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Policy Statement 
 

Employees of Olds College are expected to conduct themselves with personal integrity, ethics, honesty 
and diligence in performing their duties for the College. Employees are required to support and advance 
the interests of the College and avoid placing themselves in situations where their personal interests 
actually or potentially conflict with the interests of the College. 

 
The purpose of this policy is to ensure that the private interests of any Olds College employee do not 
conflict, or appear to conflict, with his / her duties and responsibilities at Olds College. The policy, 
therefore, defines and addresses potential, actual and apparent conflicts of interest to avoid, prevent, 
reduce, and respond to incidences of conflict. 

 
 

Specific Guidelines 
 

The College will establish and adhere to an effective and consistent protocol for responding to allegations 
of conflict of interest. 

 
All employees are to act with integrity in all College dealings. Employees are to ensure that their conduct 
does not conflict between their duties of employment and their personal gain. 

 
This policy applies to all Olds College employees. The standards outlined in this policy are particularly 
relevant to employees who are in a position to make or influence decisions of the organization. 

 
 

Definition 
 

A conflict of interest refers to a situation in which private interests or personal considerations may affect  
an employee's judgment in acting in the best interest of the College. It includes using an employee's 
position, confidential information or corporate time, material or facilities for private gain or advancement or 
the expectation of private gain or advancement. A conflict may also occur when an interest benefits the 
employee, the employee’s family, the employee’s close personal contact such as a close friend or 
colleague, or an outside party including a business associate. 

 
A conflict of interest occurs where: 

 
a) An employee has or could be seen to have used his / her authority, knowledge or influence 

derived from his / her position at Olds College to benefit the employee, the employee’s family, the 
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employee’s close personal contact such as a close friend or colleague, or an outside party 
including a business associate; 

 
b) An employee discloses confidential or privileged information about the property, or affairs of the 

College, or uses confidential information to advance personal or others' interests; 
 

c) An employee accepts outside employment or engages in outside activities which may interfere 
with the efficient performance of the employee’s duties or in the inappropriate use of College 
time, materials or resources. However, an employee who holds a position as a board member on 
a community agency that deals with issues related to his / her work at the College, should inform 
his / her supervisor of the appointment; 

 
d) An employee exchanges or accepts gifts, money, discounts, or favors of any kind from an outside 

party whose relationship with Olds College involves the employee’s sphere of responsibilities. 
The exception to this is the acceptance or giving of common courtesies associated with accepted 
business practices such as accepting or giving gifts of nominal value or promotional items which 
could not be construed as a bribe or other improper payment; or, 

 
e) An employee enters in or is in a romantic, intimate or close personal relationship with a student or 

another employee that could lead to actual or perceived favoritism or an imbalance of power. 
 
This list is not exhaustive. The test of a conflict of interest is not just a case of whether the employee is 
actually influenced by a personal interest. The pivotal issue is whether the circumstances lend 
themselves to such a possibility or perception. 

 

 
Procedures 

 
The responsibility for declaring a conflict of interest rests with the employee. The first step is for the 
employee to provide notice to his / her immediate supervisor of the potential, actual and apparent 
conflict(s). 

 
The employee will refrain from any further participation in the conflict situation pending the assessment of 
his / her supervisor. 

 
All aspects of the conflict of interest disclosure submission, review and management will consider and 
comply with the Freedom of Information and Protection of Privacy Act and other legislation relevant to the 
activity. 

 
Attached to this policy is an appendix containing examples of what may constitute a conflict of interest 
and assessment guidelines. This appendix is not exhaustive and is only intended to provide a general 
understanding of the scope of irregular activities. 

 
This policy will be enforced in conjunction with the Harassment (A6), Code of Conduct (A25), Fraud and 
Irregularities (A28), and Nepotism (C4) policies. 

 
Employees who fail to comply with this policy are subject to disciplinary action up to and including 
dismissal. 

