
1 

 

 
 

 

Staff Residence Guidebook 
 

 

 
 

 

UPDATE – December, 2019 



2 

 

Table of Contents 
  

  

Part 1: Introduction 
Vision Page 4 

Welcome Page 4 

Community Living Page 4 

Live The Adventure Page 4 

How To Use This Guide Book Page 5 
  

Part 2: Helpful Hints To Enhance Your Stay 
Shuttles and Activities Page 5 

Bear Necessities Page 6 

Keys Page 6 

Room Inspections Page 6 

Recycling Page 7 

Maintenance Requests Page 7 

Pets Page 7 

Mail Page 7 

Internet Page 8 

Safety & Security Page 8 

Room Assignments Page 8 

Room Changes Page 9 

Waitlists Page 9 

  

Part 3: Things You Need To Know 
Care Of Units Page 10 

Common Areas Page 10 

Noise Policy Page 11 

Noise Complaints Page 11 

Guests in Residence Page 11 

Damage Page 11 

Garbage Page 12 

Parking Page 12 

Residence Warnings Page 12 

Emergencies Page 14 
  



3 

 

Part 4: Continuing Your Adventure 
Checking Out Page 14 

Terms of Eviction Page 15 

Appendix A: Clean and Well Maintained Unit Page 15 

Appendix A: Bed bugs Page 16 

Appendix B: Policies Page 17 

Appendix C: Cost of Damage Page 20 

Appendix D: Suitable room dividers Page 21 
  

Part 5: Closing Remarks and Acknowledgment 
Closing Remarks Page 22 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



4 

 

Our Vision 
 

“To Be te Leading Mountain Resort Offering an Unrivalled Employee Experience for Adventure and 
Growth” 

 

WELCOME TO THE KANANASKIS VALLEY! 
 

This valley as you may have noticed is one of the most beautiful in Canada. Living here is a privilege and an adventure that only a 
few can enjoy. Now you are part of those privileged few! 

 
In order to make your experience in Kananaskis the best possible, we have created this guidebook as a reference for Community 

Living as well as “Living The Adventure” in the Kananaskis Valley. 
 
 

Please Read thoroughly and carefully 
 

 

COMMUNITY LIVING 
 
“Our Residence will reflect a Welcoming, Comfortable and Safe Environment where each Resident is 

treated with Fairness and Respect” 
 
Living in a building with a hundred or so other people can be a challenge for numerous reasons. It is important that we respect all 
people who share this community. The guidelines that we have created for Residence all stem from taking care of the building, the 
environment, and most importantly, respecting the individuals that we share the building and valley with. 
 
A community is about sharing, support and respect. We expect that at all times the residents will live in a manner that supports this 
mountain community. 

 

Live the Adventure 
 

“We will support residents to foster a sense of community, within the Pomeroy Kananaskis 
Mountain Lodge and the Kananaskis Valley. Through Leading by example, we will motivate all 

employees to “Live the Adventure” while encouraging a balance and wellness in their mountain 
lifestyle” 

 
Getting out and exploring all that the Kananaskis Valley has to offer is the best way to enjoy your time here in the mountains. 
Breathe in the fresh mountain air and enjoy all this “Valley of Adventure” has to offer. 
 
“Living the Adventure” means something different to all people. For some it may mean putting on your ski touring gear, or 
climbing gear and traveling to the highest peaks. For others it is taking a walk along a mountain trail and enjoying the flora and 
fauna of the valley. Whatever your passion for the outdoors involves, the valley will have it for you. 
 
In order to help you get out in the mountains and see all the valley has to offer, we have a Staff Activities Committee comprised of 
individuals whose jobs are to organize and facilitate mountain based activities for all levels of outdoor enthusiasts. 
 
The Staff Activities Committee puts out an activity calendar and facilitates parties and special events. Employee Experience is a 
team here to help you out with any questions you may have or give you advice about living and being active in the mountains. Look 
out for posters about upcoming activities around residence and The Bear Necessities as well as on https://livetheadventure.ab.ca or 
on our PKML staff activities Facebook page. For More information see your Employee Experience representatives or sign up 
online. 
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HOW TO USE THIS GUIDEBOOK  

This book is divided in to 5 section…  
 
You have just read through: 
 

Part 1: The Introduction.  
 

Part 2: Helpful Hints to Enhance Your Stay is comprised of just that, information regarding 

living in residence and a tight knit community. This part includes information on living in residence and 
the services that are offered by the Employee Experience Team and Safety & Security to make who lives 
here has a safe and enjoyable time.  
 

Part 3: Things You Need to Know outlines all policies and procedures in place to make the 

Pomeroy Kananaskis Mountain Lodge residence a comfortable and safe living environment for all 
residents.  
 

Part 4: Continuing Your Adventure includes information for your departure from staff residence. 

Information for check out procedures, terms of eviction, and Appendix A and B, will be found here.  
 

Part 5: Closing Remarks and Acknowledgement summarizes The Residence Guidebook. 

 
If you have any questions or concerns about the contents of this Guidebook, we encourage you to stop by 
and see a member of the Employee Experience Team.  

 
Part 2: Helpful Hints To Enhance Your Stay 

 

SHUTTLES AND ACTIVITIES 
 
Pomeroy Kananaskis Mountain Lodge offers a variety of shuttles to help you get what you need to live comfortably in residence. Or 
just to get out of the valley for a while and check out our surrounding communities. Our Hotel Transportation Department currently 
offers weekly shuttles. Please contact Employee Experience for the schedule to Calgary and Canmore. 
 
Sign-up for shuttles online at https://livetheadventure.ab.ca in the employee sign up section of the Website (accessible by current 
employees). Each shuttle costs $5. These shuttles are subject to cancellation and Employee Experience will do their best to provide 
sufficient notice regarding cancellations. We do require five people signed up for a shuttle in order for it to run. 
 
During winter months the transportation department runs shuttles to Nakiska Ski Hill. Shuttles will run daily based on Nakiska’s 
hours of operation. 
 
You are not required to sign-up for ski shuttles to and from Nakiska. Simply ensure that you are waiting at designated pick up 
locations at the appropriate times. 

