VILLAGE OF FUNDY ALBERT

Employee Code of Conduct & Ethics


The Village of Fundy Albert (the “Village”) employees are expected to demonstrate the highest standards of ethical business and personal behaviour in the delivery of services that reflect Council approved direction. Employees will represent the organization and community positively through their conduct and behaviours, while demonstrating the Village values. 

Purpose 
The purpose of this policy is to outline expectations for appropriate employee conduct, provide consistent guidelines for all employees and address risk areas that employees may encounter in their work.

Definitions 
Conflict of Interest – When the interests of an employee compete or appear to compete with the interests of the Village. 
Employee – Any person employed by the Village on a permanent, non-permanent, full-time or part-time basis; including all leadership positions, and staff engaged through an employment contract.
Immediate Family – A spouse (includes common-law), son, daughter, parent, sibling, grandparent or grandchild of the employee or their spouse; a person permanently residing in the employee’s household, or with whom the employee permanently resides; or a person under the legal guardianship of the employee or their spouse.
Information – Data or content recorded or stored in any way, including facts, events, ideas, processes, or concepts, that are specific and organized for a purpose, and to increase understanding within a certain context and timeframe. Includes the summation of all documents, records and data under the control of the Village.
Reprisal – Negatively impacting an employee because the employee had, in good faith, made a report, or participated in an investigation, proceeding, or hearing with respect to a suspected violation of any Village Policy, Procedure, or other rule/expectation respecting the conduct of employees. 
Secondary employment – Includes paid or volunteer work an employee undertakes for another employer or work they may undertake as a self-employed person, in addition to their employment with the Village. 

Guidelines 
The Village is committed to maintain the highest standards of conduct. Employees are expected to be aware of and act appropriately when placed in circumstances where they may be in, or perceived to be in, compromising or conflict of interest situations. If an employee at any time is not clear if their behaviour may be in question, they are encouraged to ask a member of the leadership team for clarity.

Employee Behaviour 
Personal conduct - Employees will conduct themselves in accordance with the Village values and in a manner that exercises good judgement, courtesy and that values the diversity of all individuals. 
Social media - Employees will represent the best interests of the Village on all personal and business social media platforms through professional and ethical conduct. Employees will act in accordance with the Village’s Social Media policy (pending). 
Council appearances - Employees appearing before Council on their own behalf or on behalf of another organization must declare to Council that they are not appearing as a representative of or on behalf of the Village.
Conflict of interest disclosure - Employees who may have a real or perceived conflict of interest; or who feel they may be in contravention of this policy, must make a full and prompt disclosure to their manager or direct supervisor. At the discretion of the Chief Administrative Officer (CAO) Council will be advised regarding any relevant disclosures. 
Criminal offence disclosure - Employees must immediately disclose to their direct report if they are charged with a criminal offence. 

Village Assets 
Village time and assets - Employees will care for and respect Village time and assets, including tools and equipment, software, information and records. Personal use of Village assets is prohibited, except when it is done so under the authority of other policies, directives, guidelines and/or upon CAO approval. 
Collection, use and disclosure of information - As part of their employment, employees will be entrusted with information and will act accordingly to ensure that the information is protected. Employees are required to keep information private that they come across in the course of their duties. Personal information will be collected, used and disclosed only for purposes consistent with the use for which it was collected and in accordance with the Right to Information and Protection of Privacy Act (New Brunswick). 

Conflicts of Interest
Political activity - An employee may run for the office of Mayor or Council in accordance with the provisions of the Local Governance Act (New Brunswick). An employee who runs as a candidate in a Village municipal election must take an unpaid leave of absence. If elected, the employee must resign from their employment with the Village. If not elected, the employee will return to the same position they held before the leave commenced effective the first working day after the official election results have been announced.
Employees must not engage in any election campaigning, on behalf of themselves or others, during hours in which they receive compensation from the Village or at their place of work. Employees must not use any facilities, equipment, supplies, services, municipal logo or other resources of the Village for any election campaign or campaign-related activity unless they have paid for the resources as a member of the public.
Personal gain, benefit or favouritism - Employees will immediately disclose to their direct supervisor and remove themselves from any decision that may result in personal or monetary gain, benefit or favouritism; or any other situation in which they could influence a matter that directly or indirectly affects them or their immediate family. 
Gifts and gratuities - Employees will not accept or provide any gift, cash, benefit or favour in exchange for special consideration or influence, or where it may be perceived to be in exchange for special treatment. High value gifts such as concert and hockey tickets and golf passes must not be accepted. Employees may accept a token or gift that meets one of the following criteria: 
1. Hospitality among persons doing business that is reasonably necessary for conducting the Village’s business (e.g., lunch or networking event). 
2.  Small gifts showing appreciation (e.g., cards, cookies, chocolates). 
3.  Advertising material or promotional items with low monetary value (e.g., calendar, note pads, pens). 
4.  A corporate discount available to all Village employees. 
5.  A protocol item (e.g., symbolic or ceremonial gifts). 
6.  A raffle or door prize. 
Gifts and gratuities that meet the criteria should be shared amongst department employees or given to the Village when appropriate. 
Secondary employment - Employees who engage in secondary employment: 
1.   Are required to disclose any secondary employment to their direct supervisor, who will ensure appropriate documentation is in place. 
2.  Will make it known to the secondary employer that service is provided on a personal basis only and is in no way authorized, endorsed or supported by the Village. 
3.  Will conduct themselves in such a manner that there will be no ethical or legal conflict of interest. 
Employees may not engage in secondary employment if the outside employment:
1.  Interferes with, influences or impacts the performance of duties in the Village employment. 
2.  Provides an advantage derived from Village employment. 
3.  Is performed in such a way as to appear to be an official act, or to represent a Village opinion. 
4. Involves performance of work which must be inspected or approved by another Village employee where a conflict of interest or preferential treatment may exist.
Nepotism - Employees must not directly supervise or exercise influence over the employment relationship of a relative or member of their immediate family.
Employees must disclose to the CAO where they may have an opportunity to influence the decision to hire someone with whom they have or have had a close personal relationship. 

Conclusion
Employees are expected to understand and follow all governing policies, directives and guidelines. 
It is not possible to document all potential ethical concerns that could arise in the course of employment. Therefore, employees should seek guidance from their leader if they have any doubt about how this policy would apply in specific situations. 
The CAO will ensure that employees with ethical concerns have reporting options available to them and are supported and protected from reprisal. All reported violations of this policy will be investigated in a timely and fair manner. 
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