Positive Workplace and Staff Development (PWSD) Initiatives IE["_II{’EF”?I&EI@‘E(PWSD),E@J
Survey on Workplace Courtesy and Civility (WCC) " F1&

This is a survey for colleagues’ completion before attending the WCC staff engagement sessions. The
outcome of the survey will be shared at the sessions.
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What can be conducive to cultivating positive experience in the workplace? An efficient computer unit, a
comfortable work cubicle or a clean working environment? These are certainly on the list! This survey,
however, targets at identifying individual’s behavioural attributes, as well as a group’s interaction and
communication (both verbal and non-verbal) at the workplace that are welcomed and embraced by the peer
colleagues. These can also generate positive experience that are conducive to enhanced mutual
understanding and trust, as well as the work outcome. At the same time, the survey also targets at
identifying the factors, if any, leading to negative experience and making one feels uncomfortable or even
offended. We trust that most of these are not intended and once uncovered, the occurrence can be
minimized. Through this exercise, we aim at developing norms of courtesy and civility at the workplace
where colleagues treat each other with respect and kindness and come to work as part of the team for
accomplishment and success.
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Please share your general impression and/or recent encountering experienced or witnessed in the workplace.
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The survey should only take 10-15 minutes to complete, and your responses are completely anonymous.

We really appreciate your input! ©
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Have you encountered/witnessed the following examples of positive experience in the workplace
recently? Please check those items under column (a) and feel free to add your own experience under
“Others:” Rt G A TAERTE M/ HE THIRYIERASEE ? SEABTR AT (a) 5] 8 8 LAV RE
AEECAE A BEHAIE EIRAYIERILSRE o

Which are the top ten items you would vote as the experience you treasure most in the workplace?
Please check those items under column (b) and feel free to add your own experience under “Others:”
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i)  Relating to my work Z2T{EEH (a) (b)

® My efforts and contributions are recognized/appreciated. Y% SIS RIS a a
FEREGEE -

® My opinions/suggestions are adopted. FMV=E R/ EHESERH - O O

® |feel secure and comfortable to raise my concerns and make suggestions. F#g O O
CH AR AR ST IR 28 0 RO

® My personal circumstances (e.g. family commitment, health conditions) are O O

understood/accommodated by supervisor(s)/colleague(s). & ({f1) Zk[EZ
(1) Hean/ B AFAEATE L (Pl : REELE ~ @FIR) -

® | can work smoothly and contribute fully at the workplace. FAF T{FEESIE O O
FITAIE R BRTERK ©

®  Others HAff: O O

ii)  Relating to my colleagues Hi[EZE4EE (a) (b)

® My colleagues are friendly and caring, e.g. a treat during difficult times, remind O O

each other, lend a listening ear to each other. FAYEIZE K= FIEARE - Hila0 -
RIS 2% B/ NE ~ (R IEFEEL - ARHRES -

® My colleagues share and discuss issues/problems occurred during work with me. O O
FeHY[FI & B = Reat am LA Ay R/ A -

® Thereis teamwork in my team/among my peers. Everyone takes their place to O O
help out each other. [EJZERIAEZIE - GHED)

® My colleagues are professional and they will complete their work regardless of O O

personal issues/difficulties. FRAY[EISEFEIREZE » BIEA A ME/ NE - e
TERETAE
® My colleagues respect each other at work. FefY[EZEA/F T{F F A MHEE - O O
® We have personal touch at work and communicate directly from time to time. O O
BAMELIE EEREPR VIS R E R -
®  Others Ef{: O O
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iii) Relating to my supervisor(s) Ei F5] ({f1) Ak (a) (b)

® My supervisor(s) is/are willing to share information and provide(s) advice. FHY O O
EE (M) R =ZELE ENERKGE TS -

® My supervisor(s) welcome(s) interaction with us. He/She/They encourage(s) O O

new ideas/suggestions and feedback from colleagues. Feiy = () Bl A
g > BEIE SR E S - B Ol -

® My supervisor(s) encourage(s) teamwork and collaborative efforts. F¢fY 5] O O
() SBhERRIE T fE -
® My supervisor(s) is/are nice and approachable. ¥y _E5] () FIZE KIS O O
AN e
® Instead of just blaming for faults, my supervisor(s) allow(s) mistakes among O O

team members, help(s) us resolve problems and seek(s) improvement together.