 

 
 

Implementation and Administrative Responsibility 
 
Director, Human Resources. This policy will be reviewed at least every five years. 

 
Guidelines to implement the intent of this policy have been developed. Updating the Guidelines falls 
within the purview of the Common Issues Team. 
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OLDS COLLEGE 
PROCEDURES  

Olds College recognizes the need for Policies and Procedures, and the need for staff and students to be 
familiar with and follow such policies and procedures.  It is the policy of the Board of Governors that breach of 
College Policies or Procedures shall result in disciplinary measures up to and including suspension or 
termination.  This applies to all College staff and representatives. 
SUBJECT AND POLICY NUMBER A7 Conflict of Interest 
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The range and complexity of Olds College activities is such that it is not possible to produce a list of 
prohibitions which permit uniform application.  The following sections are therefore issued as guidelines to 
employees.  The sections are not intended to be exhaustive and if other questions arise, they should be 
settled in accordance with the general principles of the Conflict of Interest Policy and the procedures 
outlined in this Appendix. 
 
Employees of Olds College are expected to avoid real, apparent, or potential conflicts of interest between 
their duties to the institution and their personal interests.  In the event a conflict of interest is perceived, 
has occurred or may arise, the employee involved is required to disclose the conflict of interest or 
potential conflict of interest to his / her immediate supervisor verbally and in writing, where required. 
 
Guidelines 
 
(1) No conflict should exist or appear to exist between the private interests of employees and their 

duties and obligations to Olds College.  Employees are under an obligation to manage their 
personal affairs so that no conflict of interest arises. 

 
(2) Employees are required, as necessary, to disclose any business, commercial or financial interest 

which the employee and / or his / her immediate family may have, which could be construed to be 
an actual or potential conflict with the employee's role at Olds College.  

 
(3)  Employees should not, in the performance of their duties, provide preferential treatment to relatives 

or friends or to a business, proprietorship, corporation or organization in which they or their 
relatives have an interest, financial or otherwise.  Whenever employees perceive a potential conflict 
of interest developing, they shall consult with their immediate supervisor.  If the supervisor 
concludes that no conflict exists, the employee may request a written statement to that effect. 

 
(4) Workplace relationships between employees and students support learning. The unequal power 

relationship inherent in employee-student relationships increases the vulnerability of the student. 
Employees will establish and maintain appropriate professional boundaries with students. If an 
employee is unsure about what are appropriate professional boundaries, he / she should consult 
with his / her supervisor or Human Resources. To maintain professional boundaries with students, 
employees do not: 

 
a) Engage in a sexual and / or intimate relationship with any student over whom they have 

influence or could be perceived to have influence, unless such relationship is pre-existing and 
disclosed in writing to the appropriate supervisor; 

 
b) Engage in other potentially problematic relationships with any student over whom they have 

influence or could be perceived to have influence. Such relationships include, but are not limited 
to:  teaching a member of one's immediate family or a close friend, unless such relationship is 
disclosed in writing to the supervisor and the supervisor has made appropriate arrangements to 
address potential conflicts of interest; excessive socializing with students outside of class, either 
individually or as a group; giving to students, or accepting from students, money and / or 



 

substantial gifts. If there is any doubt of what is acceptable in terms of gifts, the gift will be 
declined; 

 
c) Use speech or engage in conduct that is reasonably regarded as offensive and substantially 

impairs the academic and work opportunity of students; and, 
 
d) Embroil students in interpersonal difficulties employees may be having. 

 
(5)  The unequal power relationship inherent in supervisor-employee relationships increases the 

vulnerability of the employee. To maintain appropriate professional boundaries with employees, 
supervisors should be mindful of the development of workplace relationships with an employee, 
where the employee is likely to misunderstand the terms of the relationship. To maintain 
professional boundaries with employees, supervisors do not: 

 
a) Engage in a sexual and / or intimate relationship with any employee over whom they have 

influence or could be perceived to have influence; and, 
 
b) Use speech or engage in conduct that is reasonably regarded as offensive and substantially 

impairs the work environment. 
 