 

BEAR NECESSITIES 
 
We call Bear Necessities the hub of residence because you will find everything you need from information, cleaning supplies, 
groceries, coffee, and much more. The Bear Necessities is open from 11:00am to 9:00pm every day of the week. Business hours 
subject to change. This is just one place you can find a knowledgeable Employee Experience Representative to help answer 
questions and concerns. The store is also equipped with a Point of Sales system which allows you to make purchases with debit or 
credit cards in addition to cash purchases. Residents will be able to make credit purchases of up to $100.00, after 2 weeks of 
employment. Payroll deductions will be taken from your upcoming payroll. 

 

 

https://livetheadventure.ab.ca/
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LATE EVENING MAILBOX DELIVERY 

 
To put your order in by phone you have to setup a 4 digit number at The Bear in person, for us to be able to verify your 
identity when you call. 
 
When you are setup, you can call 6225 from a hotel phone or 403-591-6225 from your own phone. We will take order for the late-
evening mailbox drop service from 4pm to 8:30pm. Once we received your call, we will ask you for your employee ID, Full Name and 
4 digits number. Please make sure you have them ready before calling and that you have money available in your Receivables. You 
can order snack, cigarettes or food as long as it is not perishable and do not to refrigerated or frozen. It also has to fit in your 
mailbox. Delivery will happen between 9:00pm and 9:30pm. 
 
If you have any questions about this program, please ask any of the Employee Experience Representative. 

 

KEYS 
 
Upon your arrival and check-in to Residence you are issued 2 keys; a mail key and a room key. You are responsible for keeping these 
keys with you at all times when not in your residence room. 
 
Any loss of residence keys must be reported to the Employee Experience team immediately. Should you lose your keys, you will be 
charged $120 to replace the keys and change the lock. 
 
Please keep your doors locked at all times for your safety and the security of the residence facilities. 
 

ROOM INSPECTIONS 
 
The Employee Experience team along with Safety & Security, will conduct monthly room inspections. Minimal 48 hours’ notice will 
be provided to inform you that we will be coming into your unit. Routine Residence inspections are performed to ensure the safety 
of all residents and to ensure the buildings are being managed effectively. We will be looking for the following during routine 
inspections: 

 

           Smoke detectors are working properly 

     Making sure there is no curtains or damage in the room.  

     That you are not in possession of lodge property 

     Maintenance needs for the room 

     General cleanliness of the room 

     Room inventory (furniture, dishes, etc.) 

 Quarterly bed bug inspection 
 

Please note in order to ensure the above, during room inspections we will be looking under both the Bathroom and the Kitchen 
sinks for leaks, as well as in the Kitchen Cabinets and drawers for Hotel property.  During bed bug inspection you will be required to 
remove all bedding from mattress in order to complete inspection, you will be notified on your memo. 

 

RECYCLING 
 
Residence has an active recycling program and we ask that you make every effort to recycle with care and concern for the 
environment. There is a recycling center in residence A, located beside the common room.  If you are unsure of the location please 
feel free to ask an Employee Experience Representative for assistance. 
 
It is the responsibility of each resident to take the time to sort their recyclables into the appropriate containers. Please take the time 
to recycle and help keep the environment as beautiful and healthy as it is now for years to come. 

 

MAINTENANCE REQUESTS 
 
In an effort to keep individual residence rooms in peak condition, we ask that you fill out maintenance requests for anything that is 
not working properly in your residence room. It is important that requests are filed diligently and promptly as some issues in one 
room may also affect another residence room. If you do not report a maintenance issue you will be held accountable for the 
damages. 
 
Residence maintenance requests can be filled out by going to https://livetheadventure.ab.ca and accessing the Existing Employee 
sign up tab/ Residence Maintenance/ Request form. 
 

https://livetheadventure.ab.ca/
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Employee Experience will deal with all maintenance requests based on a priority basis, meaning the more severe the request the 
higher the priority for repair. Employee Experience will contact you regarding the maintenance request and let you know when we 
will be completing the request. Please keep in mind that that Employee Experience is always working to help make your residence a 
safe and enjoyable one and will contact you as promptly as possible. 
 
 

In case of an Emergency after hours (between 11pm and 7am) please contact safety 
and security immediately at (403) 678-8184. 
 
PETS 

 
The only pets permitted in residence are small fish; please keep the tanks clean and odor free. Any damage caused as a result of the 
tank/bowl will be the responsibility of the owner. 
 
Please note that bringing other pets into the residence building at all, including common areas will result in a Final Residence 
Warning.  2nd Offences will lead to immediate eviction.  This is due to us ensuring a safe and allergy free environment for our staff. 

 

MAIL 
 
Your new mailing address is; 
If you encounter any issues using this address, you can also use PO BOX 74 
 

“Your Name” 
3 Residence Road 

Kananaskis Village, AB 
T0L 2H0 

 
Employee Experience representatives gather the mail from the post office and sort it into your individual unit mailbox by 4pm each 
day. 
If you receive a parcel shipped through Canada Post you will receive a parcel slip that you need to take to the Post Office in order to 
get your parcel from them. If you plan to move out of residence and continue employment at the Pomeroy Kananaskis Mountain 
Lodge visit the post office to set up a private mailbox or to redirect any mail. If your employment should end, please ensure that you 
visit the post office to complete a “change of address”. A fee is associated with this service but it will ensure that your mail makes it 
to you, otherwise it will all be “Return To Sender”. 
 

 

INTERNET 
 
All our residence buildings are equipped with wireless internet services with no extra charge.    

 
SAFETY AND SECURITY 
 
The Safety & Security team at the Pomeroy Kananaskis Mountain Lodge provides twenty-four hour security for the hotel and staff 
residence. Some of the services Safety & Security provides are: 
 

  Ensuring a safe and worry free work and living environment 

 Provide first aid treatment, first aid supplies and general medical information about the surrounding communities. All 
Safety & Security officers are certified first aiders and/or emergency medical responders 

 Coordinate first aid courses, fire training and other safety related courses 

 Provide escorts to and from work when needed 
 

The Safety & Security team is here to assist each resident with any safety needs as well as ensure 
that all residents have a safe environment and are treated with fairness and respect. Please feel free 
to contact them directly with any Safety & Security needs at (403) 678 – 8184 
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RENTERS INSURANCE 
 Please note that we highly recommend you enroll in Tenants insurance while staying in residence.  This can be done 
through most insurance companies, including The Cooperators in Canmore.   
 

