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A. POLICY STATEMENT

This policy applies to all employees of Keyano College (hereafter referred as the College).

The College is committed to maintaining a healthy and productive work environment and
atmosphere where all employees are afforded the opportunity to thrive. Where behaviors or
competency do not allow for the College to achieve its desired work environment goals, the
College is committed to addressing the situation promptly and appropriately.

The College expects all employees to be aware of and to follow workplace policies and rules for
the well-being of our students and employees. Additionally, the College has standard operating
principles and adherence to those principles is expected.

1. Guiding Principles

1.1

1.2

1.3

Effective processes and controls are required to address employee performance
issues and correct inappropriate behaviours. Effective management of this process
will allow the College to create an atmosphere where employees thrive.

The creation and maintenance of a healthy and productive work environment is a
collective responsibility between the College and its employees.

Progressive discipline is meant to be corrective rather than punitive, with the overall
aim to rehabilitate the behaviour of the employee. Except in the most serious of
situations, termination of employment is the last resort. The aim of progressive
discipline is to help the employee correct the problem behaviour and become a
positive contributor to the organization.
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1.4

1.5

1.6

1.7

1.8

1.9

1.10

The College will apply a progressive discipline approach to address an employee’s
performance and workplace issues.

Management is expected to address performance and workplace issues promptly
and appropriately.

Where an employee's work performance falls below acceptable standards as
specified in job fact sheet/description and role expectations, the immediate
supervisor must provide timely and relevant feedback identifying where expectations
are not being met and must work with the employee to develop a plan to restore
performance to a satisfactory measure. Where appropriate, this may be in the form
of a formalized Performance Improvement Plan, that will outline specific actions or
training required to restore performance to satisfactory levels.

Immediate supervisors should seek advice and guidance from the People & Culture
Department who may then seek legal counsel if required prior to addressing
escalating discipline issues.

The People & Culture Department will provide guidance on the involvement of the
Union or the Association in discipline issues and will assist with communication to
such representatives. Where applicable, a Union or Association representative will
be present in all disciplinary meetings including investigation meeting, unless the
member has waived this right in writing.

In dealing with the possibility of misconduct on the part of an employee, including
violation of any College’s policy or exhibiting problematic behavior, the College will
follow the steps outlined in the Employee Progressive Discipline Procedure.

In situations where the misconduct results in the need for escalated discipline, an
employee may be subject to disciplinary actions including but not limited to
suspension, suspension without pay or immediate termination.

B. DEFINITIONS

(1)

Association means Keyano College Faculty Association.

(2)

College: means Keyano College.

()

Performance specific performance objectives and will outline specific
Improvement Plan: actions or training required to restore performance to

means a plan to help an employee succeed in meeting

satisfactory levels.

(4)

Policy: means the Employee Progressive Discipline Policy.

()

Progressive unacceptable employee behaviours, allowing for discipline to
Discipline: start at a higher step based on the severity and circumstances

means a step-by-step process designed to correct

of the situation.
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(6) Union:

means CUPE Local 2157.

C. RELATED POLICIES

o Respectful Workplace Policy
e Code of Conduct Policy

D. RELATED LEGISLATION

e Alberta Human Rights Act
e Alberta Employment Standards Code

o Alberta Occupational Health and Safety Act, Regulation and Code

E. RELATED DOCUMENTS

e Administration Terms and Conditions
e CUPE Local 2157 Collective Agreement
e KCFA Collective Agreement

F. REVISION HISTORY
Person who Person who
Date Description of Secti . . Authorized
ections Entered Revision . .
(mm/ddlyyyy) Change (Position Title) Revision
(Position Title)

10/24/2018 Revision of old 3.26 | All Executive Assistant, | Executive Director,

Discipline Policy. President & CEO Human Resources
10/06/2025 New template All Manager, People & Director, People &

Culture; HR
Business Partner

conversion; updated
Policy Owner &
Administrator

Previous version will
be rescinded.

New effective date
set.
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