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CORPORATE AND HUMAN RESOURCES MANUAL 

POLICY NO: 

CCHR-A-01 

SECTION TITLE: Corporate Culture 

SUBJECT TITLE: Code of Business Conduct and Ethics 

EFFECTIVE DATE: 

December 2014 

AUTHORIZED BY: Corporate Policy Committee 

REVISION DATES: March 2018, April 2019, September 2019 
November 2020 

Replaces CCHR-A-01, CCHR-A-02, and CCHR-A-06 

PURPOSE 

The purpose of this Code of Business Conduct and Ethics (the “Code”) is to set out the 
expected practices and behaviours of Employees in their interactions with residents, their families, 
service and product suppliers, co-workers and the various communities they serve and with 
Chartwell. Chartwell strives for the highest ethical standards in all of its dealings, and 
requires all Employees to make this their highest priority. The reputation, integrity and 
profitability of Chartwell depend upon the individual and cumulative actions of each Employee. 
Each Employee is therefore personally responsible and accountable for compliance with this 
Code. 

We believe that practicing the highest ethical standards are critical to achieving our Mission and 
Vision and are inherent in our corporate Values. All decisions made by Employees must be 
viewed through the lens of our Vision: Making People’s Lives Better. 

Our Mission 

To provide a happier, healthier and more fulfilling life experience for seniors to provide peace of 
mind for our residents' loved ones 

To attract and retain employees who care about making a difference in our residents' lives 
To provide an investment opportunity that benefits society with reasonable and growing returns 
to the unitholders. 

Our Values 

Respect - We honour and celebrate seniors Empathy - We believe compassion is contagious 

Service Excellence - We believe in providing excellence in customer service Performance - We 
believe in delivering and rewarding results 

Education - We believe in lifelong learning 

Commitment - We value commitment to the Chartwell family 

Trust - We believe in keeping our promises and doing the right thing 

PRINCIPLES OF THE CODE 

This Code of Business Conduct and Ethics sets out guidelines for Employees on how business 
at Chartwell is to be conducted to ensure that Chartwell and its Employees meet high ethical 
business standards. 
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Chartwell and its Employees must treat residents and their families and friends with courtesy, 
fairness and understanding, and must respect their dignity, independence, needs and freedom 
of expression. 

All Employees must agree, in writing, to comply with the Code. An acknowledgement signed by 

the Employee confirming that the employee has read and understood the Code must be included 
in the Employee’s file. The Code will be reviewed by each Employee and the acknowledgement 
signed annually. 

Employees have a duty to report any known or suspected violations of the Code by speaking to 
their manager or higher levels of management as appropriate, or by calling the Chief Legal 
Officer or the Whistleblower Hotline at 1-877-775-7727. Employees who in good faith report 
violations of the Code will be free from reprisal or retaliation. 

Employees who violate the Code will be subject to the appropriate disciplinary action, up to and 
including termination of their employment. 

STANDARDS OF CONDUCT 

1. Compliance with Laws and Regulations 

Each Employee must comply with the laws and regulations in the jurisdictions in which such 
Employee works and resides. When unsure of the applicability of a particular law or regulation, 
an Employee should seek advice from the appropriate level of management. 

Employees must be honest in all their dealings with Chartwell, fellow employees and residents.  
Employees are not to take or divert property from Chartwell or other parties, including residents, 
through fraud, theft, deception or other illegal means. 

Employees are required to promptly disclose to Chartwell any criminal charges, convictions or 
other offences outlined in the Criminal Background Check Policy. 

2. Working Relationships 

Each employee must perform their job according to job standards and carry out assigned work 
and follow the appropriate manager’s instructions unless there is a legitimate reason not to. 
Employees must avoid activities, on or off premises, which they know or ought to have known 
could discredit a fellow employee or Chartwell. Each employee must notify Chartwell as soon 
as possible if they are unable to report to work. Employees must adhere to established policies 
on fire, health and safety, and standards regarding dress and grooming. Employees must 
act professionally towards one another at all times.   

3. Professional Boundaries 

Employees provide valuable services to residents in their home.  As such, Employees are in a 
position of trust and must maintain professional boundaries with residents at all times.  The 
following are examples of conduct that cross professional boundaries and are not permitted:   

• Sharing personal information about one’s personal life or problems with residents 

• Discussing workplace issues with residents 

• Taking residents on outings or to appointments outside of scheduled hours of work unless 
sanctioned by one’s manager 

• Socializing or entertaining residents outside of scheduled hours of work unless sanctioned 
by one’s manager 

• Engaging in a romantic or sexual relationship with a resident 

• Acting as a substitute decision maker for a resident who is not a family member 
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• Accepting any gifts or favours from residents other than as permitted in the Gift section 

below. 