 It is the responsibility of the tenant to do this as PKML is not responsible for damage to the tenant’s property.  This 
includes leaks, fire, bed bugs, etc  

 

ROOM ASSIGNMENTS 
 
The Employee Experience team tries their best to assign rooms according to compatibility based 
on your housing questionnaire and available space. When pairing roommates, priorities are as 
follows; 
 

  Gender    Smoking or non-smoking   Age 

 Noise tolerance  Sleeping habits 
 
We also consider bases on the information you provide; 
 

  Lifestyle   House habits    Hobbies and interests 
 
The above have no pre-determined priority in our decision in room assignment. 
 
We will give the current occupant(s) of a room a minimum of twenty-four hours’ notice before 
receiving a new roommate. If you have extra space in your room, you should be prepared 
receive a new roommate at any time. It is essential that you maintain space and furnishings in 
anticipation of a new roommate. 
 

 Residence A, although many rooms in residence A are only double occupancy, some 
rooms are classified as triple occupancy (particularly all rooms on the first floor). If you 
have 3 beds in your room, you should expect and be prepared for up to 3 people living 
there. 
 

 Residence B is all triple occupancy, and you should expect to have up to 3 people 
living in a residence B room at any point.  

 
In the event that a double occupancy room opens and you move into it alone as a result of your 
status on the doubles waitlist, you will have one week to find a roommate. If you do not inform 
the Employee Experience team of who your new roommate will be within one week of the 
vacancy you will be assigned a roommate. 
 
Once a roommate notice is given, switching rooms will not be permitted. If you want a friend to 
move in with you, you must organize that with Residence Manager prior to a roommate notice 
being issued. 
 
All residence rooms must be clean and organized for the new arrival. Should your unit be in an 
unacceptable condition upon check-in of a new roommate, you will receive a residence warning. 
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If you would like more information on your new roommate or are curious as to why this 
roommate was selected for you, please stop by the employee experience office at any time. 
 
Please help us to ensure each resident has a welcoming and comfortable arrival. 
 

ROOM CHANGES 
 
The Residence Manager must approve any room changes. Should a room change be made 
without authorization, the person changing rooms will be asked to return to their original room. 
It is not permitted to move any residence furniture during a room change unless employee 
experience grants permission. 
 
It is not acceptable behavior to force a roommate to change rooms, whether by your conduct, 
company, or by creation of any disrespectful living conditions. Making a roommate 
uncomfortable in their own residence room is grounds for eviction. 
 
If for any reason you are not comfortable with your current room assignment, please speak to 
the Employee Experience team, and they can then assist you in the matter. 
 

WAIT LISTS – Double and Couples Rooms  
 
How do I get to move from a Triple to a Double? 
 

Open double occupancy rooms/beds are made available based on a point system.  
These points are earned based on years of service at the hotel as well as position.  
Certain “skilled” positions earn additional points.  Please see Residence Manger to see if 
your position applies.  You are automatically signed up on the wait list for a double 
occupancy room when you arrive and check in at residence.   
 
Residents who start in a triple room will earn 1 point each day from the date of check in.  
Depending on time of year, on average it takes between 3-5 months to earn enough 
points to move from a triple occupancy to a double occupancy room based on scenority 
points alone.   

 
When a bed opens up in an A building Double room, the occupant of that room is 
provided a list of the next employees of that gender that have the most points and are 
still currently in a triple room, making them the next that are eligible to move to a 
double.  That occupant is given max 5 days to pick someone from the list of 5.  If the 
occupant fails to pick from this list by the deadline the EE leadership team will assign the 
employee with the most points of the same gender to that available double bed.   

 
Couple rooms  
 

For those of our employees that are in a “couple” and would like to live together we 
have allocated 13 rooms in our A building to accommodate this.  If you are a couple and 
would like to live together please speak with a member of the EE leadership team and 
request to be placed on the couples room waitlist.  
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If for any reason you and your partner “part ways” you will both be asked to vacate the 
“couples room” and we will assist in finding alternative residence accommodation for 
both of you based on the above noted point system and residence availability.  
 
Married couples that are employed both at the Pomeroy Kananaskis Mountain Lodge 
and/or Kananaskis Nordic Spa are automatically prioritized to the top of the A – Couples 
wait list 

 
If I leave and come back do my points earned for service from before count? 
 

If you are a “Rehire”, meaning you previously worked for us, resigned and now want to 
come back, we will honour your previous residence seniority if you return within 6 
months of your last working shift.  Otherwise your residence seniority points will start 
from your “rehire date” or new “move in date” 

 

POCATERRA- Management Building 
 
How do I get to move into POC? 
 

Pocaterra residence is considered a Management building and only those employees 
that are considered “Leaders” will be assigned rooms in this building.  These positions 
include; Supervisor, Coordinator, Assistant Manager, Manager, Executive or Specialist. 
Please note that trainers, Shift Leads and Quality Leaders positions are not eligible.   

 
If this building is full, which happens often and you are eligible for Pocaterra you will be 
placed on a POC- Waitlist for your gender.  There may be times when a male bed is 
available but no female beds.  If you are a female then you would go on the Female POC 
Waitlist.  This waitlist is first come, first serve and is not based on position.  The position 
will get you into POC but does not move you ahead of others already on the POC wait 
list.   

 
 Do Couple Rooms in POC exist?  
 

Yes they do, but they are hard to come by!  If you and your partner are both eligible for 
Pocaterra based on your positions and are hoping to move into a POC room together 
then you would be placed on a POC – Couples waitlist if there is not currently any 
vacant rooms.   As this building is on average 95% occupied all year long, it does take a 
while for a full room to become vacant.  It is not impossible but this wait is typically 
much longer so you will need to be patient. 

 
What if I am currently in POC and want my spouse or common-law partner to move in with 
me? 
 

