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AUDIT AT A GLANCE 

 
 
RECOMMENDATIONS 

We recommended that:  
1. The Public Service update 

the City’s Employee Code of 
Conduct to incorporate the 
key characteristics for 
codes. 

2. The Public Service define 
the term “conflict of interest” 
in the Employee Code of 
Conduct. 

3. The Public Service establish 
a process to review and 
update the Employee Code 
of Conduct on a periodic 
basis. 

4. The Public Service formally 
document and communicate 
the City’s Ethics Framework. 

5. The Public Service establish 
a process to review and 
update the Ethics 
Framework on a periodic 
basis. 

6. The Public Service develop 
a training course on the 
City’s Ethics Framework, 
and make it available to all 
employees.  

 
Background 
A motion was made by City Council that the City Auditor carry out 
an independent review of the procurement of the contract and 
subcontracts related to the Pedestrian and Cycling Strategy to 
ensure that the City of Winnipeg Employee Code of Conduct was 
upheld, and to provide recommendations in the event that there is 
a need to update and modernize the City of Winnipeg Employee 
Code of Conduct. 

 
Findings 
The Public Service did uphold the City‟s Employee Code of 
Conduct for the procurement and execution of the Pedestrian and 
Cycling Strategies Project. The steps taken by the Public Service 
to mitigate the risk of potential conflict of interest in the 
procurement and during the course of the project followed the 
requirements of the Employee Code of Conduct. 
 
The guidance in the City‟s Employee Code of Conduct in relation 
to conflict of interest is in line with the codes of other jurisdictions, 
and also in line with professional guidance on codes of conduct. 
 
The City‟s Employee Code of Conduct has not been updated 
since it was adopted by Council in 2001.  
 
The current code has several strengths, including that it discusses 
key principles to be followed, contains guidelines on ethical 
conduct including conflict of interest, provides clear details on 
roles, responsibilities, and options for consequences in cases of 
ethical misconduct, and is concisely written. 
 
We recommended that the code be revamped to be written in 
plain language to be more reader friendly to employees of all 
educational and cultural backgrounds.  Other areas that we 
recommended to be updated in the code included providing a 
definition of conflict of interest for the benefit of those who may not 
be familiar with the meaning of the term, incorporating the City‟s 
corporate values, and providing references to the Public Service‟s 
other ethical standards that support the principles in the code. 
 
We also recommended that the Public Service formally document 
its Ethics Framework to present a more unified guide for 
presenting and communicating the City‟s policies and standards 
that build and sustain the ethical culture. 
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AUDIT 
BACKGROUND 

 

 A motion was made in the July 15, 2015 Council meeting that : 
o “The City Auditor immediately undertake an independent 

review of the procurement of the contract and subcontracts 
related to the Pedestrian and Cycling Strategy so as to 
ensure that all aspects of the City of Winnipeg Code of 
Conduct have been upheld and to report their findings back 
to Winnipeg City Council”; and that 

o “The City Auditor provide recommendations to City Council 
in the event that they find there is a need to update and 
modernize the City of Winnipeg Employee Code of 
Conduct.”  

 The motion was adopted in Council‟s September 30, 2015 
meeting. An audit for the motion was added to the City 
Auditor‟s Audit Plan 2015 – 2018: 2016 Update, which was 
endorsed by Audit Committee.  
 

 

AUDIT 
OBJECTIVES 

 

 The objectives of our audit were: 
o To provide assurance on whether the City‟s Employee Code 

of Conduct had been upheld for the procurement of the 
Pedestrian and Cycling Strategy. 

o To assess and provide recommendations on whether the 
City‟s Employee Code of Conduct needs to be updated and 
modernized.  

 
 

MANDATE OF 
THE CITY 
AUDITOR 

 

 The City Auditor is a statutory officer appointed by City Council 
under The City of Winnipeg Charter. The City Auditor is 
independent of the Public Service and reports directly to 
Executive Policy Committee, which serves as the City‟s Audit 
Committee.   

 The City Auditor conducts examinations of the operations of the 
City and its affiliated bodies to assist Council in its governance 
role of ensuring the Public Service‟s accountability for the 
quality of stewardship over public funds and for the 
achievement of value for money in City operations. 

 Once an audit report has been communicated to Council, it 
becomes a public document. 
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RISK ANALYSIS 

 

 Our audits are conducted using a risk-based methodology.   

 We considered the following potential risks when assessing 
whether the Employee Code of Conduct was upheld during the 
procurement phase for the Pedestrian and Cycling Strategies 
Project: 
o Was the Pedestrian and Cycling Strategies Project 

appropriately tendered following the City of Winnipeg‟s 
standards and practices? 

o Does the Employee Code of Conduct provide guidance on 
when a potential conflict of interest is identified? 

o Was the Employee Code of Conduct upheld during the 
procurement process?  

o Was any potential conflict of interest identified? 
o If a potential conflict of interest was identified, was 

appropriate action taken to address the potential conflict? 

 We also considered the following potential risks when 
assessing whether the Employee Code of Conduct is in line 
with current leading practices: 
o Are there authoritative sources that can provide advice on 

appropriate contents for codes of conduct? 
o Does the City‟s code contain appropriate guidance for 

conflict of interest? 
o Have there been developments in the ethics community on 

codes of conduct since Winnipeg‟s code was created? 
o Have there been developments in ethical framework 

practices that organizations are following over and above 
just having codes of conduct? 

o Is there authoritative guidance on processes to ensure that 
codes of conduct and ethical frameworks are periodically 
reviewed and updated?  

 Individual audit area risk assessments are provided for each 
issue discussed in our report.  The assessments discuss and 
detail the residual risk for issues after considering the City‟s 
mitigating risk controls.  Our risk assessment criteria are shown 
in Appendix 1. 
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AUDIT SCOPE 

 

 The scope of our audit included an assessment of: 
o The procurement and contract administration process 

related to the Pedestrian and Cycling Strategies Project. 
o The City of Winnipeg Employee Code of Conduct on its 

own, in comparison with other jurisdictions Codes of 
Conduct, and in comparison with leading practices. 

 Our professional standards recognize that auditors provide a 
limited assurance on matters examined in their audits.  Those 
standards also require that we discuss the limitations of our 
work in the event that broader objectives could be inferred by 
the reader.  We limited our examination of whether the 
Employee Code of Conduct was upheld to areas that we 
believed could be breached in relation to potential conflict of 
interest for the Pedestrian and Cycling Strategies Project.  

 

 

APPROACH 
AND 
CRITERIA 

 

 We conducted our audit in accordance with generally 
accepted government auditing standards. Those standards 
require that we plan and perform the audit to obtain sufficient 
appropriate evidence to provide a reasonable basis for our 
observations and conclusions, based on our audit objectives. 
We believe the evidence we have obtained provides a 
reasonable basis for our observations and conclusions. 

 To determine if the Pedestrian and Cycling Strategies contract 
was tendered according to policy we reviewed Council‟s 
Materials Management Policy and the City‟s Materials 
Management Administrative Standard for tendering guidelines, 
and compared to how the Project was tendered. 

 We compared the steps taken to mitigate the potential conflict 
of interest to the guidance included in the City‟s Employee 
Code of Conduct. 

 We reviewed bids and assessed if they were evaluated using 
a predetermined scoring system, and re-performed the bid 
evaluation process to determine whether the contract was 
awarded fairly. 