• Employee involvement in any financial affairs of residents, including matters relating to 
powers of attorney, wills and estate planning 

• Employee involvement in the following  non-financial affairs of residents: matters relating 
to health care decision-making or personal directives 

4. Conflicts of Interest 

A conflict of interest occurs when an Employee’s private interests interfere with the interests of 
Chartwell. A conflict of interest may make it diff icult for an Employee to perform his or her 
duties in an objective manner. Employees should not take any action that creates a conflict of 
interest or the appearance of a conflict of interest without the appropriate level of management 
approval. Employees must seek out the advice of the appropriate level of management if they 
become aware of a conflict of interest or a perceived conflict of interest. 

Examples of conflicts of interest include, but are not limited to, situations where individual 
Employees use their position or Chartwell property or information for personal gain, accepting 
substantial gifts from suppliers, or competitors, outside activities that interfere with the 
performance of the Employee of his or her services to Chartwell, working for or providing services 
to a resident outside of work hours without management approval, employing friends or family 
members, whether as Employees or as independent contractors, and competing with Chartwell. 

An employee who believes that they may have a real or perceived conflict of interest is to complete 
a Conflict of Interest Disclosure Form and provide to the Administrator, General Manger, 
Corporate Department Head (VP level) or Human Resource Representative. 

5. Privacy and Confidentiality 

Employees must facilitate a resident’s right to information and maintain the privacy and 
confidentiality of information entrusted to them by Chartwell. Please refer to the Privacy and 
Confidentiality Policy whose purpose is to promote responsible practices in the handling and 
management of personal information, personal health information and confidential business 
information and to ensure compliance with the privacy statutes of each Canadian jurisdiction 
where Chartwell operates, as applicable. 

6. Use of Company Property and Assets 

Employees are prohibited from using company property and assets, including confidential 
information, for personal use or for illegal purposes. 

Employees have an obligation to protect Chartwell’s property, assets and confidential 
information and to ensure their eff icient use. Incidences of fraud or theft should be reported to 
the appropriate level of management or by calling the Whistleblower hotline at 1-877-775-7727. 

7. Social Media  

Employees, in their private capacity as citizens, may want to use social media to share information 
and communicate with friends, family and co-workers. Even though they are using social media 
for personal purposes, Chartwell policies apply to the use of social media by Employees when they 
are off-duty including but not limited to the Code and the Respectful Workplace, Disclosure and 
Privacy and Confidentiality Policies. 

In all forms of social media usage, Employees should consider themselves as acting as 
representatives of Chartwell. Employees’ personal and professional personas are intertwined on 
social media, just as they are in real life. Even if not identif ied with an explicit company affiliation, 
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Employees implicitly represent Chartwell.  

Maintaining public trust and Chartwell’s reputation is a requirement of all social media use as the 
public nature of social media can increase the risk of harming the professional and ethical 
reputation of Chartwell. Chartwell expects all its Employees to adhere to the following mandatory 
guidelines: 

• Employees must not use social media in a manner that would harm Chartwell’s reputation, 
image or integrity. Examples include but are not limited to conduct that is offensive, 
abusive, threatening, demeaning or humiliating, or conduct that might reasonably be 
expected to cause undue offence or pose moral or ethical diff iculties. Employees must 
keep posts and comments tasteful, and always take the time to think about how the content 
can be perceived by their online community or the broader public and, specifically, in 
relation to their role with Chartwell. 

• Employees are responsible not only for their own social media posts but also any 
comments made to their social media posts that were reasonably encouraged or welcomed 
by the Employee’s post.  

• Employees must ensure that they do not reveal anyone's personal information gained 
through their employment or association with Chartwell without express consent. 

• Employees must never identify or comment about other Chartwell Employees without the 
other Employee’s express consent. Even positive comments may be inappropriate or 
unwanted. 

8. Fair Competition 

Employees should deal fairly and respectfully with competitors, suppliers and others with whom 
Chartwell has a business relationship or potential business relationship. Employees must not 
take unfair advantage of anyone through manipulation, deceit, misrepresentation, or unlawful 
conduct. 