If you are a Department Head or an Assistant Department Head and you spouse or 
common-law partner is also employed by PKML or KNS than an exception will be made 
to allow you both to live together in POC– even if your spouse does not hold a position 



11 

 

eligible for POC.  NOTE this exception must be approved by the Director of People & 
Culture.  If this is approved than you would be added to a POC – Couples Waitlist  
 
If you are in any other position than the 2 noted above then you would need to move to 
A-Couple room with your spouse or go on that waitlist if a room is not currently 
available  

  
How do I get 1 of the 3 rooms in POC with an Oven? 
  

If one of these 3 rooms ever become fully vacant then the tenants with the most 
seniority in POC will be offered to move to this room.  If they decline then we will move 
down the current POC occupancy list based on seniority (time with PKML not position) 
to offer this room.   

 
 

Part 3: Things You Need To Know 
 

CARE OF UNITS 
 
We want all of the residence units to be in a respectable and reasonable shape to live in for you and future residents. To maintain a 
safe and comfortable environment, we need your help keeping them in great shape. We require that all residents will treat their 
units with respect. 
 

  Please maintain reasonable cleanliness and care  

 Fill out maintenance requests promptly and thoroughly 

 Do not paint or alter your units in any way. Please do not affix anything to the walls or ceilings that will cause damage 
once removed. Shelves that are put up must stay up upon departure. Do not affix stickers to the unit doors or on the 
furniture – Damage fees will apply 

 If you require any fixture installations please contact the Employee Experience Team 

 Please leave the units and furnishings in the same condition as you found them, suitable for the next occupant 

 Furniture can be added or removed by making a request with an Employee Experience Representative. You will be 
held responsible for all the furniture designated to your room. Any moved, missing, or damaged residence owned 
furniture would result in you covering the necessary costs. Beds will not be removed from any units. 

 Curtains and/or dividers in the room are not allowed. If you wish to use something to divide your room, we are 
suggesting a Chinese Wall, Please see Appendix D at the back of the manual for acceptable options. 

 Please keep the outside of the unit doors free from stickers, signs, posters, wipe boards, etc. The unit door must have 
the number visible at all times, nothing else may be posted on the outside of unit doors. 

 The sprinkler must not be touched or obstructed and the sprinkler system in its entirety may not have any items 
hanging from it 

The smoke detector must be in working order at all times, and affixed to the designated location 

 In wintertime windows must be closed while you are not home 

 Willful damage will not be tolerated (see section on damage). Occupants are responsible for reporting any damage 
and anything that would potentially cause major damage to the Residence Facilities Coordinator and/or the Employee 
Experience team upon check in. The occupant of the room will be financially responsible for any discrepancies, aside 
from normal wear and tear. Cleaning fees will apply to all rooms not left in good condition and ready for the next 
occupant 

 Employee Experience has vacuums available to borrow, these need to be returned promptly after use. 
 
 

COMMON AREAS 

 
The common spaces of residence are there for all residents to enjoy. Please take the time to pick up after yourself when using the 
common spaces, leaving them a safe and comfortable space for all residents to enjoy. Report any damage and mistreatment of 
these areas immediately to Safety & Security and/or Employee Experience. 
 

Hours of Operation 
 
 → A building common room 
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Opens at 9am and closes at 2am, Employee Experience and/or Safety & Security may choose to close this 
area early if either deems it necessary due to noise level, misbehavior, etc. 

→ B building gym 
Opens 24 Hours/day ( Subject to change ), Make sure after 11pm that we are make sure we are respecting 
residence units located above the room. 

→ A building stove 2nd floor and microwave 2nd floor 
Although the stove/oven is only turned on from 9am to 9pm each day, the microwave is available for your use 
24 hours a day. Please remember that these are available for all your fellow residents and to tidy up after 
yourself. 

→ Laundry rooms 
These are available for residents to use 24 hours a day, please be conscious that others use these laundry 
facilities as well. Keep track of your laundry by changing it over and removing it from machines in a timely 
matter. Also remember to put lint and other garbage in the provided garbage bins. If you spill detergent clean 
it up, keeping it a clean and comfortable environment for all. 
We also have a new TAP card system for laundry, a laundry card will be given to you at check-in. If you lose 
your card during your stay, you can buy one directly for the reloader. Please note that you have to give the 
card back at check-out or you will be charge 5$ on your last paycheque. 

 

Closures 
 

Employee Experience as well as Safety & Security may close any of the common rooms early should they deem it unfit 
for use or that it is being misused.  

 
Although long-term closures of these areas are not normal, they may be closed for extended periods of time. Common 
areas may be closed for day(s), week(s), or even a month for reasons such as misuse or for renovations. Some reasons 
that may cause extended closure include; 
 
→ Garbage and recycling all over  → Excessive noise, multiple noise complaints 
→ Belligerent behavior towards Security at closing  
→ Wilful damage to residence and residence property 
 
These are just some reasons; Employee Experience and Safety & Security reserve the right to close these areas for 
extended period of times should they see it necessary. 

 
NOISE POLICY 
 
Residence quiet hours are between 11:00pm and 7:00am. Any noise, which will disturb the comfort and privacy of other 
residents at any time of day, will not be permitted. 
 
We expect that all residents will respect those around them and their lifestyles at all times. With a full service hotel comes staff with 
a wide variety of shift work. Residence is home to staff that work all different shifts covering the twenty-four hours in a day. Please 
respect your colleagues and fellow residents, as people have different working schedules they also have different sleeping patterns 
and therefore may be sleeping in the day, evening or night. 

 

NOISE COMPLAINTS 
 
As a resident, you may be issued a noise complaint anytime when you are in a situation where Safety & Security and/or Employee 
Experience is required to ask you to adjust/reduce the noise level on behalf of a fellow resident. You may receive a noise complaint 
when you are in your own residence room, someone else’s residence room, and/or in the public areas in and around residence. 
Receiving a noise complaint will result in you receiving a residence warning. 

 

GUESTS IN RESIDENCE 
 
Residents are free to entertain guests is residence, however the resident assumes/accepts any and all responsibility for the 
behaviour and actions of their guest while they are on Pomeroy Kananaskis Mountain Lodge property.  
 