 To assess the need to update and modernize the Employee 
Code of Conduct, we researched current leading ethical 
practices on key characteristics of effective codes of conduct; 
we reviewed the City‟s Employee Code of Conduct, 
administrative standards, and ethical processes; and we 
evaluated the Employee Code of Conduct based on those 
recommended key characteristics, and the City‟s ethical 
system based on the recommended key elements of ethics 
frameworks. 

 Appendix 2 provides the sources on leading ethical practices 
that we used for our analysis. 

 Appendix 3 provides a flow chart of the audit process. 
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Appendix 4 provides a summary of our recommendations. 
  

 
CONCLUSIONS 

 
  
The Public Service 
upheld the City’s 
Employee Code of 
Conduct during the 
procurement and 
over the course of 
the Pedestrian and 
Cycling Strategies 
Project. 
 

 The Project was tendered according to Council‟s Materials 
Management Policy and the Public Service‟s Materials 
Management Administrative Standard.   

 The contract was appropriately awarded in accordance with the 
delegated authorities of the Materials Management Policy and 
Materials Management Administrative Standard. 

 Appropriate steps were taken by the Pedestrian and Cycling 
Strategies Project management team to communicate and address 
any potential risks of conflict of interest for the procurement and 
execution periods of the project. 

 The evaluation of all proposals was conducted appropriately, and 
the contract was awarded fairly. 

 
The City of Winnipeg 
has an opportunity 
to modernize the 
City’s Employee 
Code of Conduct and 
enhance the overall 
ethics framework in 
line with current 
leading ethical 
practices. 
 

 The City of Winnipeg Employee Code of Conduct was adopted by 
Council on March 21, 2001 and has not been updated since. 

 The Employee Code of Conduct contains guidance on conflict of 
interest that is in line with ethical practices. 

 Opportunities to update and improve the Employee Code of 
Conduct include: 

o Defining conflict of interest in the code. 
o Redrafting the code using plain language to make the code 

more reader friendly. 
o Providing references to the City‟s other ethics policies, 

directives, and administrative standards. 
o Providing examples of both acceptable and unacceptable 

behavior to facilitate better understanding of the concepts. 

 Areas of focus to be in line with leading practices include: 
o Formally documenting an Ethics Framework that presents a 

more unified way of referencing, presenting and 
communicating the City‟s ethical directives and standards. 

o Developing and implementing a review process for the 
Employee Code of Conduct and the Ethics Framework.  
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1.1 Pedestrian and Cycling Strategies Project Background 
 On November 16, 2011, Council adopted the Winnipeg Transportation Master Plan as the 

long range transportation policy for the City. The plan sets out a long term strategy to guide 
the planning, development, renewal and maintenance of a multimodal transportation 
system.  

 Within the Winnipeg Transportation Master Plan, a number of enabling strategies are listed 
to achieve the key strategic goals, which include: 

o Develop a city-wide pedestrian strategy,  
o Develop a city-wide cycling strategy that provides integrated guidance for the City‟s 

efforts to support cycling activity and connectivity.  

 The purpose of the Pedestrian and Cycling Strategies Project (“the Project”), according to 
the Request for Proposal (“RFP”), was to produce comprehensive strategies that confirmed 
and expanded the community‟s vision for increasing the use, comfort and safety of walking 
and bicycling over time, and to establish detailed direction for policy, infrastructure and 
programming towards implementing that vision. The RFP also noted that proceeding with 
both strategies simultaneously recognized the opportunity to coordinate efforts across both 
modes of transportation, and with the City‟s overall multi-modal transportation system. It also 
provided opportunity to identify and consider synergies while addressing the distinctively 
different needs of pedestrians and cyclists. 

 The RFP for the Project was advertised publicly in December 2012. Six proposals were 
received in response to the RFP. All six proposals were reviewed by an Evaluation 
Committee consisting of the Project Manager, who is the Transportation Facilities Planning 
Engineer from the Public Works Department, and four other members from the City‟s Public 
Works and the Planning, Property & Development Departments.  The Manager of 
Transportation from the Public Works Department, whom the Project Manager for the 
Project normally reports to, was excluded from the Evaluation Committee due to the fact that 
his spouse was a proposed sub-consultant in one of the bids for the Project. The Project 
was ultimately awarded to Urban Systems Ltd. (“Urban Systems”).   

 One of the sub-consultants for Urban Systems was the spouse of the Manager of 
Transportation for the Public Works Department, which created a potential conflict of interest 
in the contract should the procurement process have not appropriately addressed this risk.  
The concept and considerations for conflict of interest is discussed later in the Project 
Background section, and the potential conflict of interest in the Pedestrian and Cycling 
Strategies Project is discussed further in the Procurement Process Evaluation section of our 
report. 

 The contract with Urban Systems was comprised of the RFP (which details the scope of 
services and work to be performed by the consultant, the deliverables, and other 
supplemental conditions), the proposal submitted by the consultant, and the City‟s standard 
General Conditions for Consultant Services.   

 The City does not secure contractual relationships with sub-consultants and, prior to the 
joint administrative report from the Audit Department and the Legal Services Department 
entitled “Review of Performance of the Pedestrian and Cycling Strategies Contract” 
presented to Council in its December 14, 2016 meeting, the General Conditions for 
Consultant Services did not explicitly extend the conditions to sub-consultants.  The Legal 
Services Department has revised the language in the General Conditions for Consultant 
Services to expand its scope to sub-consultants.  

 The Pedestrian and Cycling Strategies Final Report was adopted by Council on July 15, 
2015.  
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1.2 The City of Winnipeg’s Procurement Process 
 In order to provide transparent and accountable government, the City solicits public bids on 

supplies of goods and services over a minimum threshold. 

 The procurement process is governed by Council‟s Materials Management Policy. The 
Public Service also has an administrative standard that further delegates the authorities set 
out in the Materials Management Policy, and further describes the procurement 
administration process. 

 When a supply of goods or services is required by the City, departments will create an RFP 
or a tender for the supply in consultation with the Materials Management Division of the 
City‟s Corporate Finance Department.  The Materials Management Division is a member of 
the Supply Chain Management Association of Canada, and many of its employees hold 
Supply Chain Management Professional (SCMP) designations. 

 Once an RFP is complete, it is posted publicly on the City‟s website for a minimum period of 
time established by industry best practice.  While the bidding period is open, the designated 
Project Manager (or Contract Administrator) will answer questions about the RFP before the 
bidding period closes, which may result in an Addendum to the RFP that is also posted 
publicly on the City‟s website.  All bids are submitted to the Materials Management Division, 
not to the department in charge of contract administration for the supply.  If the Project 
Manager (City employee) believes that there might be an ethical issue in the procurement of 
the supply at any time during the bidding process, he or she is able to bring the concern to 
the Materials Management Division, the Legal Services Department, or both. 

 After the bidding period has closed, the bids are opened and reviewed by an employee from 
the Materials Management Division.  They are then forwarded to the Project Manager.   

 All bids are then evaluated by an Evaluation Committee consisting of the Project Manager 
and several other independent City employees.  Bids are ranked based on price and other 
criteria, such as how well the proposals met the requirements of the RFP that was 
published.  The Materials Management Division may also independently confirm that bids 
have met the necessary requirements of the RFP. 

 A successful bidder is then chosen by the Evaluation Committee, applicable references are 
checked for the bidder, the award is approved by the appropriate authority, and the contract 
is awarded to the successful bidder.  For RFPs, all unsuccessful bidders are also notified 
that their bids were not successful. 

 The award is then posted publicly on the City‟s website, and the contract moves into the 
contract administration phase. 