9. Gifts 

Business gifts and entertainment may be customary courtesies as gestures of goodwill and to 
assist in building business relationships. However, these gifts can become problematic if they 
have the potential to compromise an Employee’s ability to make objective business decisions. 
The following rules apply with respect to Employees receiving gifts from third parties, including 
suppliers and residents: 

• Gifts, donations, tips, loans or bequests from residents to individual Employees must 

NOT be accepted under any circumstance. The following applies to gifts that are not from 
residents to individual Employees: 

• A gift that will create a conflict of interest or even a perceived conflict of interest between 

the Employee and Chartwell may not be accepted 

• A gift that violates any laws or regulation may not be accepted 

• Gifts to an entire business unit, department, or residence may be accepted if they benefit 
the company or residence as a whole 

• Gifts should be infrequent and not excessive in value 

10. Substance Abuse 

Chartwell is committed to providing a work environment that is free of alcohol and substance 
abuse. As such, the following is strictly prohibited in the workplace (including buildings, outdoor 
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property, parking lots and Chartwell vehicles): the use, sale, distribution or possession of alcohol, 
marijuana (other than medically prescribed) or illegal substances; attending work while impaired  

11. Harassment/Discrimination 

Chartwell strives for a working environment that is free from b u l l y i n g ,  harassment and 
discrimination. Employees are required to work with respect towards one another and towards 
those we do business with. 

Employees are prohibited from discriminating on the following grounds: race, ancestry, place of 
origin, citizenship, creed, sex, sexual orientation, age, marital status, same-sex partnership 
status, gender identity or expression, family status, handicap or receipt of public assistance. All 
Employees are expected to be familiar with and comply with Chartwell’s Respectful Workplace – 
Discrimination and Harassment Prevention Policy. 

12. Health and Safety 

Chartwell is committed to continuously improving the health and safety of its Employees as well 
as the prevention of occupational and non-occupational related illness or injury. All supervisory 
personnel are responsible for ensuring that safe and healthy conditions are maintained in the 
sites they manage or supervise. Workers also have the responsibility to perform their duties in a 
safe manner. Recognizing that health and safety is a shared responsibility between 
management and workers, a successful policy requires the full cooperation of everyone in the 
workplace.  Refer to Chartwell’s Health & Safety Policy. 

13. Insider Trading and Disclosure 

As a public company, Chartwell and its Employees are required to comply with applicable 
securities laws, rules and regulations. The law prohibits the trading in Chartwell securities by any 
individual who has material information relating to Chartwell that has not been publicly disclosed. 
What constitutes material inside information is a complex question, but is generally considered to 
be information that is not available to the general public, which a reasonable investor 
contemplating a purchase of company securities would be substantially likely to take into account 
in making an investment decision. Refer to Chartwell’s Disclosure and Insider Trading Policy. 

Any Employee, who is uncertain about the legal rules involving the purchase or sale of Chartwell 
securities, should consult with the Chief Legal Officer prior to proceeding with any such 
transaction. 

14. External Inquiries 

Employees must refer all inquiries from the media, the financial community and unitholders to an 
authorized spokesperson, as set out in the Disclosure and Insider Trading Policy. 

15. Record Keeping and Reporting 

Chartwell requires honest, accurate, and complete record keeping in order to make responsible 
business decisions. Chartwell’s financial statements, records and accounts must accurately 
reflect its activities and comply with all applicable legal, auditing, and accounting requirements, 
and system of internal controls. 

Chartwell’s accounting records are relied upon to produce reports for management, directors, 
security holders, government agencies and other business stakeholders. 

Employees have an obligation to ensure that accounting records do not contain false or 
misleading entries. All transactions must be supported by the appropriate documentation in the 
proper accounting period. 
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All documents or other instruments executed by an Employee, and all purchase orders or other 
commitments by an Employee on behalf of Chartwell must comply with Chartwell’s Signing 
Authorization and Delegation of Authority Policy. 

TERMS OF REFERENCE 

“Chartwell”, “we” or “us” means Chartwell Retirement Residences and its affiliates and 
subsidiaries. For the purposes of this Code, “Chartwell” includes properties and entities that are 
jointly owned by Chartwell and third parties, as well as properties that are managed by Chartwell. 

“Employee” for the purpose of this Code means every individual working or volunteering at a 
Chartwell corporate office or retirement residence or long term residence owned, operated 
and/or managed by Chartwell and includes Chartwell’s Directors and Trustees and others to 
whom this Code applies. 

CROSS REFERENCES 

Privacy and Confidentiality Policy Whistleblower Policy 

Internet, Intranet, and Acceptable Use Policy 

Social Media Usage Policy 

Health and Safety Policy  

Respectful Workplace Policy 

Signing Authorization and Delegation of Authority Policy Record Management and Retention 
Policy 

Criminal Background Check Policy 

Progressive Corrective Action Policy Disclosure Policy 

Gifts from Residents 

Theft Policy 

Federal, provincial and municipal legislation and regulations 

FORMS 

Conflict of Interest Disclosure Form 

AUDIT INDICATORS 

None 