By EE (F1) BEFESELE > A& ER G e H BRI A R —E e —
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® My supervisor(s) communicate(s) with us directly apart from email O O
communication. ¥y 5] (1) Fr 7 LAEEHE: - HE E R0 E SR -

® My supervisor(s) treat(s) everybody equally without prejudice. Y =] () O O
HATEEE G -

® My supervisor(s) care(s) about us/our career development. FfY_E5] () O O
RERATM BRI B E 2 R -

®  Others HAth: O O

3. Inyour view, which of the following stakeholder(s) would be important in fostering positive experience

at the workplace? (Please give rating of importance in a scale of 1 to 5 for each stakeholder)
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Least Most
Important Important
EANEE A EE
®  University management K24 1 2 3 4 5
g
®  Unit head and supervisor(s) ZFH 1 2 3 4 5
FEREF (1)
® Teammate B & 1 2 3 4 5

® [myself FAA 1 2 3 4 5
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4.  What are the usual occasions when positive experience is encountered/witnessed? (You may choose
more than 1 option)

i i A b/ HIIE IE R 48R (AT 2 R —TH)

Daily operation H& T{E

Meetings &%

Lunch and break time [ & (K B

After office hours JERF/\IER

Office formal briefings &[T fE i<

Office informal gatherings/events Z[FHAYIEIE B &5l HE)
Others HAfh:

OoooogooO

Please give specific example(s) and elaborate your choice(s):

SLLA_ERTERIEE - SR BT AR

5. Have you encountered/witnessed the following unsatisfactory/inappropriate behaviours in the
workplace recently?

IREAT G SAE T AR S/ HIE TS AN/ A BT R?

No, I haven't JH » Tl g i/ HIEARHIT R
Unfriendly/impolite/rude behaviours 7R /7 3% /41 /FH & 1T By
Being secluded from the team 7 [E[Z¢HE
Over-talking/Interrupting others MEIETR (i /ERFEMr A

Using insulting languages {54 =5

Being uncooperative “‘~N&1E

Refusing to share information 5484y =81 T {EA RV E
Telling offensive jokes kK '&J0MAVEEEE

Spreading rumours BEHES

Others HAt:

I o o

6. How frequent have you encountered/witnessed such unsatisfactory/inappropriate behaviours in the
workplace?

1A 2 AL LR/ R Bl S AR R/ e &0 T R?

Never Rarely Sometimes Often Always
er &b (LR I W
1 2 3 4 5

Please share your experience 547 Z/RAVAEFE:
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What are the usual occasions when negative experience is encountered/witnessed? (You may choose

more than 1 option)

AR B 4 -/ I W A AR (RIS —IE)

0 Daily operation H& TAE

O Meetings &%

O Lunch and break time 4§ & (K S5

O After office hours FEHE/\NHE

O Office formal briefings #F5fig e

O Office informal gatherings/events ZFFHAYIEIE T B &5l HE)
O Others EAth:

Please give specific example(s) and elaborate your choice(s):

SLLA_ERTERIEE - SR BT AR

Would you support and give your commitment to the norms on the workplace courtesy and civility?

IREGASTRFHIET PGSO TR ) AUAREE R fE LRk

O Yes &

O I have reservation on this ¥t A FT{REY  (Please share more 54 /RAYEE
A )

O No A& (Please share more 355 /AR E:

Which of the following do you think would be effective in promoting the implementation/practice of
the norms of workplace courtesy and civility? (Please give rating of effectiveness in a scale of 1 to 5

for each option)

TRE0F T YIS TEHEST RO T G SO LARR ) BLERAY RS0 T? (55 70 I & TH L 1-5 735F57)

Least Most

Effective Effective

TG 1D H RS
®  Articulating our values to potential 1 2 3 4 5

candidates during the hiring process
FERSEMERE T - (AR T AR P rY
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®  Setting and reinforcing the expectations
among colleagues from time to time (e.g.
meetings, gatherings)
S THHHASY - PR I F) SR IAH A Y
HISE (B0« &3 - =E)

® Setting a good example by modelling the
preferred behaviours
AL ERREIT RS ER - DIEAE
EUR iRVAES S

®  Others HAth:

Least
Effective

R HBE

1

Most

Effective
AR
4 5
4 5
4 5

10. To what extent do you agree that you work in a positive workplace? (Please give rating of agreement in a

scale of 1 to 5 for each of the following PWSD element)

1A Z EE R IE R TR TIE? (50 Alst bl &1 T e TR e B T3k TR 1-5 73

553)

® Teamwork E[%E &

®  Mutual Trust and Respect G (SHiZEEH

®  Positive Communication IFE[E)#iF

®  Continuous Learning and

Development FF48EEE

®  Work Safety T{EZ+4:

~Thank you ~
s~
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Strongly
Agree
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