1.3 City of Winnipeg Employee Code of Conduct 
 For the purposes of our analysis, we define a code of conduct in the words of compliance 

and ethics professionals Falcione and Sophocles (2012).  They state that “A Code of 
Conduct (Code) is a document that describes an organization‟s principles, values, and 
standards for behavior. A Code sets forth the rules that the organization‟s employees and 
other key stakeholders must follow when facing ethical dilemmas related to the workplace, 
such as conflict of interest or the offering or accepting of gifts. Effective and engaging Codes 
focus not only on the legal risks that are applicable to the organization and its constituents, 
but also focus on the organization‟s mission and „beliefs‟. A Code should describe general 
principles about the organization‟s values, goals and overall ethical philosophy.”  

 The public interest is paramount to public service employees. As such, The City of Winnipeg 
Charter requires that “Council must establish a code of conduct for employees that includes 
conflict of interest rules.” The City‟s Employee Code of Conduct was established by Council 
to guide employees in: 
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o Observing the highest standards of conduct at all times and not letting actions be 
influenced by personal considerations.   

o Avoiding situations in which personal interest conflicts, or appears to conflict, with the 
interests of the City.  

o Obeying and respecting all laws in force in Manitoba, including City By-laws, and 
complying with the provisions of The Freedom of Information and Protection of 
Privacy Act.  

o Not engaging in any activity that could damage the City‟s reputation, making them 
unable to properly perform employment responsibilities, causing other employees to 
refuse or be reluctant to work with them, or hindering the City‟s ability to efficiently 
manage and direct its operations. 

 The Employees Code of Conduct is only applicable to City employees; it is not applicable to 
contractors.   

 Employees have the responsibility to review and adhere to the code and are required to 
acknowledge their understanding and adherence to the code annually. 

 The City of Winnipeg Employee Code of Conduct is comprised of the following six parts:  
o Part A. Definitions – defines commonly used terms to provide clarity to the reader. 
o Part B. General Principles – communicates high level expectations of all employees 

in relation to behaviour and conflict of interest. 
o Part C. Preamble – provides context and applicability of the code in relation to other 

legislation, policies, regulations, directions, and agreements for employees.  
o Part D. Specific Provision – outlines specific prohibitions for employees.  
o Part E. Enforcement – outlines how and to whom potential conflict of interest and 

breaches of the code should be reported.  
o Part F. Administration of the Code – states the responsibility of the Chief 

Administrative Officer to implement, publicize, and enforce the code.  

 The City‟s code has not been revised since it was approved by Council in 2001. To 
determine if updates to the Employee Code of Conduct would be prudent, we researched 
leading practices and assessed whether Winnipeg‟s Employee Code of Conduct is in line 
with those practices.  This is contained in the Code of Conduct Evaluation section of our 
report.  

1.4 Conflict of Interest 
 The vast majority of the time in public service, what is in the best interests of the public is 

also within the best interests of the employees who serve the public.  When the personal 
interests of an employee are not also within the best interests of the public, that person is in 
a conflict of interest scenario. 

 Conflict of interest is a critical concept for government service and yet few authoritative 
sources comprehensively describe what a conflict of interest is.  Simply put, a conflict of 
interest in a government setting occurs when a public servant cannot objectively act in the 
best interest of the public due to competing private interests.  There are several types of 
conflict of interest scenarios: 
 

Actual Conflict – When the actual circumstances that exist pit a 
person‟s private interests against his or her ability 
to act in the best interest of the public. 

Perceived Conflict – When the circumstances that exist could give the 
appearance of a conflict of interest to external 
observer who neither has all of the facts about the 
situation (also known as an “apparent conflict”). 
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Potential Conflict – When circumstances that will occur in the future 
will create a conflict of interest if mitigating actions 
are not taken. 

 

 There are several different types of risks that can create conflict of interest, including: 
 

Familiarity – When personal relationships affect the ability to 
act in the public interest. 

Self-interest – When financial interests affect the ability to act in 
the public interest. 

Bias – When political, ideological, social, or other 
convictions affect the ability to act in the public 
interest. 

Influence – When external pressures affect the ability to act in 
the public interest (including threats/intimidation). 

Structural – When the legal authority structure affects the 
ability to act in the public interest. 

Self-review – When someone is placed in a position of having to 
objectively evaluate his or her own work, which 
may affect that person‟s ability to act in the public 
interest. 

 

 When conflict of interest arises, actions can also be taken to effectively reduce or remove 
the conflict from being able to affect the employee‟s objective decision making ability.  
These are known as “mitigating actions”.   

 Not all conflict of interest scenarios can be mitigated.  Conflicts that are not possible to 
mitigate normally result in prohibition of specific actions that would place people in conflict. 

 How these concepts were incorporated into the procurement of the Pedestrian and Cycling 
Strategies report, and how they are incorporated into the City‟s Employee Code of Conduct, 
is discussed further in the Procurement Process Evaluation and the Code of Conduct 
Evaluation sections of our report. 

1.5 Ethics Framework  
 We have modified the Institute of Internal Auditors‟ (2012) definition of an ethics program to 

define an “Ethics Framework” as “[Documented guidance that] sets expectations for 
acceptable behaviors in conducting business within the organization and with external 
parties. It is in essence a comprehensive and integrated ethical approach to fostering and 
maintaining an ethical culture. It includes effective board oversight, a strong tone-at-the-top, 
senior management involvement, organization wide commitment, timely follow-up and 
investigation of reported incidents, consistent disciplinary action for offenders, ethics 
training, communications, ongoing monitoring systems, and an anonymous incident 
reporting system.”  

 Ethics Frameworks are comprised of multiple elements, including: organizational values, 
standards, the code of conduct, and ethical policies and procedures. These elements come 
together collectively and depend on each other to successfully support an ethical culture.  

 We have evaluated the City‟s Ethics Framework in the Ethics Framework Analysis section of 
our report. 
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2.1 Procurement Process and Potential Conflict of Interest 
 

Issue 

 Was the Employee Code of Conduct upheld during the procurement and execution of 
the contract related to the Pedestrian and Cycling Strategies Project?  

 

Conclusion 

 The Employee Code of Conduct was upheld during the procurement and execution of 
the contract related to the Pedestrian and Cycling Strategies Project. 

 

Analysis 

Potential for Conflict of Interest in the Contracted Services 

 A Request for Proposal (“RFP”) was issued for the Project through the City‟s website on 
December 3, 2012 in accordance with the City‟s outlined procurement processes.  The 
Project Manager for the Project was a Transportation Facilities Planning Engineer in the 
Transportation Division of the Public Works Department.  

 During the bid submission period, the Project Manager became aware of a potential 
conflict of interest in the bidding process after receiving questions on the RFP from a 
consulting firm owned by the spouse of the Manager of Transportation for the Public 
Works Department.  (The Manager of Transportation was also the immediate supervisor 
of the Project Manager.)  

 The City‟s Employee Code of Conduct instructs employees on the appropriate actions to 
take when they become aware of a potential conflict of interest.  The code requires that 
employees who become aware of potential conflicts disclose the matter their department 
heads so that the appropriate action may be taken.  

 When the Project Manager became aware of the potential conflict, he consulted with the 
City‟s Legal Services Department and the Materials Management Division to determine 
the appropriate steps to take to mitigate the potential risk.  In coordination with the Legal 
Services Department and the Materials Management Division, the Project Manager took 
the appropriate steps to ensure that the Director of Public Works was advised of the 
matter in writing.  He also advised the Evaluation Committee for this bid opportunity that 
the Manager of Transportation was not to be involved in the evaluation in any way, that 
the evaluation process should not be discussed with any other City staff (including the 
Manager of Transportation), and that if the Manager of Transportation‟s spouse was a 
part of the successful bid, that the Manager of Transportation would not have any 
involvement in the Project. 

