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College are accountable for their actions and must act in an honest, ethical and professional
manner at all times.

Purpose

2.1. The purpose of the Code of Ethical Practices Policy is to set out the principles and standards of
ethical conduct expected of all employees of the College.

Scope

3.1. This policy applies to all employees of the College. Employees are responsible for making
themselves aware of, understanding and complying with all College policies and are expected to
seek clarification where necessary. Normally, the employee’s Supervisor will be responsible for
providing guidance on a policy in response to an employee’s question.

3.2.  This policy will not interfere with the rights and obligations specified in collective agreements
governing bargaining-unit employees of the College, and where there is an inconsistency between
a collective agreement and this policy, the collective agreement terms shall prevail to the extent of
the inconsistency.

Definitions
4.1. For the purposes of this policy, the following definitions apply:

a)

“Confidential Information” means information disclosed to, used by, developed by, or made
known to an employee in the course of their employment that is not generally known by
persons outside the College. It includes, but is not limited to, personal information pertaining
to the College’s employees (past, present and potential new employees); student personal
information; operations; practices; facilities; technology; research; marketing methods or
strategies; finances; inventions; routines; etc.;

“Conflict of Interest” means any situation where an employee has Personal Interests, whether
direct or indirect, that are in conflict, potentially in conflict or could result in the reasonable
perception of a conflict, with the interests of the College. This includes, but is not limited to,
situations where the independence, impartiality and objectivity the employee is obliged to
exercise in the performance of their duties and responsibilities could be compromised. A
Conflict of Interest can occur in three ways:

1) an actual conflict of interest refers to a situation where an employee takes some action or
exercises a power or performs a duty or responsibility, and in doing so, there is the
opportunity to further the employee’s Personal Interests;

2) apotential conflict of interest refers to a situation where an employee’s Personal
Interests could influence the exercise of the employee’s actions, power or performance of
their duties or responsibilities to the College;

3) aperceived conflict of interest refers to a situation where an informed person might
reasonably hold an apprehension that a conflict of interest exists on the part of the
employee in relation to a Personal Interest. A perceived conflict of interest is determined
by the perception of a reasonable person (a hypothetical member of the public) who is
reasonably well informed;
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5.5.

9)

ensure that their interactions and relationships with Students, co-workers and any other
individual who deals in any way with the College are appropriate at all times; and

not plagiarize and must properly acknowledge authorship of materials, including situations
where the work has not been explicitly protected by copyright.

Employees are expected to act in a prudent and diligent manner and must:

a)

b)

provide services within the boundaries of their competence, based on their education,
training, professional experience and professional development;

truthfully and accurately represent their qualifications, educational backgrounds, experience
and professional credentials;

ensure that Confidential Information is protected from unauthorized access, use and
disclosure, and otherwise maintain the confidentiality of the affairs and dealings in the
College; and

conduct their work in full compliance with both the letter and the spirit of all applicable laws
and regulations and avoid any situation which could be perceived as an improper attitude
towards compliance. If in doubt, employees are expected to ask for clarification from their
Supervisor.

Confidential Information

In the course of employment or performing their duties, employees may be given access to or
become aware of Confidential Information of the College or of a third party who has disclosed
such information to the College.

6.1.

6.2.

6.3.

Employees are expected to maintain the confidentiality of such Confidential Information, in
whatever form and however stored or transmitted, and to protect such information from loss,
theft or misuse.
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A4

A5

A.6

A7

A.8

An employee’s current or past (within 5 years) business, financial, or personal
relationship, including a romantic or sexual relationship, with a Student constitutes an
actual, potential or perceived Conflict of Interest and must be promptly disclosed to the
employee’s Supervisor.

Employees are strongly discouraged from commencing any consensual romantic or
sexual relationship with a Student. If such a relationship develops, it may raise concerns
of, among other things:

a) harassment (including sexual harassment);
b) the creation of favouritism and bias;
c) actual, potential or perceived Conflict of Interest; and

d) impairment of the integrity and trust required to maintain the academic/work
relationship with that Student and/or with other Students.

Employees should be aware that others may perceive their behaviour differently than
was intended when it comes to Students. Interactions that are perceived as informal
and personal may make Students feel uncomfortable and may lead them to question
the employee’s intent. The following non-exhaustive list of behaviours may be perceived
differently than the employee intended and may even constitute harassment (including
sexual harassment):

a) asocial invitation to an individual Student (e.g. for dinner, coffee or drinks);
b) commenting on a Student’s dress or appearance;

¢) aninvitation to an individual Student to the Employee’s home;

d) requesting an individual Student to do a task of a personal nature;

e) agift;

f) aproposal to share accommodation;

g) personal questions or disclosures;

h) connecting privately on social media (e.g. Facebook); and

i) physical contact of any kind that is not part of the training requirement in the
program (e.g. nursing, dental).

