Administrative Procedure 400

EMPLOYEE RESPONSIBILITIES
Background
The Division believes that in the area of personal and professional conduct, that all employees
must conduct themselves in a manner that not only reflects credit to their school and the Division,
but that sets forth a model worthy of emulation by students.
Procedures
1. All employees have a responsibility to ensure they are familiar with, and abide by provincial
laws, acts, and other legal documents that affect their work.
2. All employees have a responsibility to ensure they are familiar with Board policies,
administrative procedures, practices, applicable collective agreements, terms of employment
and benefit plans that affect their work or employment.
3. All employees shall conduct their employment responsibilities in an honest, faithful and
diligent manner.
4. All employees are to treat fellow workers in a fair and respectful manner.
5. All employees are expected to show respect and cooperation when given direction or
correction to ensure a productive work environment for employees.
6. Private endeavours must not provide the appearance of an opportunity for wrongdoing or
unethical conduct. Private endeavours include aspects of an employee’s activity outside
those connected with official Division duties. These may include:
6.1
6.2
6.3

financial interest;
paid and unpaid activities beyond official duty; and
relationships with third parties who may be:
6.3.1 employed by the Division;
6.3.2 doing business with the Division;
6.3.3 seeking employment or benefits from the Division.

7. All employees shall disclose to their supervisor/principal any financial, business or commercial
interest which may conflict with their duty to the Division or the proper execution of their duties.
Where potential conflict is identified by the supervisor/principal, the matter will be forwarded
to the Superintendent or designate for review.
8. These principles are intended to complement any Code of Ethics that an employee would
follow because of his or her professional affiliation (e.g., the ATA Code of Professional
Conduct or a professional association code of conduct).
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