 Since the Project Manager for the Project was also supervised by the Manager of 
Transportation in his regular duties, the reporting structure was temporarily altered for 
the duration of the Project so that the Project Manager would report directly to the 
Director of Public Works on all matters relating to the Project. 
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Assessment and Confirmation of Mitigating Procedures  

 The Audit Department evaluated the steps taken to address the potential risk and 
believes there was sufficient action and documentation to adequately address the risk.  

 Confirmation from various parties involved in the Project regarding the level of 
involvement of the Manager of Transportation on this Project was requested. The 
Manager of Transportation stated that he did not participate in any aspect of the Project 
during the procurement stage and throughout the completion of the Project. Additionally, 
each member of the Project‟s Evaluation Committee, members of the Project‟s Steering 
Committee, the principal consultant (Urban Systems), and all four sub-consultants 
confirmed that the Manager of Transportation was not involved with any aspect of, and 
did not provide any direction related to, the Project; all direction relating to the Project‟s 
execution was stated to have come from the City‟s Project Manager.  

 The Audit Department reviewed relevant project documentation and interviewed project 
stakeholders to confirm whether there were any other potential violations with respect to 
the Employee Code of Conduct, and to ensure all aspects of the code were upheld. No 
other potential violations were observed by either the Audit Department or the 
stakeholders contacted. 

 The bid selection process was evaluated by the Audit Department by reviewing all of the 
six bid submissions for the Project, and by reviewing the Evaluation Committee‟s 
evaluation and scoring documentation.  We observed that the bid selection process 
followed the procurement process outlined by the Materials Management Division.  

 The Audit Department also replicated the evaluation process and re-performed the 
evaluation of each submission to assess the fairness of the scores given. Our scores 
closely correlated with those awarded by the Evaluation Committee.  In our opinion, the 
contract was awarded fairly.  

 Our ability to conclude on the process is limited to the documented materials provided to 
us. From our review of the bid evaluation materials, the Manager of Transportation did 
not appear to be involved in the selection process or during the project execution phase.     

 All members of the Pedestrian and Cycling Strategies Project Evaluation Committee and 
the Project Steering Committee were asked to declare whether they had any conflict of 
interest or perceived conflict of interest for the Project, as well as to declare whether they 
were in compliance with all provisions in the Employee Code of Conduct. All members 
declared that they had no conflict of interest and that they complied with all provisions of 
the code.  Our audit work found no evidence to suggest otherwise. 

 

RECOMMENDATION  

 
No recommendations accompany this analysis. 
 

RISK AREA Compliance/Business Process ASSESSMENT Moderate 

BASIS OF 
ASSESSMENT 

Conflict of interest and ethical violations in the procurement and contract 
management processes can impact the objectivity of the decisions made on 
whom to award contracts to. It can also cause a loss of public trust, negatively 
impact the City‟s reputation, and expose the City to litigation. 
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3.1 Employee Code of Conduct Update 

Issue 
 Does the City of Winnipeg‟s Employee Code of Conduct need to be updated? 

 

Conclusion 
 To reflect current trends in good governance practice, we believe the City‟s Employee 

Code of Conduct should be updated, and that a process should be implemented to 
review the Employee Code of Conduct on a periodic basis. 
 

Analysis 

 The research we conducted was consistent in asserting that it is good practice to review 
an organization‟s code of conduct on a periodic basis to ensure that the code is 
constantly meeting an organization‟s ever-changing environment.  The City of 
Winnipeg‟s Employee Code of Conduct has not been revised since it was adopted by 
Council in 2001.  As a part of this report, Council has requested a review of the 
Employee Code of Conduct to provide any recommendations on whether we believe the 
document requires an update.  We have evaluated the Employee Code of Conduct 
based on publicly available, generally-acceptable advice written by reputable sources 
from accounting, auditing, ethics and standard-setting bodies and professions.  We have 
compiled and contrasted the guidance from these sources in the following section. 

 
Key Characteristics of an Effective Code of Conduct 

 The benefits of having a well-crafted Employee Code of Conduct are that the code will:1  
o Help employees align their daily behaviours with the City‟s mission and values. 
o Provide unity and understanding about the City‟s principles of ethical conduct. 
o Help employees make ethical decisions in complex situations.  
o Set a public example to help build employee and stakeholder trust.  
o Increase awareness on ethical issues, expected behaviours, and consequences. 
o Empower employees to act ethically and to report misconduct.  

 The research we conducted recognized that organizational codes of conduct can come 
in many different forms and cover many different topics based on each organization‟s 
needs.  The research also recommended a number of specific characteristics that codes 
of conduct should have to best achieve the benefits described above.  We have 
compiled these characteristics in Exhibit 1 along with our assessment of whether the 
City of Winnipeg‟s Employee Code of Conduct demonstrates these characteristics. 

 
 
 
 
 
 
 
 
 
 
 

                                                           
1
 Listing has been adapted from: Falcione, A. and Sophocles, R.M. (2012). Developing an Engaging Code of Conduct and an Effective Code 

Program. p. 3.  SAI Global.  Retrieved from www.saiglobal.com/compliance 
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Exhibit 1 

 Key Characteristic Significance Winnipeg Code 

1 City‟s mission statement 

Provides clarity on the 
organization‟s purpose, and 
allows employees to align 
activities with that purpose. 

No 

2 
Statement of support by CAO 
and/or Council 

Sets a tone of support from the 
top of the organization. 

No 

3 
Purpose and context for the 
Code of Conduct 

Sets the importance of the 
code and where it fits in the 
overall ethics framework. 

No 

4 City values and principles 

Clearly communicates the 
values and principles that the 
City expects public servants to 
have and to demonstrate. 

Principles – Yes 
 

Values – No 
 

5 
How the Public Service  
relates to its stakeholders 

Clarifies who the Public Service 
is accountable to, and its role 
and impact in the community.  

No 
 

6 
Guidance on ethical conduct 
and resolving/reporting ethical 
violations 

Outlines standards of ethically 
acceptable behavior and 
practices that are in line with 
the organizations overall values 
and principles.  

Guidelines on Ethical 
Conduct – Yes  

 
Resolution/reporting 

process – Yes  

7 
Examples of ethical and 
unethical behaviour 

Provides more direct guidance 
on ethical concepts that may 
be abstract or difficult for 
employees to conceptualize. 

No 

8 
Details on implementation, 
monitoring, and 
consequences of misconduct 

Provides clarity about the 
consequences of misconduct 
and serves as a deterrent for 
potential breaches. 

Yes 

9 
Details on performance 
evaluation and reporting 
 

Connects the conduct 
requirements to the overall 
performance management 
system and to employees‟ 
performance reviews. 

No 

10 
Provides reference to other 
ethical policies and processes 

Gives clear direction on what 
other ethical guidance exists 
and where it can be found. 

Partial –  
Reference to the 

Freedom of Information 
and Protection of 

Privacy Act  

11 
Well written in an 
understandable format 

Allows all employees of 
differing backgrounds to easily 
understand the requirements of 
the Code of Conduct.  

No 
 

12 Concise 

Allows employees to efficiently 
determine the ethical 
expectations of the Public 
Service. 

Yes 
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Characteristics that the Current Code of Conduct Displays 

 Of the key characteristics developed from our research, we believe that Winnipeg‟s 
Employee Code of Conduct shows the following items: 

o Discusses key principles to be followed. 
o Contains ethical conduct guidelines for potential conflict of interest scenarios, 

and resolution and reporting processes. 
o Provides clear details on roles, responsibilities, and options for consequences in 

cases of ethical misconduct. 
o Is concisely written. 

