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Purpose
The Public Interest Disclosure Act (PIDA) requires the institution to establish and maintain written
procedures, including time periods, for managing and investigating disclosures by employees.

Scope
This procedure applies to all Employees of the Alberta College of Art and Design (ACAD).

Definitions
To ensure consistency with the legislation, all definitions for this procedure are set out in the Public
Interest Disclosure Policy.

Procedures
1

Reporting Wrongdoing: Making a Disclosure

1.1

Employees who reasonably believe a wrongdoing has been committed, is about to be
committed, or could show that an employee has been asked to commit a wrongdoing, may
make a disclosure to the Designated Officer in accordance with these procedures or directly to
the Public Interest Commissioner.

1.2

Employees considering making a disclosure of wrongdoing may seek information or advice
from their supervisor, Designated Officer or the Public Interest Commissioner.
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1.3

As an employee, you are protected from reprisal beginning when you seek information or
advice from your supervisor, the Designated Officer or the Public Interest Commissioner.

1.4

Normally, disclosures of wrongdoing are made within thirty business days of discovery and
cannot be accepted if more than two years has passed since the date the wrongdoing was
discovered.

1.5

Employees may report wrongdoing to the Designated Officer by submitting the Public
Interest Disclosure Form attached. The form details the required contents of a disclosure.

1.6

Employees may report wrongdoing to the Public Interest Commissioner by submitting the
Disclosure of Wrongdoing Form on the Public Interest Commissioner’s website at
https://yourvoiceprotected.ca/

1.7

If you have made a disclosure to the Designated Officer, you may also make a disclosure
directly to the Public Interest Commissioner even if the Designated Officer has made
recommendations or concluded the investigation.

2

Referral by the Designated Officer

2.1

The Designated Officer may appoint another senior official of ACAD to act as an interim
Designated Officer for the purpose of managing a particular disclosure. The Designated
Officer may refer a disclosure of wrongdoing to an alternate designated officer if the Chief
Officer deems it appropriate in the circumstances or when the Designated Officer is in a
conflict of interest.

2.2

If a Disclosure is made which would more appropriately be dealt with by another department,
public entity, office or the Public Interest Commissioner, the Designated Officer shall refer
the disclosure there and the employee who made the disclosure will be so advised.

3

Reviewing Disclosures

3.1

The Designated Officer will acknowledge the receipt of your disclosure within five business
days.

3.2

The Designated Officer will review your disclosure to determine if an investigation will take
place and will notify you in writing within twenty business days of receiving the disclosure.

3.3

If a disclosure is not accepted on initial review, no further action will be taken by the
Designated Officer.
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3.4

A disclosure will be accepted if the Designated Officer determines that the disclosure
3.4.1

Was made in good faith and is not frivolous or vexatious.

3.4.2

Deals with a wrongdoing to which the Act applies.

3.4.3

Indicates reasonable grounds to believe that the alleged wrongdoing has or may
occur.

3.4.4

Should not be referred to another public entity, government office.

3.4.5

Has been made within two years since the date the alleged wrongdoing was
discovered,

3.4.6

Has not already been or is in the process of being investigated under the Act, these
procedures, a collective agreement or any other policy or procedure which would
deal with the wrongdoing alleged in the disclosure.

4 Investigating Disclosures of Wrongdoing
4.1 If a disclosure is accepted by the Designated Officer following an initial review, an investigation
will be conducted. The investigation and report must be completed within one hundred and twenty
business days from the date of the disclosure. The written report must be submitted to the Chief
Officer.
4.2 A single investigation may be conducted in circumstances where multiple disclosures are made on
the same matter.
4.3 The Chief Officer may approve an extension of up to thirty business days to the time limits for
managing disclosures. The Public Interest Commissioner may grant further extensions.
4.4 The investigation must include the investigation of other wrongdoings if, during the investigation
of a disclosure, the Designated Officer has reason to believe that another wrongdoing has been
committed.
4.5 The review and investigation of disclosures will be conducted in accordance with the principles of
procedural fairness and natural justice which includes the following:
4.1.1

The employee making the disclosure, had the opportunity to set out the particulars
of the alleged Wrongdoing and provide evidence to support the disclosure;
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5

4.1.2

The individual who is alleged to have been involved in a wrongdoing is informed of
the essential nature of the allegation against them and have had the opportunity to
respond to the allegation;

4.1.3

A lack of bias and

4.1.4

Evidence to support the decision.

Recommendations and Corrective Action

5.1

Any recommendations for correction action arising from an investigation must be reviewed
and approved by the Chief Officer and the Designated Officer. Once approved, ACAD shall
initiate steps to take the corrective action within ten business days of approval.

5.2

All corrective action must be completed within ninety business days of approval unless
extenuating circumstances require further time as determined by the Chief Officer and the
Designated Officer.

6

Reprisal

6.1

An employee is protected from reprisal when they have in good faith, sought advice about
making a disclosure, co-operated in an investigation under the Act or the policy, declined to
participate in a wrongdoing or done anything in accordance with the Act or this policy.

6.2

The Public Interest Commissioner has exclusive jurisdiction to receive and investigate any
complaints of reprisals. If you as an employee believe you have been the subject of a reprisal,
your complaint must be submitted directly to the office of the Public Interest Commissioner.
Please see https://yourvoiceprotected.ca/for the Complaint of Reprisal form.

7

Disclosure involving a Possible Offence or an Imminent Risk

7.1

The Designated Officer may refer a disclosure to the Commissioner if the Designated Officer
reasonably believes that the matter to which the disclosure relates constitutes an imminent risk
of a substantial or specific danger to the life, health or safety of the individuals or to the
environment.