If you wish to have a guest in residence the following conditions must be met; 
 
 → The guest must be at least 18 years of age 

→ There can be no more than 2 guests per residence room at any given time, unless approved by the Employee 
Experience team 
→ Guests cannot stay more than 4 consecutive nights, unless approved by the Employee Experience team 
→ You are responsible to approve any guests with your Roommate(s) 
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Any guest must be registered for any period of time they will be on the property between 11:00pm and 
7:00 am, whether they are staying the night or not. 
 
Guest Conditions are as follows; 
 

→ Valley Residents (Golf Course, Nakiska, RV Park, Boundary Ranch, Sundance Lodge, Etc.) are not permitted as guest 
or otherwise in residence between 11:00pm and 7:00am 
→ Current PKML employees that do not reside in residence are permitted in residence, but need to be registered (this 
does not include staff which have been evicted from residence) 
→ Guests are not permitted to use the Heartland (Staff Cafeteria) or access any back of the house areas of the hotel 
→ Terminated/evicted staff members are not permitted in residence at any time. 

Registering a Guest 
 
To register a guest in residence, visit our website at:  
 
http://www.livetheadventure.ab.ca/guest-registration/ 
 
This system is in place to make it easy for residents to register guests, it is crucial that this process is followed, if there is an 
emergency in residence, Safety & Security and Employee Experience need to be aware of all guests in residence. 

 
DAMAGE 
 
Damage to residence and residence property will not be tolerated under any circumstances. Any resident aware of wilful damage to 
residence and/or residence property is expected to report it to Employee Experience and/or Safety & Security immediately. 
Residents who cause wilful damage will be held responsible for the cost of repair and are subject to immediate eviction. Residents 
are responsible for any damage in their residence unit. If someone else causes damage to your residence unit and/or residence 
property in your unit, report it immediately or you may be held responsible. You are required to make a maintenance request online 
or through the Employee Experience team if you require assistance with hanging shelves, TV mounts, etc. Under no circumstances 
are you permitted to make holes in the walls.  
 

Please see Annex C, at the end of this guidebook for damage cost. 
 
If you see anyone causing damage to residence and/or residence property please report it to Employee Experience and/or Safety & 
Security as soon as possible. 

 

GARBAGE 
 
Living in a pristine wilderness area, such as the Kananaskis Valley, obliges us to a certain responsibility to the environment and to 
the wildlife we share the valley with. Leaving garbage around invites animals into our living environment and endangers the animal 
and us. 
 
All residents are responsible for disposing of their garbage in the dumpsters provided in the residence parking lot out front of A-
building. The garbage baskets throughout residence are provided to dispose of single garbage items, such as a cigarette wrapper or 
snack wrapper, and not for residents to dispose of their unit’s garbage. Leaving garbage in stairwells and hallways or in the 
common rooms is unacceptable and disrespectful to other residents.  
 
Garbage from your room that is found anywhere other than the appropriate dumpster is considered litter and can result in a 
residence warning. 

 

PARKING 
 
If you have a vehicle you are eligible for a parking space outside of residence. Employee Experience assigns all parking stalls. To 
sign-up for a parking stall see an Employee Experience representative. Please ensure you are only parking in your assigned parking 
space. 
 
Your vehicle must be insured and registered to park anywhere in the village; if a vehicle sits unregistered it may be towed at the 
owner’s expense.  
 

http://www.livetheadventure.ab.ca/guest-registration/
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The Yellow lane in front of the residence buildings is to be used for loading and unloading only.  If you park your car in the Yellow 
lane for longer than 15 minutes, or if you park in the Fire Lane (Painted in Red), you may be issued a warning and/or a ticket from 
the RCMP. Repeat offenders of parking in the fire lane run the risk of their vehicle being towed at the owner’s expense. 
 
You may receive a parking warning if you are parked anywhere not considered an assigned parking spot.  

 

RESIDENCE WARNINGS 
 
All residence warnings will be viewed as one process. Warnings are issued for any discrepancy against the policies outlined in this 
Residence Guidebook including but are not limited to; 
 
 → Noise Policy    → Illegal Drug Policy    → 
Smoking Policy    → Open Alcohol Policy     
 → Violence and Harassment Policy  → Guest Policy   

→ Evicted and Terminated Staff Policy → Damage Policy  
→ Garbage policy    → Parking Violations 

 
Employee Experience and/or Safety & Security will issue residence warnings up to and including eviction based on the severity of 
the breach and as outlined in the policies (see Appendix C: Policies) 
 
If you receive a residence warning you will get a notice in your residence unit door to meet with Employee Experience. Employee 
Experience will notify you of your status (warning level) and what the next steps are, and the warning will be put on your residence 
file. 
 
 

RESIDENCE WARNING TABLE 
  

 
First Violation 

You will be notified with a written residence warning and you will be asked for cooperation in 
rectifying the situation. (i.e. If a noise complaint, you will be expected to adjust the volume 
to avoid further noise complaints) 

 
Second Violation 

You will be notified with a written residence warning and you will be asked for 
cooperation in rectifying the situation.(i.e. If for open alcohol in a public space, you 
will be reminded of the permitted areas and asked to keep it within those 
boundaries)                                        

 
Third and Final Violation 

You will notified with a written residence warning and you will be asked for 
cooperation in rectifying the situation. (i.e. If for littering, you will be asked to pick 
up your garbage and refrain from it in the future) the residence manager will meet 
with you and give you a written letter regarding your residence status as you are 
now on your final warning and any other incident will result in immediate eviction  

 
Employee Experience tracks all warnings issued to the resident and regarding residence.  
 
It is very important that if you receive a notice regarding a residence warning that you come and meet with Employee Experience as 
soon as possible. Employee Experience will then discuss the severity of the issue with you and update you on your residence status, 
up to and including eviction should it be deemed necessary. Employee Experience and/or Safety & Security will determine the 
severity of any breach of policy and update your residence status accordingly. 
 
 Keep in mind that different situations require a more severe punishment. Just because it is your first violation does not mean that 
you are at your first warning, Employee Experience and/or Safety & Security reserve the right to issue residence warnings up to 
and including eviction in any situation no matter the resident’s current residence status. Should you be concerned of your 
current residence status or have any questions or concerns regarding residence policies or warnings feel free to speak to Employee 
Experience at any time. 