When in doubt about a particular situation, the employee should discuss it with their
Supervisor and follow the steps in the Disclosure section.

For more information, see the document at this link; Questions & Answers —
Relationships Between Employees and Students. This is an information document and
does not form part of this policy.

Workplace Relationships

Employees must disqualify themselves as participants in employment decisions when
their objectivity could be compromised for any reason. Employees who engage in
workplace relationships should be aware of their professional responsibilities and are
responsible for ensuring that the relationship does not raise concerns regarding an
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B.2

B.3

B.4

C.2

C.3

C4

C5

C.6

actual, potential or perceived Conflict of Interest, abuse of power, harassment,
favouritism or bias.

When in doubt as to whether a workplace relationship may create an actual, potential
or perceived Conflict of Interest, the employee should err on the side of disclosure and
discuss the situation with their Supervisor and follow the steps in the Disclosure section.

Two or more employees who constitute Related Parties are prohibited from being
employed in situations where:

a) areporting relationship exists where one of the employees has influence, input or
decision-making capacity over another employee in relation to their work,
remuneration or similar employment-related matters; or

b) the relationship may compromise, or appear to compromise, the objectivity
between the employees or would have a detrimental effect on the College.

Employees are required to disclose all workplace relationships involving a Related Party
to their Supervisor.

Accepting or Giving Gifts or Other Complimentary Items

It is essential to fair business practices that all those who associate with the College, as
suppliers, contractors or employees, be treated fairly and without favouritism.

To ensure the College’s image and integrity in the community, employees are prohibited
from requesting, accepting or giving gifts intended to unfairly influence (or that may
give the appearance of unfairly influencing) a decision concerning College affairs.

Employees and Related Parties shall not request or accept Gifts that create or appear to
create a favoured position for doing business with the College.

Similarly, no employee shall offer or give Gifts in order to secure preferential treatment
for themselves or a Related Party.

Under no circumstances shall employees offer or receive cash, loans or commissions in
exchange for preferential treatment. Any employee experiencing or witnessing such an
offer shall report the incident to their Supervisor immediately.

Notwithstanding the above, gifts may be accepted or offered by employees in the
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D.2

Conflict of Interest Concerning Employee Personal Interests

Employees must not use their position, office affiliation, or College property to pursue
Personal Interests.

Employees must ensure that no Conflict of Interest exists between their Personal
Interests, and the execution of their duties or responsibilities to the College or the
operations of the College. When commencing employment with the College, employees
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8.4.

8.5.

8.6.

b) is concerned that another employee is in an actual, potential or perceived Conflict of Interest
situation; or

c) isindoubt whether a situation involves an actual, potential or perceived Conflict of Interest;
the employee shall disclose to their Supervisor the nature, facts and extent of their concern
immediately upon becoming aware of the matter. However, if the situation involves their
Supervisor or, for any reason the employee is not comfortable disclosing their concern to their
Supervisor, then such disclosure shall be made to the Director, Human Resources or the Vice
President responsible for the area where that employee works.

When a disclosure of an actual, potential or perceived Conflict of Interest is received, the
Supervisor will consult and seek advice from other appropriate individuals within the College and
externally as necessary. The Supervisor will develop measures to address or manage the Conflict of
Interest. If the Supervisor determines it is appropriate, the Supervisor will consult with the
employee to participate in the development of a remedy to the actual, potential or perceived
Conflict of Interest.

A record of the disclosure of the actual, potential or perceived Conflict of Interest activity and the
resolution shall be kept on the employee’s personnel file.

If an employee may have been involved in an actual, potential or perceived Conflict of Interest
activity and has failed to disclose such activity, the Supervisor will consult with the Director,
Human Resources. The Director, Human Resources will take the necessary steps to investigate and
determine if the employee has breached this policy and will make a recommendation to the
employee’s Supervisor and appropriate Vice President concerning a remedy, including possible
disciplinary action.

Breach

9.1
9.2.

9.3.

Compliance with this policy is a term of employment for all employees.

An employee found to have breached their duty by violating this policy may be subject to discipline
up to and including dismissal from employment. Disciplinary action shall be recorded and retained
on the employee’s personnel file.

A Supervisor who directs or approves of a violation of this policy, or who fails to report a violation,
of which he or she has knowledge, may also be in violation of this policy.
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