 
Areas for Improvement in the Code of Conduct 

 Though the Employee Code of Conduct exhibits several key characteristics of codes, we 
believe that the document should be revamped due to it currently being written like a 
legal document, rather than a plain language discussion on ethical expectations and 
conduct in the Public Service. 

 From our review of other jurisdictions, we believe that the City of Ottawa provides an 
excellent example to follow for well-written, plain language code of conduct, and the City 
of Edmonton has a well-written, plain language guide to its code of conduct to make the 
code understandable to all employees.  We have included these documents as 
Appendix 5 and Appendix 6 respectively. 

 The following key characteristics were items that we assessed require improvement in 
Winnipeg‟s Employee Code of Conduct. 

 
Readability and Understandability 

 To use a consistent tool to assess the readability of Winnipeg‟s Employee Code of 
Conduct in comparison to other jurisdictions, we input the codes into Readability-
Score.com (an online tool intended to evaluate documents for overall ease of readability 
and estimated education level required to understand the document). Appendix 7 
describes the tests used on Readibility-score.com to assess document readability. 

 We confirmed with the Total Compensation and Labour Relations Branch of the 
Corporate Support Services Department that the minimum education requirement for 
some positions in the Public Service is grade 10.  We also recognize that City standards 
should be written at a level that accommodates employees whose first language is not 
English.  Common advice for documents to achieve the goal of being written in “plain 
language” is that the documents be written at no higher than a grade 8 level. 

 Based on the evaluation, the grade level score of Winnipeg‟s Employee Code of 
Conduct was grade 12.8.1  (For comparison, the City of Ottawa‟s Code of Conduct 
scored grade 8.7, and the City of Edmonton‟s Guide to the Code of Conduct scored 
grade 8.3.) 

 We compared Winnipeg‟s Employee Code of Conduct to those of the cities of Calgary, 
Edmonton, Hamilton, Ottawa, Toronto, and Vancouver using the same scoring system 
(see Appendix 7).  Winnipeg‟s Employee Code of Conduct could be considered one of 
the most difficult documents to read of these jurisdictions; it received the second highest 
required grade assessment of these cities. 

 
 
 

                                                           
1
 The grade score is the calculated average of the five scoring tests described in Appendix 7. 
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 More specifically, Winnipeg‟s Employee Code of Conduct requires the reader to be 
familiar with legal concepts and terminology (referring specifically to severability, direct 
and indirect personal gain, nominality, solicitation, pecuniarity, advocacy, and indirect 
interests) and to understand other legal documents (citing FIPPA specifically) to be in 
compliance with the code.  We believe having a full understanding of these terms and 
references is beyond what should be expected from all employees, and the code should 
be revised to be understandable to employees from all different cultural and educational 
backgrounds. 

 
Commitment to Stakeholders 

 The Employee Code of Conduct does not explain the Public Service‟s commitment to its 
stakeholders or how employee actions can impact the community, citizens, and the 
Public Service‟s reputation.  Clear connection between employee behaviour and Public 
Service impact is key to fostering and maintaining an ethical environment. 
 

Defined Organizational Values 

 The Employee Code of Conduct does not clearly delineate the key organizational 
values. These values are the pillars of ethical behaviour in the Public Service.  The 
values of the organization are available in the employee orientation document that can 
be found on the City‟s intranet site; however, we are not aware of any other 
documentation that communicates these organizational values to employees.  The 
Employee Code of Conduct is an appropriate device to communicate these values to all 
Public Service employees. 
 

Clarity 

 The code does not include examples of ethical and unethical behaviour as guidance to 
ensure clarity of what would be considered an ethical violation.  Some terms are abstract 
concepts (such as what constitutes a conflict of interest and how conflicts can be 
appropriately mitigated).  Case example is a long-standing and generally accepted 
teaching mechanism to facilitate deeper understanding of concepts that people may not 
be familiar with.  Providing examples increases the likelihood that individuals clearly 
understand what is expected of them and increases their ability to identify instances or 
the possibility of unethical breaches.  
 

Performance Evaluation 

 The Code of Conduct does not connect ethical conduct to the overall performance 
evaluation of the Public Service, nor to individual performance evaluations.  Assessing 
ethical behaviour and compliance as part of performance evaluation serves as an 
ongoing method to monitor implementation of ethical guidelines and standards.  

 
Integrating Other Ethical Standards 

 The Code does not include links or references to other relevant standards and to 
additional information of where employees can get further assistance if required. The 
Code is one of the first steps to adopting a comprehensive integrated approach to ethics 
within an organization, serving as a specific point were individuals can find or be pointed 
to other relevant information that address ethical expectations. 

 
Jurisdictional Comparison 

 A comparison of Winnipeg‟s Employee Code of Conduct to those of other Canadian 
jurisdictions is provided in Appendix 8. 
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Conflict of Interest Guidance in the Employee Code of Conduct 

 Council directed the Audit Department to perform an audit of the procurement process 
for the Pedestrian and Cycling Strategies Report due to a perceived conflict of interest in 
how the project was procured.  This leads to the question of whether the conflict of 
interest guidance in the City‟s Employee Code of Conduct is in line with modern best 
practices on conflict of interest policies.   

 Our research on conflict of interest policies found that standard setting bodies and 
professional ethics societies do not generally give recommendations on what the specific 
contents of conflict of interest policies should contain.  Specific content is generally left to 
legislative frameworks and to the professional judgment of organizational policy makers.  
Our research did reveal that conflict of interest policies do generally contain several 
areas of discussion.  We have denoted these discussion areas in Exhibit 2, along with 
our evaluation of whether the City of Winnipeg‟s Employee Code of Conduct contains 
the specified areas. 

 
Exhibit 2 

Component Winnipeg Code 

Definition of what a conflict of interest is  
(including actual, potential, and perceived subcategories) 

No 

Examples of conflict of interest Yes 

Statements of prohibited behaviours Yes 

Explanation of conflict of interest risk assessment process  
(discussing how to determine if the risk is acceptable) 

Yes 

Explanation of mitigation strategies Yes 

Monitoring and reporting processes Yes 

Declaration processes Yes 

Consequences of misconduct Yes 

 

 With the exception of providing a definition of what a conflict of interest is, the City‟s 
Employee Code of Conduct contains all of the elements that would normally be 
contained in a conflict of interest policy.   

 We also observed that the provisions in Winnipeg‟s Employee Code of Conduct relating 
to family members providing services to the City, the mitigating actions to ensure that 
City employees are not involved in the hiring, bid selection, or supervision of their family 
members, and the disclosure practices for those relationships that pose a potential 
conflict of interest, are consistent with the provisions of the codes of conduct for the 
other jurisdictions that we have reviewed. 

 

RECOMMENDATION 1 

 
We recommend that the Public Service update the City’s Employee Code of Conduct to 
incorporate the key characteristics for codes.  
 

RISK AREA Organizational Culture ASSESSMENT High 

BASIS OF 
ASSESSMENT 

The current Employee Code of Conduct has not been updated to reflect 
current trends in good governance practice. 
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MANAGEMENT RESPONSE 

Agree. The Public Service will review best practices in this area, including those appended 
hereto, in order to update the City‟s Employee Code of Conduct. 

IMPLEMENTATION DATE Q1 2018 

 

 

RECOMMENDATION 2 

 
We recommend that the Public Service revise the City’s Employee Code of Conduct to define 
the term “conflict of interest”.  
 