7.2

In circumstances where the Designated Officer has reason to believe that an offence has been
committed under a statute or regulation, as soon as reasonably practicable, the Designated
Officer will report to the Chief Officer who will contact a law enforcement agency and advise
the Minister of Justice and Solicitor General. In this circumstance, the Designated Officer
must suspend the investigation of the disclosure.
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7.3 The Designated Officer will report matters of imminent risk to the life, health or safety of
individuals or the environment to the Chief Officer who will contact
7.2.1

An appropriate law enforcement agency, or

7.2.2

In the case of a health-related matter, to the Chief Medical Officer of Health, or

7.2.3

To the department, public entity or office responsible for managing, controlling or
containing the risk, if any, and

7.2.4

To the Commissioner.

In this circumstance, the investigation into the matter may be suspended.
8

Confidentiality

8.1

All information collected in relation to disclosures and investigations will be kept confidential
unless there is an imminent risk of a substantial and specific danger to the life, health or safety
of individuals or the environment.

8.2

All participants in an investigation shall at all times, keep confidential the identity of
individuals involved in the disclosure process, the identity of individuals alleged to have
committed a wrongdoing, witnesses, information and documents collected related to the
disclosure and investigation and the details and results of the investigation.

9

Annual Reporting

9.1

The Chief Officer will prepare a report annually on all disclosures made or referred to the
Designated Officer. This annual report is available to the public upon request or included in
the ACAD Annual Report if it is a public document.

9.2

In the annual report, the Chief Officer must not identify an employee who sought advice,
made a disclosure or made a complaint of reprisal and must not disclose individual identifying
health information.
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9.3

The annual report must include the number of disclosures received by or referred to the
Designated Officer, the number of Disclosures acted on by the Designated Officer, the
number of disclosures not acted on by the Designated Officer, the number of investigations
commenced by the Designated Officer and where an investigation results in a finding of
wrongdoing a description of the wrongdoing and any recommendations made or corrective
measures taken in relation to the wrongdoing. If no corrective action is taken, the report must
include the reasons for no corrective action.

9.4

The Chief Officer will not identify publicly in their annual report, any employee who sought
advice, made a disclosure or made a complaint of reprisal nor will the Chief Officer disclose
individually identifying health information in the report.

10 Offences and Fines
10.1 The Act details offences and fines. Offences include:
10.1.1 Making a false or misleading statement or knowingly withholding material
information in seeking advice about a disclosure or making a disclosure, or during
the investigation;
10.1.2 Counsel or direct another person to make a false or misleading statement or
withhold material information in seeking advice about a disclosure or making a
disclose or during an investigation;
10.1.3 Willfully obstruct or counsel or direct another person to willfully obstruct a
Designated Officer;
10.1.4 Conceal, destroy, falsify or alter a document or other information relevant to an
investigation or direct or counsel another person to conceal, destroy, falsify or alter a
document or other information relevant to an investigation.
10.2 Penalties under the Act include fines of $25,000 for a first offence and $100,000 for a second
offence.
10.3 In addition to the possible fine, any employee found to have committed an offence under the
Act may be subject to disciplinary action up to and including termination.
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11 Freedom of Information and Protection of Privacy (FOIP)
11.1 There are restrictions to access to information requests under the Freedom of Information
and Protection of Privacy Act (FOIP Act). The FOIP Act has been amended and now
restricts the right of access to a record that would reveal the identity of a person who has
requested advice about making a disclosure, made a disclosure, submitted a complaint of
reprisal or whose complaints have been referred to the Alberta Labour Relations Board, unless
that information can reasonably be severed from a record.

Reference/Related Documents
Public Interest Disclosure Act
Freedom of Information and Protection of Privacy Act (FOIP Act)
Public Interest Commissioner https://yourvoiceprotected.ca/
Public Interest Disclosure Policy
1000. Board of Governors: Code of Conduct Policy
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Appendix A
Public Interest Disclosure Form
Date of Wrongdoing:
Name:
Phone:
Email:
Are you a current employee of the Alberta College of Art + Design?

Yes/No

Are you concerned of any potential reprisal to yourself or others?

Yes/No

Has a disclosure on this matter been made previously?
If a response has been received, please attach a copy.

Yes/No

Type of Alleged Wrongdoing:
☐ Contravention of an act or regulation of Alberta or Canada

Nature of the act or regulation if known: Click here to enter text.
☐ An act or omission that creates a substantial and specific danger to the life, health or

☐
☐

☐
☐

safety of individuals other than a danger that is inherent in the performance of the
duties or functions of an employee
An act or omission that creates a substantial and specific danger to the environment
Gross mismanagement, including an act or omission that is deliberate and that shows a
reckless or wilful disregard for the proper management:
i.
of public funds or a public asset
ii.
the delivery of a public service, including the management or performance of
1. a contract or arrangement identified or described in the regulations,
including the duties resulting from the contract or arrangement or any
funds administered or provided under the contract or arrangement, and
2. the duties and powers resulting from an enactment identified or described
in the regulations or any funds administered or provided as a result of the
enactment,
iii.
employees, by a pattern of behaviour or conduct of a systemic nature that
indicates a problem in the culture of the organization relating to bullying,
harassment or intimidation.
Knowingly directing or counseling an individual to commit one of the above
An allegation of wrongdoing
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Alleged Wrongdoing:
Detailed information is required to enable a full assessment and review of the matter. Attach any supporting
documentation
Please list all evidence/relevant documentation if same is not attached:

Name of Individual or individuals who are alleged to have committed the wrongdoing or to
be about to commit the wrongdoing:

Name:

Click here to enter text.

Position/Title:

Click here to enter text.

Name:

Click here to enter text.

Position/Title:

Click here to enter text.
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