 
EMERGENCIES 
In the event of a fire alarm evacuate the residence building immediately and make your way to the adjacent Residence building if 
safe and clear.  
 



15 

 

 Building Evacuation 
 

An evacuation may happen for various reasons (fire, gas leak, etc.) do not always assume that there will be visible signs 
leading to an evacuation. Do not assume it is a fire drill, evacuate the building immediately and in a calm and safe 
manner. 

 
  

Fire 
 
 Should you discover a fire: 

  Pull the nearest fire alarm pull station 

 Call 6666 from a safe house phone and state your name, exact location, and nature of the problem 

 Evacuate the building and gather at a safe location (the adjacent building) 
 

 Fire Safety Equipment 
 

There are fire extinguishers in every hall in residence. You should use a fire extinguisher only if you are trained to use one 
properly and are not in any personal danger. Never fight a fire alone.  
 

Tampering with fire safety equipment is a Federal Offence and is considered cause for 
immediate eviction. 

 

Part 4: Continuing Your Adventure 
 

CHECKING OUT OF RESIDENCE 
 
So you have decided to continue your adventure outside of the Pomeroy Kananaskis Mountain Lodge staff residence. There are a 
few things that each resident must do when checking out of residence. 
 

 Any employee, who resigns their employment at the hotel automatically, gives notice of vacating residence. (If you 
wish to leave hotel employment you must hand in the Resignation package to People & Culture) 
 

 Anyone who leaves employment at the Pomeroy Kananaskis Mountain Lodge must vacate residence within 7 days of 
their last day of work, unless otherwise approved by the Residence Manager  
 

 The residence room cleaning checklist must be completed (this is available through Employee Experience) the 
checklist is to be signed off on by your current roommate(s) and/or verified by Employee Experience 
 

 Departing residents are responsible for cleaning the entire residence unit and ensuring that it is left a safe, clean and 
comfortable environment for the next occupant. 
 

 Should the unit not be left in satisfactory condition, the departing resident will be responsible for 
cleaning/maintenance fees which will be taken off of their final paycheck. 

 

 Employee Experience will do a walkthrough of the unit with the departing employee and check for damage and/or 
missing residence property. 
 

 The employee is responsible for returning residence keys (unit key and mail key) to Employee Experience or a fee will 
be charged for the replacement of the keys and/or lock for the unit. 
  

 Any employee that will be on a leave of absence and/or medical leave for longer than 1 month must seek approval 
from the Residence Manager to remain in residence. A return date must be provided along with advanced payment of 
residence fees (or arrangement to pay fees) organized through the Residence Employee Experience Manager and 
People & Culture Team.  
 

 Note that your damage deposit will be retuned into your bank account on the pay period following your physical 
departure from residence  

 

 
TERMS OF EVICTION 
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When a person is evicted from Staff Residence for any reason, the following apply; 
 

 The amount of time you will be given to vacate residence with be determined by the Residence Manager and be 
based on the severity of your reason for eviction.   
 

 Should you create any further issues during the time you are given to vacate, eviction could become immediate. 
 

 Evicted employees will not be permitted on residence property for a minimum of 6 months. Employee Experience 
and/or People & Culture, will determine re-admittance to residence for any reason whether to live or visit. Eviction 
and/or non-allowance to be on residence property is indefinite.  A person not allowed to be on residence property and 
will be charged with trespassing.  
 

 Evicted persons will be provided with notice of their eviction and issued a no-trespassing waiver for residence 
property. 
 

 If found and/or charged with trespassing on residence property, the evicted person will be issued a no-trespassing 
waiver for Pomeroy Kananaskis Mountain Lodge property. This means they will no longer be permitted on hotel 
property. They will be forfeiting their employment with the Pomeroy Kananaskis Mountain Lodge. (Trespassing is 
determined and/or trespassing charges may be laid as per “petty trespass act”) 
 

 Terms of eviction also apply to anyone quitting without notice and/or anyone being terminated from employment. In 
both cases privileges to visit and/or stay overnight are revoked. 
 

Appendix A: Clean and Well Maintained Unit 
  

A clean and well maintained unit is expected of 
all residents and shall be defined as: 

At all times a 2nd and/or 3rd bed will be kept in the unit and is available in case of roommate 
assignment 

  

Floors will be clean; carpets will be vacuumed and linoleum and/or wood floor surfaces will be 
swept and/or mopped whenever needed 

  

Freezers will be kept defrosted and fridges and freezers will be kept clean and free from dripping 
and/or spoiled foods 

  
Walls will be cleaned and free from scuff marks, drawings, and other defacing characters 

  
No light covers will be covered with cloth or other flammable materials 

  

All safety and fire regulations will be adhered to and are subject to change as per fire and/or 
provincial legislation and law 

  

There will be free and clear passage to and/or from the bedroom(s) and/or living areas to the 
bathroom and exit at all times 

  
Garbage and/or recycling will be taken out regularly and disposed of in an appropriate manner 

  
Dishes will be cleaned regularly and not left dirty or un-kept in the residence room 

  
All surfaces and/or furniture will be kept clean and/or in good repair 

  
No willful damage will be caused at any time by resident(s) and/or guest(s) 

  

Maintenance requests will be completed in detail and in a timely and appropriate fashion. 
Employee Experience will be made aware of any and/or all maintenance issues in the residence 
unit 
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Appendix A: Bed Bugs 
 
Where did bed bugs come from? 

 Bed bug infestations have increased worldwide over the last few years. 

 Suggested reasons for the increase in bed bug infestations include: 

 increased world travel, 

 changes in pesticide use, 

 lack of knowledge about how to identify bed bugs 

 lack of knowledge about how to prevent and control infestations. 

 resistance to available chemical control measures. 
What do bed bugs look like? 

 Bed bug eggs are 1mm long and pearly white in color. Female bed bugs glue 
their eggs to surfaces close to a food source (i.e. close to where people sleep such as bed frames,  headboards, night 
stands etc.). 