RISK AREA Organizational Culture ASSESSMENT High 

BASIS OF 
ASSESSMENT 

Clear definition of key terms in the Employee Code of Conduct is an essential 
element of communicating behavioural expectations for compliance.  
Employees of various backgrounds may not have a consistent understanding 
of what a conflict of interest is, or how conflict of interest applies to public 
service. 

MANAGEMENT RESPONSE 

Agree. The Public Service will provide a clear, plain language definition of “conflict of interest”, 
and incorporate same into the revised Employee Code of Conduct.  

IMPLEMENTATION DATE Q1 2018 

 

 

RECOMMENDATION 3 

 
We recommend that the Public Service establish a process to review and update the Employee 
Code of Conduct going forward to ensure it continues to be current and relevant.  
 

RISK AREA Organizational Culture ASSESSMENT High 

BASIS OF 
ASSESSMENT 

The current Employee Code of Conduct was written in 2001.  It has not been 
updated to reflect emerging ethical risks that have evolved with changes in 
society, social interaction, and technological advancements. 
 

MANAGEMENT RESPONSE 

Agree. The Public Service will finalize a process to ensure that the City‟s Employee Code of 
Conduct is reviewed at fixed intervals, and that necessary revisions are made to ensure that the 
Employee Code of Conduct remains relevant and reflects current standards of expected 
conduct.  

IMPLEMENTATION DATE Q1 2018 
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Ethics Framework Analysis 
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4.1 Ethics Framework 

Issue 
 Does the Audit Department have any recommendations on the modernization of the 

City‟s Employee Code of Conduct? 

Conclusion 
 To reflect current trends in ethics practices, we believe that the Public Service should 

connect the City‟s updated Employee Code of Conduct with the overall Ethics 
Framework for the Public Service.  A periodic review process should also be developed 
for the Ethics Framework. 

Analysis 
 As a part of this report, Council has requested a review of the Employee Code of Conduct 

to provide recommendations on ways to modernize the code if needed. Research on 
emerging trends and leading practices relating to an organization‟s ethical environment 
show that the development of an Ethics Framework, with the code of conduct being just 
one of multiple key components, has become an emerging trend in cultivating a strong 
ethical environment across the Canadian governmental landscape. 

 An Ethics Framework refers to an organization‟s set of ethical policies, activities, processes 
and other governance structures that cohesively set expectations for acceptable employee 
behavior, and contribute to building and maintaining an ethical culture.  

 The components of an Ethics Framework were defined using research from multiple 
sources that are generally acceptable and widely accessible to the public, with some 
sources being from accounting, auditing and ethics bodies. We also researched other 
jurisdictions to see their depictions of Ethics Frameworks, if they had any. This research 
suggested various components that should be considered in developing a strong 
framework, which we compiled, compared and contrasted to analyze consistencies and 
variations. It should be noted that jurisdictions tailored their frameworks to their 
organizations based on their specific needs; no component within our framework depiction 
should be seen as a requirement, but more as a recommendation. 

 Our depiction of an Ethics Framework in Appendix 9 was customized for the City of 
Winnipeg.  It was derived from our research and comparison to what is currently in 
existence at the City of Winnipeg.   

Components of an Ethics Framework 

 The benefit of a documented Ethics Framework is to provide clear guidance to employees 
on expected behaviors, to inform employees about the ethics resources that are at their 
disposal and where to find them, and to increase awareness and understanding of how the 
City‟s policies, standards and processes work together to build a strong ethical environment. 

 In Exhibit 3 we assessed current ethical policies and processes within the City against 
elements included in our depiction of an Ethics Framework (Appendix 9).  We noted that 
the City has many of the elements of an Ethics Framework including supporting policies, 
administrative standards and training options. However, the Ethics Framework has not been 
formalized to connect the various elements as one overarching area of guidance, increasing 
the risk of employees not being aware of some of the integral elements of the Ethics 
Framework. 
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Exhibit 3 

Component Purpose City of Winnipeg 

Values Represents an organization‟s 
beliefs, defines its culture and 
establishes expectations for 
desired employee conduct.  

Partial – The City has five 
Corporate Values: Integrity, 
Accountability, Respect, Diversity, 
and Quality.  These values are not 
broadly publicized in City 
documentation and could only be 
found in the employee orientation 
materials on the City‟s intranet site. 

Central 
Standards/Policies 

Specific written guidelines, 
standards and policies that provide 
direction on appropriate 
procedures and processes. 

Yes – These include but are not 
limited to Council Policies and 
Administrative Standards, and the 
Respectful Workplace Statement. 

Code of Conduct Written rules and principles 
providing guidance and outlining 
responsibilities and expectations of 
appropriate behavior in response 
to ethical situations. 

Yes – The City has an Employee 
Code of Conduct.   

Tone at the Top Describes senior management‟s 
commitment to leading by example 
in support of organizational values, 
its ethical environment and overall 
culture by displaying exemplary 
behavior in ethical situations and in 
day to day routine situations 
through their actions and 
decisions.  

Partial – Roles and responsibilities 
are documented in the City‟s 
Administrative Standards and in the 
Employee Code of Conduct.  There 
is no cohesive document that joins 
the City‟s ethical guidance and 
outlines senior management‟s 
commitment to an ethical 
workplace. 

Monitoring The process to ensure ethical 
standards are being implemented 
consistently in all departments; and 
that ethical violations are tracked, 
addressed and reported on.  

Yes – In the Code of Conduct, the 
CAO is responsible for ensuring all 
employees are made aware of and 
comply with the Code.  

The City of Winnipeg “Fraud, Theft, 
Misappropriation or Related 
Irregularities Administrative 
Standard” provides guidance on 
reporting and tracking of ethical 
violations. 

Specified standards 
and procedures 

Documented processes and 
procedures (that support ethical 
principles and corporate values) to 
direct the execution of day-to-day 
operations and performance of job 
responsibilities within various 
departments. 

Yes – The Employee Code of 
Conduct is to operate in addition to 
other directives to employees and 
all employees are expected to 
observe the guidelines in the 
Employee Code of Conduct at all 
times. 
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Communication & 
Training 

Ensures employees are well 
informed on ethical processes and 
the resources at their disposal and 
that there is understanding of 
ethical expectations and 
responsibilities. 
  

Partial – The City of Winnipeg 
“Employee Education and 
Development Administrative 
Standard” provides guidance on the 
value of education. 
The Employee Development Branch 
releases and communicates a 
course calendar annually. 
 

Reporting Systems Documented processes that 
provide a number of ways to report 
ethical violations in a safe and 
confidential environment.  

Yes – The City of Winnipeg “Fraud, 
Theft, Misappropriation or Related 
Irregularities Administrative 
Standard” and “Reporting Fraud 
Information Sheet”. 

Ongoing Monitoring & 
Tracking 

Ensures ethical breaches and 
actions taken to resolve them are 
documented and reported on; 
ensures risk analysis is being 
performed to shed light on gaps in 
the ethical environment; and 
ensures adequate controls are in 
place to reduce the occurrence of 
ethical violations.  

Yes – The City of Winnipeg “Fraud, 
Theft, Misappropriation or Related 
Irregularities Administrative 
Standard”. 

Periodic review and 
update of standards 
and guidelines 

To assess the state of the 
organization‟s ethical climate and 
effectiveness of strategies, 
communications, training and other 
processes that are important to 
maintain a strong ethical 
environment. 

No – There is no documented 
guidance or timetable on when and 
how to assess various policies and 
processes within the ethical 
environment. 
 

