
Talking about Behaviour:  
A Guide for ACT Public Service Employees

Why are values and behaviours important?

Our work behaviour, or ‘how we do our job’, makes 
a big difference to how we come across to our 

colleagues, other parts of the ACT Government and, 
most importantly, the ACT Community.  

It is what makes us truly successful in our jobs.

The ACT Public Service (ACTPS) Code of Conduct, Values and Signature Behaviours set the behavioural standard for 
how we work across the ACTPS. They describe how, as ACT Public Servants, we will behave towards each other and the 
people we serve when we are doing our jobs.

For this reason, conduct and behaviour forms part of the way we think about good work performance in the ACTPS. 

Conduct and behaviour is how we do our work and interact with others.

Setting expectations about conduct and behaviour is an important part of providing feedback about work performance.

The ACTPS Values and Signature behaviours and other standards

The ACTPS values are Respect, Integrity, Collaboration and Innovation. Depending on where you work and what your 
role is, there may be other behavioural standards for how you are expected to do your work. 

An example of a job-specific behavioural standard would be the Code of Ethics for Occupational Therapists, Nurses 
or Teachers. There are many similarities between different job-specific behavioural standards and the ACTPS Code of 
Conduct. 

How I do my job
Directorate Values

Legal obligations

Professional codes 
of conduct

ACTPS values and signature behaviours

Professional  
standards

ACTPS code of conduct
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What is the workplace like when great conduct and behaviour is part of good work performance? 

We are aiming to have workplaces where:

• there is a culture of talking about the conduct and behaviour that we like and appreciate, as well as what we dislike 
and don’t appreciate

• people know what they need to do to improve on their conduct and behaviour
• it feels friendly, professional and ethical when we go there either as a visitor or member of staff
• both systems and people operate efficiently and effectively
• we are more able to ‘do what we said we will’ because we are well supported by our colleagues 
• we are well regarded by the ACT Government and community.

What do I need to do?

You don’t need to discuss all behavioural standards and codes that apply to your job in detail with your manager as 
part of your performance and development discussions BUT you must ensure that behaviour which is important to 
your team or role is discussed in some way.

Where do I start?

When discussing your performance with your manager, refer to the Values In Practice (VIP) Chart at the back of this 
guide and talk about what behaviour is important for your role and what you can do to improve even more.

What is the Values In Practice (VIP) Chart?

The Values In Practice (VIP) Chart describes what it ‘looks like’ when we work in a way that is consistent with ACTPS 
Values and Behaviours. It describes the behaviours:

• at different levels – from foundation to accomplished
• in specific roles or contexts (e.g. when providing service)
• that are expected of those who lead, supervise or manage other people
• the behavioural descriptors in the intermediate and accomplished categories are inclusive of the previous 

behavioural statement(s).
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Discussing behaviour at work: 5 steps to success

Talk about behaviours in Performance Discussions using the Values In Practice (VIP) Chart

Subject As a supervisor/manager As an employee

STEP 1: Talk about 
behaviours that 
are important

YOUR TEAM: which values and behaviours 
on the VIP Chart are important for the 
team and each role? Decide which level 
(foundation to accomplished) is required of 
the team or role?

YOURSELF:  What people leadership 
descriptions are important for your role?

FIRST THINK ABOUT: Which values and 
behaviours on the VIP Chart are important 

• for your team
• to your role
• to you personally

ASK YOURSELF - For those important 
descriptions, which level is required - 
foundation to accomplished?

STEP 2: Talk about 
strengths

FIRST ASK YOURSELF:

• Which behaviours does the team/ 
individuals do well? 

• How have I let them know that I 
recognise and appreciate their way of 
working?

• Which behaviours do I do well?
• Are they the ones I identified as being 

important in step 1?

THINK ABOUT: 

• Which behaviours do I do well?
• Which behaviours does my supervisor/

manager do well?
• Are they the ones I identified as being 

important in step 1?

STEP 3: Talk about 
improvement

There is always a way to improve on a 
particular behaviour at work in order to help 
us do our jobs even better.

• Which of the behaviours that I identified 
as being really important (in step 1) 
could the team/individuals develop 
further or show more often? 

• Does the team/individual employee 
understand how they are being asked 
to improve?

• Which ‘people leadership’ behaviours 
could I develop further?

If you need to, you can refer to the ACTPS 
Guidance on ‘Tips for a difficult performance 
discussion: guidance for ACTPS employees’.

There is always a way to improve on a 
particular behaviour at work in order to help 
us do our jobs even better.

• Which of the behaviours that I identified 
as being really important (in step 1) 
could I develop further or show more 
often?

• What about my supervisor/manager?
• Do I understand how to improve?

If you need to, you can refer to the ACTPS 
Guidance on ‘Tips for a difficult performance 
discussion: guidance for ACTPS employees’.
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STEP 4: Plan for the 
future

• What will help the team and individuals 
develop and demonstrate the 
behaviours identified in step 1?

 » Coaching, mentoring or work 
shadowing with a colleague?

 » Going to a new meeting or working 
with new people for some of the 
time?

 » Talking together as a team 
about what behaviour everyone 
appreciates in their colleagues?

• What can I do to develop the ‘people 
leadership’ behaviours I identified in 
step 1?

 » Networks? Mentors? Professional 
Coaching?

Remember the SMART principle - make any 
plans Specific, Measureable, Achievable, 
Relevant to your goals and Timely.

• What will help you develop and 
demonstrate the important behaviours?

 » What can your manager do to 
support you? 

 » Can you watch/spend time with a 
colleague to learn from them?

 » What about spending an hour 
or two with another team 
or department to help you 
understand what they do or need 
from you?

Remember the SMART principle - make any 
plans Specific, Measureable, Achievable, 
Relevant to your job and Timely.

STEP 5: Follow-up • Make a record of your discussion and 
any plans you’ve made for the future 
(Performance and Development 
template has space for this)

• Do what you’ve planned to do in Step 4
• Provide balanced feedback to the 

team and individual team members on 
observed changes/improvements.

• Ask ‘How am I going’:  seek feedback 
from the team on your own 
development.

• Make a record of your discussion and 
any plans you’ve made for the future 
(Performance and Development 
template has space for this)

• Do what you’ve planned to do in Step 4
• Ask ‘How am I going’: seek feedback 

from your team and manager on your 
own development

• Provide feedback to your manager on 
any changes you have seen in their 
people leadership behaviour.
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