 Newly hatched bed bugs are semi-transparent to light tan in colour and the size of a pin head. 

 They turn a dark reddish brown when they feed. 

 Bed bugs go through 5 life stages to become adults over approximately 37 days. 

 They need to feed at least once at each stage before they can shed their skins to reach the next stage. 

  Shed skins or exoskeletons are a light tan in colour. 

 Adults are about the size of an apple seed and the colour varies from a light tan to a dark reddish brown/black depending 
on whether they have fed recently. 

Where do bed bugs live? 

 Bed bugs prefer dark cool hiding places as close as possible to a food source i.e. 
to the sleeping place of people. 

 Bed bugs can be found on and around: 

 Mattresses, box springs, headboards and bed frames 

 dressers 

 picture frames 

 couches 

 baseboards 

 and any other convenient hiding place 
How fast do bed bugs multiply? 

 After mating, a female bed bug can lay 5-20 eggs over a 10 day period and 200 – 500 over her life time.. 

 Eggs usually hatch into a miniature bed bug (nymph) within 7-10 days. 

 A female bed bug will stop laying eggs if unable to obtain a blood meal. 
How do bed bugs move? 

 Bed bugs do not fly, jump or chew holes into things. 

 Bed bugs move by crawling. They will move from suite to suite in a multifamily 
building by moving into and out of wall cavities between suites. 

 Bed bugs hitchhike. They hide on furniture, clothing, purses, luggage, 
mattresses etc. and are transported to new locations by unsuspecting people. 

What are integrated pest management practices? 

 The use of chemical and physical control measures to get rid of bed bugs and 
their eggs. 

 The occupant(s), the landlord and the pest control professional must all work 
together to successfully get rid of bed bugs and their eggs. 

 Physical control measures can be used by the occupant and include cleaning, 
vacuuming and doing laundry on a daily and/or weekly basis. 

De-cluttering and cleaning your home are essential to getting rid of a bed 
bug infestation 

 Using glue paper or sticky straps may allow you to monitor an increase or 
decrease in bed bug activity. 

 Making your bed an island will help to prevent bed bugs from biting you when 
you sleep. 

 Move your bed at least 30 centimetres away from the wall. 

 Place interceptors (purchased or home made) under bed legs to prevent 
bed bugs crawling from the floor into your bed. Bed bugs don’t like climbing 
on smooth, shiny or sticky surfaces. 

 Home made interceptors may made be using : 
– double-sided sticky tape wrapped around the bed legs. 
– petroleum jelly applied as a coating on the bed legs. 
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– smooth sided containers with vegetable oil or talcum powder in the bottom placed under the bed legs. 

 Remove bed skirts and do not allow your bed covers to touch the floor. 

 •Do not put coats, clothing, purses etc. on the bed. 
 

 

 

Appendix B: Policies 
  

Noise Policy Quiet hours are from 11:00pm - 7:00am daily 

  

We expect that all residents will respect the lifestyle of their roommates and neighbors at all times. 
Please respect that other residents work a variety of shifts, including overnights and therefore have 
different sleeping patterns.                                                                                                   Although our standard 
quiet hours are in effect, any noise which will disturb the comfort and privacy of other residents will 
not be permitted/tolerated at any time. 

  
Should you have an issue with noise you may contact Safety and Security at (403) 678 - 8184 anytime 
or Employee Experience at (403) 591 - 6225 between 11am and 9pm. At this time a noise complaint 
shall be issued. Note that the name of the person calling in the complaint will be kept confidential. 

  Noise complaints are subject to residence warnings 

  

Illegal Drug Policy Zero tolerance for use and possession of illegal drugs, related paraphernalia and activity 

  

The Pomeroy Kananaskis Mountain Lodge does not condone, permit or tolerate the use of illegal 
drugs. Should any illegal drugs, related paraphernalia or activity be noted in residence or the 
surrounding areas (rooms, porch, stairs, hallways, parking lot, etc.) it will result in immediate eviction 
from residence. All individuals involved/present will be determined to be equally accountable and 
subject to disciplinary action up to and including immediate eviction.  

  
Should there be suspected drug use or related activity, Employee Experience and/or Safety and 
Security reserve the right to enter the room/area to investigate without notice. 

  

Smoking Policy Zero tolerance for smoking indoors – This includes but is not limited to all tobacco, vaporizer or marijuana  

  
The Pomeroy Kananaskis Mountain Lodge along with Provincial Legislation is a smoke free 
environment. Smoking is not permitted inside any of the facilities on the Pomeroy Kananaskis 
Mountain Lodge, including residence and individual residence units. 

 Smoking outside is permitted and must legally be minimal 5 meters away from any door or window.  

 
If you are found smoking (any substance) in your room you will also be responsible to have the room 
steam cleaned and this will be at the tenants expense. 

  
Should a resident be caught smoking indoors it will result in loss of privileges and residence warnings 
up to and including eviction. 
 

 

Pet Policy Zero tolerance for having Pets in residence: The only exception being fish 

  
The Pomeroy Kananaskis Mountain Lodge Residence buildings are a Allergy free/Pet free environment.  
Pets are not permitted inside public spaces, or in residence rooms at ANY time 
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If you are found with a pet in the building you will also be responsible to have the room steam cleaned 
and this will be at the tenants expense as well as issued a Final residence warning. 

  
Should a resident be found again with an animal in their possession inside residence, it will result in loss 
of privileges and residence warnings up to and including eviction. 
 

  

 

Appendix B: Policies 
 

+ 

Legal Marijuana Policy Canadian Legal changes effective – October 17, 2018 

  
You are allowed legally to possess up to 30grms of Marijuana in your residence room for 
personal use.  Please ensure this is kept in an airtight container to prevent odors. 

 
You are NOT allowed to cook with Marijuana in the residence building.  This includes your residence 
room and public areas  

 You are NOT allowed to legally sell Marijuana 

  You are NOT allowed to grow marijuana in the residence building   

 
You are NOT allowed to smoke marijuana in the residence building – please see smoking policy 
above. 

 None compliance of the above rules will result in residence warnings up to and including eviction.  

