending on the position and
occupational category. Employees who are
unable to meet the standards of the job are
released or offered more suitable positions.

Performance Appraisal
Once a year, all employees receive a formal,
written evaluation from their supervisor.
Informal performance appraisals, in the form of a
discussion or small review, should take place
periodically.
Performance appraisal is an ongoing two-
way process. Both you and your supervisor
should discuss your performance objectives, 27
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potential.

achievements and concerns. Performance
appraisal is designed to help you succeed in your
career.

Training

You may be given an opportunity for job
training and career development in areas such as
trade skills, second language, supervisory or
management orientation training.

If you are interested in training, discuss with
your supervisor how it relates to your job and
career objectives.

Career Opportunities

Employees of the Department can apply for
other career opportunities throughout the public
service. Positions are usually staffed through the
competitive process and employees are informed
of available positions through posters which are
displayed on most bulletin boards.

These posters list basic information such as
position classification, duties, skills and language
requirements as well as where to apply. Only
candidates who apply by the closing date and
meet the requirements established for screening
purposes will be given further consideration. The
competitive process will measure the degree to
which each candidate possesses the qualifi-
cations required for the position. The candidate
achieving the highest score will be offered the
position.



Secondments or acting assignments in other
jobs can help diversify your experience. Inform
your supervisor if you are willing to assume
additional responsibilities.

You can also obtain another position through
a lateral transfer. You may request a transfer
through your sector’s Personnel Advisor, your
Regional Personnel Office or the Public Service
Commission.

Internal Communications

Employee communications is a high priority
for the Department, which is committed to
keeping its employees updated on developments
and achievements in all sectors.

Information Services (DGIS) provides the
public with information about departmental
programs and objectives. It is also responsible
for Communications Express, a blmonthly
employee newspaper.

Employees are encouraged to submit articles,
as well as their comments, to the newspaper’s
editor. Employees can express their ideas on
issues concerning the public service in the
newspaper’s “Open Forum” column. Employees
at Headquarters can also make use of the
Suggestion Box located in the main lobby.

29
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In addition, Communigrams and memos
announce events or new developments within the
Department.

From time to time, Info Lunches are also held
at Headquarters as an additional mechanism to
convey information. Employees bring their
lunches and meet guest speakers who describe
sector programs and initiatives.

Supervisors are also a valuable source for
Department information.



Terms and conditions of employment are
determined by union-management negotiations,
management policy and legislation. This section
briefly outlines these terms. Consult Staff
Relations (DSR), your Regional Personnel
Office or union representative for more detailed
information.

Collective Agreement

Most employees are represented by a union,
except those employed in specially designated
management or confidential positions. The union
negotiates on your behalf with Treasury Board
concerning all terms and conditions not covered
by legislation.

All members of bargaining units (a des-
ignated group of employees represented by a
union) receive a copy of the collective agreement
from Staff Relations (DSR) or the Regional
Personnel Office. Non-bargaining unit employ-
ees are entitled to a compensation package
established by Treasury Board, based on
occupational group and level.

Hours of Work

Your supervisor will outline hours of work
and a method for recording attendance. These are
determined by departmental policy, management
approval and the collective agreement.

Terms of
Employment

We
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Good news, Smitsberg! The boss

agrees you should have a bigger
paycheque.

31



32

Pay and Benefits

Each occupational group and level has its
own salary range established by Treasury Board
or through negotiations with the union.
Paycheques are given every two weeks, 26 times
a year. Most employees can expect their first
paycheque within 10 working days of their first
day of employment. If you do not receive it, you
may request a salary advance of not more than
two-thirds of your gross weekly salary.

You will likely start at the low end of the
salary scale, but your supervisor may
recommend an annual or semi-annual raise.
Recommendations are based on work
performance.

Some employees may be entitled to merit
salary increases, performance pay and
exceptional performance bonuses. Recom-
mendations for these increases are made by a
departmental review committee and must be
approved by the Deputy Minister.

Job Descriptions and Classifications

All public service positions have detailed
descriptions of their requirements and functions.
Job descriptions are prepared by managers and
sent to Personnel Operations (DPO) or to the
Regional Personnel Office.

DPO or the Regional Personnel Office will
analyze the job description and place it into an



occupational group standard. These clas-
sification standards are consistent throughout
the public service, ensuring all employees are
paid fairly.

Pay Supplements

Employees may be entitled to supplements
which increase their basic pay. To find out if you
are entitled to a pay supplement, consult your
supervisor, collective agreement or terms and
conditions of employment.

Bilingualism Bonus

Employees in a position designated as
bilingual, who meet the Public Service
Commission standards for a second language,
are entitled to an $800 bonus per year.

Overtime

You may be compensated with cash or
equivalent time off for overtime work, providing
it is authorized in advance by your supervisor.
Eligibility depends on your position, occu-
pational group and level. You may also receive a
meal allowance if you work overtime.

Acting Premiums

If you are requested by management to
perform the duties of a higher position for a
temporary period, you may be entitled to a
higher rate of pay.
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Call-Back Pay

This supplement is paid for a previously
unscheduled, but required, return to work after
normal working hours.

Standby Pay

Standby pay is granted when employees are
required to remain on standby status outside
normal working hours.

Supervisory Differential
Certain hourly-rate employees who are in
supervisory positions may be paid a supplement.

Shift Premium
Shift Premium is paid for evening or night
shift work.

Isolated Post Allowance

If your work location has been identified as
an isolated post, you may be eligible for an
allowance.

Foreign Service Allowance
You may be eligible for this allowance if you
are posted abroad.

Transfer Allowance

If you are required to proceed to a Mobile
Offshore Drilling Unit by helicopter or vessel,
you are entitled to this allowance.



Security

When you begin working at the Department,
you are given an identification card, and, if
necessary, a restricted area b