 

Ethics Framework Components that are documented within the City’s Ethical Environment 

 Of the framework components depicted in Appendix 9, the City of Winnipeg has the 
following documented guidance in place: 

o Corporate Values 
o Central Standards/Policies 
o The Employee Code of Conduct 
o Reporting and Monitoring Process 

 
Areas for Improvement 

 Although the City has many of the elements of an Ethics Framework, there is no 
documentation and communication of an overarching Ethics Framework that connects 
and promotes awareness of the various elements of a strong ethical environment. 
Having a documented framework helps to ensure that employees are sufficiently 
informed about ethical concepts and expectations, their responsibilities in meeting those 
expectations, standards to guide behavior, and an understanding of all the resources, 
training and policies that are available to them. 

 In addition to the development of an Ethics Framework, we believe there are elements 
that require improvement in their documentation and communication.  
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Values: 

 The City‟s Corporate Values, which are the pillars of ethical behavior in the Public 
Service, are not easy to identify on the City‟s website and may be confused with the 
City‟s core competencies for all employees (Citizenship & Customer Focus, Respecting 
Diversity, Integrity & Trust, and Results Oriented). We believe the corporate values 
should be more easily accessible and more prominent in Public Service documents. 

 The Corporate Values are also not found in the Employee Code of Conduct.  
Professional guidance on codes of conduct recommends that organizational values be 
included in the code. 

 
Tone at the Top:  

 The outlook, decisions and actions of senior leadership play a primary role in the 
creation of an organization‟s ethical culture and climate. Visible support for, and 
consistent application of ethical policies by senior management is essential to an 
effective ethics framework. We have not observed cohesive guidance or clear 
communication that highlights the importance of tone at the top and its impact on developing 
a strong ethical culture and environment in the Public Service‟s ethics related guidance. 

 
Communication and Training: 

 The Public Service does not have written guidance on expectations or requirements 
regarding training specifically related to ethics.  Ethical training is provided in the City‟s 
half-day employee orientation course; however, the course is not mandatory for 
employees.  

 
Periodic review and update of standards and guidelines: 

 The Public Service does not have written guidance or processes to periodically review 
and update ethics standards, guidelines and processes. Periodic reviews are important 
to evaluate the effectiveness and relevance of strategies, controls, policies and 
procedures, communications, training and other processes that are important to maintain 
a strong ethical environment. 

 

Training on the Public Service’s Ethics Framework 

 A key component to enhancing the City‟s ethics framework is the availability of ethics-
specific training.  The research we conducted was consistent in stating that employee 
training should be completed for an organization‟s ethics framework.  We also observed 
that the cities of Ottawa and Edmonton have made ongoing code of conduct training 
mandatory for all city employees.   

 We observed that Winnipeg has ethical concepts embedded in numerous of its training 
courses, including two respectful workplace courses, sixteen different diversity 
awareness courses, five leadership development courses, and one procurement 
management course.  

 Once the ethics framework is formally documented, it will also be important to train 
employees on the framework and its requirements.  Consistent with other ethical 
training, we believe the training should be made available to all employees.  We also 
believe the training should be added to the mandatory training for organizational leaders.  
Leaders must be aware of the new requirements of the framework and are also 
responsible for ensuring that their staff follows all City standards.  
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RECOMMENDATION 4 

 
We recommend that the Public Service: 

a) Create a formally documented ethics framework for the Public Service. 
b) Ensure that the framework includes all of the key components for ethics frameworks 
c) Document the linkages between all of the key components of the ethics framework 
d) Communicate the ethics framework to all Public Service employees 

 

RISK AREA Organizational Culture ASSESSMENT Moderate 

BASIS OF 
ASSESSMENT 

Clear framing, documentation, and communication of the expected ethical 
behaviours of employees is essential for compliance.  Employees of various 
backgrounds may have different conceptions of ethical expectations without a 
clear framework of the expectations for the Public Service. 

MANAGEMENT RESPONSE 

Agree. The Public Service will create a recommended framework. The Public Service will 
explore best practices in the communication of such frameworks to all employees, to ensure 
that it is both communicated and understood by all employees.  

IMPLEMENTATION DATE Q3 2018 

 

 

RECOMMENDATION 5 

 
We recommend that the Public Service establish a process to periodically review and update 
the City’s Ethics Framework going forward to ensure it continues to be current and relevant.  
 

RISK AREA Organizational Culture ASSESSMENT Moderate 

BASIS OF 
ASSESSMENT 

The Public Service has not created a formalized Ethics Framework and, by 
extension, has also not created to process to review and update the Ethics 
Framework. 
 

MANAGEMENT RESPONSE 

Agree. The Public Service will finalize a process to ensure that the framework is reviewed at 
fixed intervals, and that necessary revisions are made to ensure that the framework remains 
relevant and reflects current standards of expected conduct.  

IMPLEMENTATION DATE Q3 2018 
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RECOMMENDATION 6 

 
We recommend that the Public Service develop a training course that is made available to all 
City employees, and that is mandated for supervisory positions, that educates employees on the 
City’s ethics framework.  
 

RISK AREA Organizational Culture ASSESSMENT Moderate 

BASIS OF 
ASSESSMENT 

Communication of and training on organizational policies, standards, and 
requirements is essential to building and maintaining an ethical culture in the 
Public Service. 
 

MANAGEMENT RESPONSE 

Agree.  Training materials will be developed concurrently with the development of the ethics 
framework, which will be made mandatory for supervisory positions.  The Employee 
Development Branch will review all available platforms to determine the most effective methods 
of delivering the training, as well as ensuring timely updates as necessary. 

IMPLEMENTATION DATE Q4 2018 
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APPENDIX 1 – Risk Assessment Worksheet 
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APPENDIX 3 – Audit Process  

 

 Initiation Phase 
 
 
 
 
 

Planning Phase 
 
 
 
 
 
 
 
 
 
 

 
Fieldwork Phase 

 
 
 
 
 

Reporting Phase 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

 
 

Implementation Phase 
 

Define the audit 

assignment 
Understand the client Interview 

management, key staff 

and stakeholders 

Prepare preliminary 
risk and control 

assessment 

Develop audit plan 

and budget 

Develop preliminary 
survey memo and 

presentation 

Document systems 

and processes 

Conduct project 

fieldwork and analysis 

Develop confidential 

draft report 

Internal review and 
approval of report and 

working papers 

Confidential informal 
draft report sent to 
management for 

review 

Receive input from 

management 

Incorporate 
management input into 

report as appropriate 

Present formal draft 
report to Audit 

Committee 

Formal draft report 
sent to management 

Response by 
management to audit 

recommendations 

Prepare formal draft 
report incorporating 

management 
responses and any 

auditor’s comment to 
them 

Forward formal draft 
report to Executive 

Policy Committee for 

comment 

Table final report in 
Council and report 

becomes public 
document 

Select audit based on 
Audit Plan, direction 

from Audit Committee/ 
Council 

 

Management 
implements plans to 

address audit 
recommendations 

Audit Department follows-
up with department on 
progress of plans and 

reports to Audit Committee 
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APPENDIX 4 – Summary of Recommendations 
Focus Area Rec. 

# 
Recommendation Priority 

Organizational 
Culture 
 

1 We recommend that the Public Service update the City’s 
Employee Code of Conduct to incorporate the key 
characteristics for codes.  
 

High 

Management Response 
Agree. The Public Service will review best practices in this area, including those appended 
hereto, in order to update the City‟s Employee Code of Conduct. 
 
Implementation date: Q1 2018 
 

Organizational 
Culture 

2 We recommend that the Public Service revise the City’s 
Employee Code of Conduct to define the term “conflict of 
interest”.   
 

