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Background

Prairie Land Public School Division is committed to providing a satisfactory, fulfilling,
and mutually rewarding work experience for all employees. Prairie Land Public School
Division strives to act, and be seen to act, in the best interests of their children,
students, staff, parents/guardians and Trustees with the highest ethical standards. The
Employee Code of Conduct includes standards for professional behaviour,
confidentiality agreements, conflicts of interest, privacy, technology, gifts and media
relations.

Guidelines

Prairie Land Public School Board of Trustees believes that all employees are worthy of
respect. Living out that belief requires a deep sense of mutual trust and accountability.
As an employer, Prairie Land Public School Division strives to create and sustain a
workplace where these values are practiced by trusted and accountable employees
every day.

Professional Behaviour

Prairie Land Public School Division strives to provide a positive work environment
where employees can contribute to a productive, respectful and professional
atmosphere, with equal opportunity for all. The Prairie Land Public School Division
Board of Trustees and Superintendent work to foster an open, trusting and collegial
work environment. This work environment can only thrive when individuals feel valued,
respected, and free from discrimination or harassment. Any form of discrimination or
harassment will not be tolerated at Prairie Land Public School Division.

All employees are expected to conduct themselves in a courteous and professional
manner. Employees are expected to respect and comply with all organizational
Procedures and Guidelines, and to demonstrate respect and accountability to and with
their colleagues. Employees are also expected to deal with all individuals during the
course of their work, both internally and externally, in a manner that demonstrates the
values of a caring, diverse and respectful community.

Confidentiality

Employees of Prairie Land Public School Division may, in the course of their work,
come to know, be made aware of or obtain confidential information concerning Prairie
Land Public School Division employees, children, students, parents/guardians and
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stakeholders. This information must not be used for personal gain or disclosed to
persons not authorized to be in receipt of the information and must be held in the
strictest of confidence. This duty of confidentiality continues to apply after employees
have left Prairie Land Public School Division with no time limitations.

Communication of confidential information within and outside of Prairie Land Public
School Division will only be permitted when the recipient of the information has a
legitimate need to know and the information is limited to that which is required to
perform their duties. If an individual is in doubt about whether or not information can be
shared, the individual should contact their supervisor.

This requirement of confidentiality applies to any asset of Prairie Land Public School
Division, including computer software, organizational records and other proprietary
information as well as personal information of all types.

Confidentiality Agreements

When establishing a professional partnership with a third party, it is imperative that the
Superintendent clearly communicate that the disclosed information should not be
shared with anyone without prior written consent from the Superintendent, who holds
the authority to grant such permission. Additionally, confirmation in writing from the third
party is required to acknowledge acceptance of these terms.

Conflict of Interest

We must prevent situations in which personal interests conflict, or have the potential to
conflict, with an employee's obligations to Prairie Land Public School Division. When
faced with an actual, perceived, or potential conflict of interest, the employee is required
to exercise the judgment of a responsible person, not influenced by considerations
other than the best interests of Prairie Land Public School Division. If an employee
knows that an actual, perceived, or potential conflict of interest exists, the employee
must immediately provide all details of the conflict to their supervisor and the
Superintendent. If there is uncertainty as to whether a conflict may exist, the employee
should discuss the matter with their supervisor and the Superintendent.

Access to Information and Protection of Privacy

Prairie Land Public School Division is committed to protecting the privacy of personal
information. Personal information is collected, used, maintained and disclosed in
compliance with the Protection of Privacy Act (POPA) and the Access to Information Act
(ATIA).

Personal information can only be used for the purposes for which it is collected. Specific
permission must be sought if personal information is to be used for any other purpose
than that for which it was initially collected.

Personal information is confidential and only certain authorized staff should have
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access to it.

Once the personal information is no longer required, it should be destroyed except in
cases where provincial retention rules apply.

Technology

Prairie Land Public School Division provides access to Internet resources and email
systems in order to provide its employees with the ability to conduct business efficiently
and effectively on behalf of Prairie Land Public School Division.

Limited personal use of technology, including Internet resources and email systems, is
permitted as long as it does not excessively consume resources, disrupt productivity,
interfere with business activities, or violate these Guidelines in any way. Internet and
email usage Procedures are designed to maintain security and confidentiality and to
ensure that users do not engage in any inappropriate conduct which could result in
legal liability for themselves and/or Prairie Land Public School Division.

