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INSTITUTIONAL ETHICS AND INTEGRITY 

RATIONALE 

The continued development and growth of the College is only made possible through the diligence, discipline 

and the concerted effort of its greatest asset – its leaders and employees. Despite challenges that may be 

faced from time to time, one quality must remain steadfast – the commitment of all to maintaining the highest 

degree of integrity and ethical behavior. How employees conduct themselves inside or outside the College 

determines how the College is viewed. This policy outlines the College’s commitment to, and its expectations 

of employees that reflect their integrity, hence the integrity of the College in carrying out both its mission and 

its day-to-day operations and acceptable behavior in the context pf the values of our community. 

DEFINITIONS 

Integrity – adherence to moral and ethical principles, soundness of character, honesty. 
Ethics – values relating to human conduct, with respect to the rightness and wrongness of certain actions 
and to the goodness and badness of the motives and ends of such actions. 
Conflict of interest – occurs when an employee either (a)has an existing or personal interest which impairs 
or might appear to impair the employee’s independent judgment in the discharge of responsibilities to the 
College; or (b) may receive a material personal benefit from knowledge or information confidential to the 
College. 

POLICY 

The College is committed to, and expects that its employees will do the following: 

• Health and Safety: Engage in practices that generate safe workplace actions, conditions and
procedures, and will continually work to develop and maintain a safe and healthy operating
environment above all other priorities;

• Knowledge: Demonstrate an in-depth understanding of the purpose and process of education and
training, of teaching methods and how students learn; understand the markets served by the
College, and seeks to understand the needs of various sectors of the community;

• Accountability: Take action based on appropriate data and information in the context of the
College’s policies and decision-making structure; and will accept responsibility for actions taken;

• Respect: Continue to learn, teach and respect others despite differences of opinion; always
recognizing the contributions of the individual as well as the team;

• Communication: Help to build an environment that encourages open dialogue by communicating
clearly, truthfully and directly;

• Inclusion: Create and maintain an environment in which all persons are treated with respect, and
in which cultural, geographical, gender and other differences are valued; and that provides equal
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opportunity for employees, students, vendors and customers, regardless of the backgrounds; 

• Safeguarding of Assets: Exercise responsibility for safeguarding the College’s assets from misuse 
or misappropriation; whether these assets are intangible such as records, communication, 
information intellectual property or tangible such as equipment and supplies. 

• Record-keeping and Disclosure: Keep accurate records, and to provide full, fair, accurate, timely 
and understandable disclosures in reports from the College to the Government, the accrediting 
agency, external financial auditors, funding sources and the public. 

• Intellectual Property Rights of Others - Maintain confidential or proprietary information entrusted to 
the College by students, partner agencies and others. 

• Fair Marketing: Ensure the accuracy and fair representation of any information or use of activities 
that describes the College’s programmes and services or impacts persons in its marketplace; 

• Fair and Consistent Implementation of Policies and Practices: In addition to adherence to the 
scheduled for review identified for all approved policies, it is also important to solicit feedback from 
students, staff and others concerning the extent to which policies, practices are adequately 
communicated and implemented in a fair and consistent manner. 

• Conduct outside the College: Employees are required to conduct themselves in a manner that is 
expected of their profession and the morals and values of the Community. 

• Conflict of Interest: Avoid conflicts between personal and College interests. If actual or apparent 
conflicts are unavoidable, the individual should seek guidance on the best course of action, and 
fully disclose any transaction or relationship that could reasonably be expected to give rise to a 
conflict. The following potential conflicts are especially noteworthy: 

FAVOURING OF OUTSIDE INTERESTS FOR PERSONAL GAIN 

Having a financial interest in a supplier, vendor or other entity doing business with the College; and being 
in a position to exert influence related to (a) agreements, programmes and/or services; (b) decisions to 
purchase, lease or specify the terms of lease of services (c) purchase of services or materials to the 
advantage of an employee or family member; 
 
Engaging in College agreement or service contract with a third party in which  the employee has a  personal 
interest; 
 

Managing, supervising or directing a College program to serve the needs of a third party in which the 
employee has a personal interest; 
 

Accepting gifts, cash and products or services, discounts, loans or co-signature arrangements from an 
organization or individual for oneself or a family member from an entity that does, or seeks to do business 
with the College; 
 
Accepting gifts or special favours from students or colleagues, when such gifts may appear to favourably 
influence a decision that can be made or influenced by the employee or a family member. 

INAPPROPRIATE USE OF COLLEGE PERSONNEL, RESOURCES OR ASSETS 

Using College time to carry out work for an enterprise in which an employee has a personal interest; 
 
Unauthorized and non-reimbursed use  of  College  resources or  facilities to benefit  a private 
enterprise  or concern in which an employee has a personal interest. 
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INAPPROPRIATE USE OF INFORMATION 

Using for personal gain or purposes other than those directly related to the employee’s responsibilities, 
information that could be considered as belonging to the College. 
 
Unreasonably delaying the release or publication of information, or premature release of information to 
secure personal gain or to secure gain for a family member. 
 

EMPLOYMENT AND EVALUATIVE RELATIONSHIPS 

 

Participating in any employment decision involving an immediate family member. 
 