(6) No employee shall: 
 

a) Be a party to any contract with Olds College under which money of Olds College is payable or 
may become payable to the contractor unless prior approval has been obtained from the 
appropriate Vice President; 

 
b) Have a shareholding interest in any private corporation (other than a corporation whose shares 

are publicly traded) which has a contract with Olds College under which money of Olds College 
is payable or may become payable, unless prior approval has been obtained from the 
appropriate Vice President; 

 
c) Market for personal gain the results of Olds College sponsored activities except where a written 

agreement has been reached with Olds College through the appropriate Vice President; 
 
d) Take undue advantage of their position with Olds College to derive personal gain; and, 
 
e) Hold himself and / or herself to be an agent of Olds College when engaged in outside activities. 

 
(7) To preserve the image and integrity of both the employee and Olds College, business gifts should 

be discouraged. Gifts, other than items of very small intrinsic value such as promotional items 
bearing the logo of the business, should not be accepted. 

 
(8)  From time to time, particularly in the context of International Education, gifts are given by 

international students.  It would be inappropriate to refuse such gifts.  It should be assumed, 
however, that such gifts are given to the College and not to the individual. 

 
(9) Moderate hospitality is an accepted courtesy of a business relationship. The recipients, however, 

should not allow themselves to reach a position whereby they might be deemed by others to have been 

influenced in making a business decision as a consequence of accepting such hospitality.  When in doubt 

of what is acceptable in terms of gifts or hospitality, the offer should be declined or advice sought from the 

employee's immediate supervisor. 

(10) Use of Olds College facilities or resources for the private business of an Olds College employee is 
not permitted unless authorized by the appropriate Vice President or his / her designate. For 
purposes of this policy, Olds College facilities or resources include Olds College personnel, 
physical facilities, equipment, computers, materials and supplies. 

 
 



 

Assessment Guidelines 
 
(1) It is the responsibility of every person covered by this policy to disclose any situation that may 

constitute a conflict of interest.  The first step is for individuals to discuss the potential, actual and 
apparent conflict(s) with their immediate supervisor.  As appropriate, the employee will 
subsequently provide written notice to the immediate supervisor. 

 
(2) The immediate supervisor shall receive, review, and notify the employee of the assessment of the 

disclosure in writing.  In conducting the assessment, the immediate supervisor may consult with the 
Human Resources Department, as appropriate. 

 

(3) In conducting the assessment, the immediate supervisor will escalate the disclosure to the next 
level of supervision should there be a conflict of interest for him / her. 

 
(4) The person conducting the assessment will work with the employee making the disclosure to 

ensure complete and thorough understanding of the situation.  
 
(5) The supervisor will ensure that in all aspects of the conflict of interest disclosure submission and 

review, that management comply with the Freedom of Information and Protection of Privacy Act 
and other legislation relevant to the activity. 

 

(6) As a result of the disclosure and assessment, the immediate supervisor or individual conducting 
the assessment may find: 

 
a) There is no potential or conflict of interest and the employee is free to proceed with the activity; 
 
b) There is potential for a conflict of interest, but the activity serves the interests of Olds College 

and the activity can be managed in a way that is compliant with legislation, protects the integrity 
and reputation of Olds College, and would withstand the test of reasonable and independent 
scrutiny.  In this case, a suitable method of monitoring and managing the allowed conflict will be 
determined and implemented before the employee proceeds with the activity; or, 

 
c) There is the potential for a conflict of interest and it is determined that the activity does not serve 

the interests of Olds College or the potential conflict cannot be managed in a way that would 
protect the integrity and reputation of Olds College or withstand the test of reasonable and 
independent scrutiny.  In this case the activity will not be allowed and the employee is not to 
proceed with the activity. 

 