High 

Management Response 
Agree. The Public Service will provide a clear, plain language definition of “conflict of interest”, 
and incorporate same into the revised Employee Code of Conduct. 
 
Implementation date: Q1 2018 
 

Organizational 
Culture 

3 We recommend that the Public Service establish a 
process to review and update the Employee Code of 
Conduct going forward to ensure it continues to be current 
and relevant.  
 

High 

Management Response 
Agree. The Public Service will finalize a process to ensure that the City‟s Employee Code of 
Conduct is reviewed at fixed intervals, and that necessary revisions are made to ensure that the 
Employee Code of Conduct remains relevant and reflects current standards of expected conduct. 
 
Implementation date: Q1 2018 
 

Organizational 
Culture 
 

4 We recommend that the Public Service: 
a) Create a formally documented ethics framework for 

the Public Service. 
b) Ensure that the framework includes all of the key 

components for ethics frameworks 
c) Document the linkages between all of the key 

components of the ethics framework 
d) Communicate the ethics framework to all Public 

Service employees 
 

Moderate 
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Focus Area Rec. 
# 

Recommendation Priority 

Management Response 
Agree. The Public Service will create a recommended framework. The Public Service will explore 
best practices in the communication of such frameworks to all employees, to ensure that it is both 
communicated and understood by all employees. 
 
Implementation date: Q3 2018 

 

Organizational 
Culture 
 

5 We recommend that the Public Service establish a 
process to periodically review and update the City’s Ethics 
Framework going forward to ensure it continues to be 
current and relevant. 
 

Moderate 

Management Response 
Agree. The Public Service will finalize a process to ensure that the framework is reviewed at fixed 
intervals, and that necessary revisions are made to ensure that the framework remains relevant 
and reflects current standards of expected conduct. 
 
Implementation date: Q3 2018 
 

Organizational 
Culture 

6 We recommend that the Public Service develop a training 
course that is made available to all City employees, and 
that is mandated for supervisory positions, that educates 
employees on the City’s ethics framework. 

Moderate 

Management Response 
Agree.  Training materials will be developed concurrently with the development of the ethics 
framework, which will be made mandatory for supervisory positions.  The Employee Development 
Branch will review all available platforms to determine the most effective methods of delivering 
the training, as well as ensuring timely updates as necessary. 
 
Implementation date: Q4 2018 
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APPENDIX 5 – Ottawa Code of Conduct 
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APPENDIX 6 – Edmonton Code of Conduct Handbook and Guide 
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APPENDIX 7 – Code of Conduct Readability Assessment  
 According to readability-score.com, “A readability score is a computer-calculated index 

which can tell you roughly what level of education someone will need to be able to read 
a piece of text easily. The score itself identifies a grade level corresponding to the 
number of years of education a person has had.” 1 

 Scores can be interpreted by looking at the table below:2 
 

Score Level Notes 

5
th
 grade Very easy to read 

6
th
 grade Easy to read 

7
th
 grade Fairly easy to read 

8
th
 & 9

th
 grade Plain Language-Easy to read 

10
th
 to 12

th
 grade (high school) Fairly difficult to read 

College/University Difficult to read 

Graduate School Very difficult to read 

 

 Common guidance states that writing should be between grades 7 and 9 reflect plain 
language that is easy to read.  

 Readability-score.com calculates an average grade level score based on the following 
five readability formulas: 

 
Flesch-Kincaid Grade Level – Based on the number of words per sentence and the 

number of syllables per word. 
Gunning-Fog Index – Based on the average number of words per sentence and 

the total number of polysyllabic words (>2 syllables). 
Coleman-Liau Index – Based on the average number of letters and the average 

number of sentences per hundred words. 
SMOG Index – The “simple measure of gobbledygook” is based on the 

total number of polysyllabic words (>2 syllables) and the 
number of sentences in the document. 

Automated Readability Index – Based on the number of characters per word and the 
number of words per sentence. 

 

 The Code content for various jurisdictions was assessed by using readability-score.com, 
and the results were as follows:  
 

Score name Winnipeg Ottawa Vancouver Edmonton Calgary Hamilton Toronto 

Flesch-Kincaid 11 6.4 10.2 5.6 10.8 9.3 8.2 

Gunning-Fog  14.8 9.7 13.2 8.9 13 11.4 11.1 

Coleman-Liau 13.2 12.8 15.2 13.1 17.1 15.4 16 

SMOG  14.6 9.8 13.5 9.4 13.9 13 12 

Automated 
Readability 

10.3 4.8 10.5 4.6 10.9 8.9 8.3 

Average grade 
level 

12.8 8.7 12.5 8.3 13.1 11.6 11.1 

 
 

                                                           
1
 Readability Score. “What is readability?”.  Retrieved January 18, 2017. readability-score.com/content/what-is-readability/ 

2
 Flesch, Rudolf. “How to Write in Plain English, Chapter 2: Let’s start with the formula”. Management, Marketing and Entrepreneurship 

University of Canterbury. Retrieved September 13, 2016. www.mang.canterbury.ac.nz/writing_guide/writing/flesch.shtml 



 

101 

 

APPENDIX 8 – Key Characteristics Evaluation and Jurisdictional Comparisons 
   OTHER JURISDICTIONS IN CANADA 

    Winnipeg Ottawa Vancouver Edmonton Calgary Hamilton Toronto 

 Characteristics of an effective code: 

1 Organization's mission statement No No No No No No No 

2 
Statement from Council and/or CAO 
reflecting support 

No Yes No No No No No 

3 Purpose and Context No Yes Yes Yes Yes Yes Yes 

4 Organizational: 

 
4.(a) Values No Yes Yes No No No Yes 

 
4.(b) Principles Yes Yes Yes Yes Yes Yes Yes 

5 
A statement(s) on how the entity relates 
to its stakeholders. 

No Yes No Yes Yes Yes No 

6 Ethical conduct guidelines: 

 
6.(a) Practical ethical conduct 

guidelines 
Yes Yes Yes Yes Yes Yes Yes 

 
6.(b) Guidance on practices around 

ethical issues 
No Yes No Yes Yes No No 

7 
Examples of ethical and unethical 
behaviour 

No Yes No Yes Yes No No 

8 
Details on implementation and 
monitoring of the code, and the 
consequences of misconduct 

Yes Yes Yes Yes Yes Yes Yes 

9 
Commitment to and information on 
performance evaluation 

No Yes No No No No No 

10 Directions to further support, advice and other relevant policies: 

 
10. (a) References other legislation, 

policies and guidelines 
No Yes Yes Yes Yes Yes No 

 
10. (b) Directs employees who to seek 

assistance from. 
Yes Yes Yes Yes Yes Yes Yes 

11 Well written in an understandable format: 

 
11.(a) Easy to read No Yes No Yes No No No 

12 Concise Yes Yes No No No No No 
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APPENDIX 9 – Ethics Framework Illustration 

 

 

 

Ethics framework 

Define 

Integrity  Respect Quality Accountability Diversity 

Values 
 

Central Standards/Policies 
(Key examples) 

Respectful Workplace 
Access to information and 

Protection of Privacy 

Fraud, Theft, Misappropriation 
or related irregularities  

 

City-Wide Electronic Data 
Sharing  

Establish 

Code of Conduct                              
to help define  

Tone at the top 

Monitor implementation                          

Ongoing 

Monitoring 
 Specified Standards 

and Procedures 

Systems to identify, report and 

deal with ethical violations. 
Timely review and update of 

standards and guidelines.  

Communications and 

Training  

Materials Management 