Participating in the supervision, evaluation or discipline of a student or employee who is an immediate 
family member; 

 
The list of potential conflicts of interest above should not be considered as exhaustive of all conflicts or 
the potential for same. 

PROCEDURES 

REPORTING VIOLATIONS OF INTEGRITY 

All employees, including senior officers and managers, are expected to conduct their activities in compliance 
with this and related policies. The College encourages the communication of concerns related to the ethical 
conduct of the business of the College, its financial and accounting practices and its internal controls. Such 
concerns should be reported to the Manager of Human Resources, who, with the Cabinet Officer with 
oversight for the employee affected, will use whatever means necessary, to investigate and document the 
matter. It is the College’s policy to protect those who communicate bona fide concerns from any retaliation 
for such reporting. 

 
A full or part-time College employee who violates any area of this policy will  be  subject  to  disciplinary 
action up to and including termination of employment. The College will attempt to resolve an actual or 
potential violation of any aspect of the policy so that no employee is unfairly disadvantaged. 

REVIEW OF VIOLATIONS OF INTEGRITY 

The Cabinet Officer in charge of the employee’s area, the Human Resources Manager and  the  Bursar 

are designated by the College President to review all violations addressed by this policy. In this capacity, 

they will determine whether a violation has occurred or in the case of conflicts of interest, whether a conflict 

of interest exists. They will also determine what conditions or restrictions, if any, should be imposed to 

reduce or eliminate the behavior or potential for same.  The resolution  concerning a violation  of the policy 

should be communicated by the Human Resources Manager, in writing, to the employee  within fifteen (15) 

days of receipt of the report to the Human Resources Manager of any violation of the policy.  It is the 

obligation of the employee to abide by all decisions reached and communicated regarding  a violation in 

which the employee is affected. 

CONFLICTS OF INTEREST 

Uncertainty About Conflicts of Interest: An employee who questions whether a situation might give rise to a 



159 
 

conflict of interest is urged to discuss the matter promptly with the Manager of Human Resources. The 
Manager of Human Resources should review the circumstances with the Cabinet Officer in charge of the 
employee’s area and if confirmed, communicate such potential to the employee, in writing, so that 
appropriate disclosure can occur. 
 
Disclosure of Conflict of Interest:  A College employee is required to disclose the circumstances related  
to an actual or potential conflict of interest, using the ‘Disclosure of Substantial Interest’ form. Such 
disclosure must be made by October 15  of each  year  for any conflict of interest involving a contract,  sale 
or service that currently exists or is proposed for the upcoming calendar year. It is the responsibility of the 
employee to immediately report any new conflict of interest that may arise during the year. The ‘Disclosure 
of Substantial Interest’ form is available from the Office of Human Resources; and must be placed in the 
employee’s file.  

 

A college employee may choose to disclose in advance the names of all immediate family members     and 
/ or other entities in which the employee has a material interest or of which he or she is a trustee, director 
or officer, and which will be regarded during his or her employment as having a personal interest in any 
transaction or dealing with such person or entity. 

 
The College recognizes that it may not be possible to avoid all relationships between employees covered 
by this policy and one or more third parties  with  which the institution transacts business. The primary  
key to evaluating the potential for conflicts is full disclosure by employees. It is also the obligation of the 
employee to keep current the ‘Disclosure of Substantial Interest.’ 
 
Receipt of Gifts:  Any employee who is offered or receives a gift or a series of gifts valued at $100 or  more  
from an individual or entity that could be perceived by a reasonable third party to gain from award  of the 
gift, must report that gift to his or her supervisor and to the Manager of Human Resources. The review 
team described above must review whether the gift constitutes a conflict of interest. Employees should 
be aware that during a bidding process  for goods or services, a  gift of any size would represent   a conflict 
of interest. 
 
Refusal to Disclose a Conflict of Interest: In  any instance in which a potential conflict of interest is brought   
to the attention of an employee by a supervisor, but in which the employee refuses to file a Disclosure of 
Substantial Interest, it is the obligation of the supervisor to file the disclosure on behalf of the employee, 
noting the employee’s refusal to do so. 

 
Requirement for Non-Participation; Once an actual or potential conflict of  interest  has been  disclosed  
by the employee, has been identified for consideration by a supervisor, or once a gift has been received 
as described above, the employee shall refrain from participating in any manner in all matters, transactions 
or decisions of the College that may be affected by the potential conflict of interest until review and 
conclusion is reached and communicated to the employee. 

GRIEVANCE PROCEDURE: 

An employee who is subject to disciplinary action based on an  allegation  of violation  of any aspect of 
this policy shall be entitled to due process rights provided under the grievance process. To initiate such 
grievance proceedings, an employee must submit a written request to the Manager of Human 
Resources using the Grievance Submission Form and  request  a  hearing by a  Grievance Committee. 
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In cooperation with the Cabinet Officer with oversight for the employee’s area of responsibility, the Human 
Resources Manager will assemble a Grievance Committee. The Grievance Committee will consider the 
request, record the proceedings and draft a recommendation for consideration and decision by the 
President. 

 
If the employee is not satisfied with the decision of the President, the employee may appeal to the Board 
of Governors who shall make the final determination concerning the request contained in the grievance. 
 
  