Prairie Land Public School Division has the right and the ability to access, monitor and
record Internet and email usage, including files stored in private areas of its networks,
to ensure compliance with these Procedures. All technology systems are owned by
Prairie Land Public School Division, which has the right to grant, deny, or terminate a
user’s access. All data transmitted or stored on Prairie Land Public School Division’s
systems is Prairie Land Public School Division’s property.

Technology resources and systems which are owned by Prairie Land Public School
Division include, but are not limited to:
e All desktop and laptop personal computers and mobile devices.
e Software (including Internet browsers) installed on computers and mobile
devices.
e All networks and third—party services provided or arranged by Prairie Land
Public School Division.
e All mail systems supplied or arranged by Prairie Land Public School Division.

Employees are expected to:

e Ensure internal email distribution lists are not given to anyone outside of
Prairie Land Public School Division and that passwords are not made
available to others.

e Use email appropriately and take responsibility for contents of emails that
are created, keeping in mind the importance of considering the wider
audience receiving the message.

e Take care not to leave email addresses on a website, give out or post email
addresses, if not required to do so for business purposes.

e Make sure that attachments and downloaded programs are primarily
business-related and legally permissible, avoiding anything that could be
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deemed offensive.

e Ensure messages and attachments belonging to another user are not altered
in any way without the originator’s permission.

e Maintain confidentiality regarding Prairie Land Public School Division.

When sending emails within Prairie Land Public School Division, they are transmitted
through our internal secure network. However, emails sent externally are sent over the

public Internet network, which may lack confidentiality and security guarantees. When
sending confidential or sensitive emails or attachments, it's essential to clearly indicate
that they should not be forwarded or copied.

Gifts Received from Third Parties

An employee may accept gifts from persons or companies unrelated to Prairie Land
Public School Division which represent promotional items of minimal value. Reasonable
business promotion benefits (normally not to exceed $200.00 in value) may also be
accepted but may not be sold or converted into cash. Normally, a gift which exceeds
$200.00 is to be considered as one given to Prairie Land Public School Division and not
to the person. If a gift is offered which exceeds $200.00, the employee should discuss
this with their supervisor.

Media Inquiries

Any media questions or requests for interviews must be referred to the Superintendent.
Authorized staff spokespersons for Prairie Land Public School Division are:
e For the Prairie Land Public School Division Board of Trustees, the Board
Chairperson and/or the Board Vice—Chairperson or their designates.
e For Prairie Land Public School Division, the Superintendent.

Certificated Staff

All certificated teachers and school administrators are bound by the Code of
Professional Conduct for Teachers and Teacher Leaders and the Collective Agreement
with Prairie Land Public School Division.

Procedures

1. Employees must formally review the Employee Code of Conduct at the beginning of
each school year. The Superintendent and Principals will ensure that substitute
teachers, casual and term employees and those who provide contract services
abide by this Code.

2. The Superintendent will ensure that all precedents, Administrative Procedures,
Business Administration Procedures or school rules as well as provincial legislation
(including regulations) are quoted when enforcing the Employee Code of Conduct.
Also, every employee has a right to have a CUPE or ATA representative at any
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disciplinary meeting with the Superintendent.

3. Two serious violations of the same Employee Code of Conduct within the same
school year, will result in the Superintendent’s recommendation to the Prairie Land
Public School Division Board of Trustees that the Board either imposes a

suspension without pay and benefits (or with pay and benefits) on the employee or
terminates the employee’s employment with Prairie Land Public School Division.

4. Serious violations are deemed to be two formal written reprimands by the Principal
or Superintendent.

5. The Superintendent directs the Principals to enforce the Employee Code of
Conduct equally and fairly. In addition, the Prairie Land Public School Division
Board of Trustees reaffirms that its employees have the right to use the formal
appeal and grievance procedures without fear or intimidation as set out in Collective
Agreements with Certificated and Non—certificated Employees.

Reference: Access to Information Act (ATIA)
Protection of Privacy Act (POPA)

Employee Code of Conduct
Alberta Code of Professional Conduct for Teachers and Teacher Leaders

Collective Agreement between Prairie Land Public School Division and the
Alberta Teachers' Association

Collective Agreements with Non—certificated Employees

Approved: September 2016
Reviewed: August 2023
Revised: September 2025
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