 

  

Open Alcohol Policy Permitted individual units and A building common room 

  
The consumption of alcoholic beverages is permitted in your units as well as in the residence A 
common room. Open alcohol is not permitted in hallways, stairwells, outside of residence or in 
other common/ public spaces. 

  
Any open alcohol in an un-permitted area will be considered drinking in public and is subject to a 
fine by the RCMP and/or Conservation Officers. Open alcohol in un-permitted areas is also subject 
to residence warnings 

  

Violence and Harassment Policy Zero tolerance for violence and harassment, whether it be physical, verbal, written or otherwise 

  
Physical/verbal/written threats of violence and harassment towards other employees and residents 
will not be tolerated, permitted or condoned by the Pomeroy Kananaskis Mountain Lodge. 
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If you are a victim or know someone who is a victim of violence or harassment, whether physical, 
verbal, written or otherwise, you should report it to Safety and Security and/or Employee 
Experience immediately.  

  
Should a resident be caught being violent or harassing another resident or person, or condoning 
violence or harassment it will result in residence warnings up to and including eviction. 

 

Appendix B: Policies 

 
 

 

Damage Policy Zero tolerance for willful damage to residence and/or residence property 

  
Willful damage to residence, residence property, Pomeroy Kananaskis Mountain Lodge property 
and/or the individual property of residents will not be tolerated. 

  

Any resident caught causing and/or condoning willful damage to residence, its property or any part 
or property of the Pomeroy Kananaskis Mountain Lodge will receive residence warnings up to and 
including eviction. Participants in willful damage will also be responsible for the cost of repairs. 
Participants in willful damage may also face termination of employment from the Pomeroy 
Kananaskis Mountain Lodge, as it is willful damage of your employer and workplace property. 

 

  

  

Guest Policy Guests must be registered between 11:00pm and 7:00am, and be permitted persons 

  

To register a guest in residence, visit our website at: http://www.livetheadventure.ab.ca/guest-
registration/ 
The resident is responsible for the actions and conduct of their guest while they are on Pomeroy 
Kananaskis Mountain Lodge property including residence, and ensuring that their guest is abiding by, 
all policies. The guest is not permitted in any hotel back spaces or Heartland (Staff Cafeteria). Any 
person who has been dismissed from employment at the hotel, quit without notice, or has been evicted 
from residence is not permitted to be a guest in residence. 

  
Any breach of this policy and failure to register any guests will result in suspension of guest privileges 
for a minimum period of 6 months and a residence warning. If during your suspension another breach 
occurs in will result in residence warning up to and including eviction 

 
 
 
 
 

 

Evicted and Terminated Staff Policy Zero tolerance for evicted and/or terminated staff in residence 

http://www.livetheadventure.ab.ca/guest-registration/
http://www.livetheadventure.ab.ca/guest-registration/
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Staff who have been evicted and/or terminated from employment at the Pomeroy Kananaskis 
Mountain Lodge are not permitted in residence at any time. As a resident you are responsible for any 
evicted and/or terminated staff in your residence room.  

  
Residents are responsible to notify Safety and Security and/or Employee Experience immediately if 
they have knowledge of an evicted and/or terminated staff in any residence room, residence common 
area or building.  

  

Violations will result in residence warnings up to and including eviction for any resident residing in 
and/or occupying the same residence room or common space as a terminated and/or evicted staff 
member. The evicted and/or terminated employee will also be charged with trespassing as they were 
made aware of the conditions at the time of eviction and/or termination. 

Garbage Policy Proper disposal of garbage 

  

Residents are expected to dispose of garbage appropriately in the dumpsters provided in the residence 
A parking lot. Garbage from residence units or otherwise found littered through residence common 
spaces (including hallways, stairwells, common rooms, outside of residence, etc.) and otherwise not 
disposed of properly will be considered litter. 

  
Any resident caught/found responsible for the improper disposal of garbage will be issued a residence 
warning. 

 

 

 

Appendix C: Cost for Damage 
  

Damage to a wall (Holes, etc.)  Up to $250 if we have to repaint. 

Cabinet 
 
 Up to $400 if we have to replace the cabinet 

Stove-Top 
 Control Buttons: $40 
 Cabinet replacement up to $500 

Bathroom Door  $150 

Windows Screen  $50 

Roller Blinds  $150 

Toilet  
 Seat: $40 
 Tank and Bowl: $125 

Bathroom Vanity with Mirror  $75 

Light Fixture  $75 /each 

Shower 
 Shower Rods: $60 ( Can be more if Bathtub  insert is damaged ) 
 Shower Curtains: $30 

Bathtub Insert  $900 

Smoke Detector  $50 

Radiator Cover  $50 to $200 

Outlet Cover  $10 /each 
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Toilet Paper Holder  $30 ( Can be more if wall is damage ) 

Towel Rack  $30 ( Can be more if wall is damage ) 

Closet Shelves  $30 / each 

Closet Poles  $50 / each 

Fridge  $400 

Bed 
 Frame: $100 
 Box Spring: $200 
 Mattress: $250 

Broken Ceramic Tiles  $25 / tiles 

Windows   $100 minimum, up to $500 

Faucet  $100 

Bathroom Fan  $50 

Kitchen Fan Hood  $75 
 

 

Appendix D: Acceptable Room Dividers 
 
As curtains are not allowed in residence after renovation to prevent damages to walls 
and ceilings. 
 
You can google: “Room dividers or Chinese wall” to find more models. 
 
Here are some of the best prices we have found online:  
 
Amazon.ca:  

 

ACME 02285 Naomi 3-Panel Wooden Screen, Natural Finish : 
72,59 

https://www.amazon.ca/ACME-3-Panel-Wooden-Screen-
Natural/dp/B002WGJHAY/ref=sr_1_2?s=kitchen&ie=UTF8&qid=1503329878&sr=1-

2&keywords=room+divider 
 

https://www.amazon.ca/ACME-3-Panel-Wooden-Screen-Natural/dp/B002WGJHAY/ref=sr_1_2?s=kitchen&ie=UTF8&qid=1503329878&sr=1-2&keywords=room+divider
https://www.amazon.ca/ACME-3-Panel-Wooden-Screen-Natural/dp/B002WGJHAY/ref=sr_1_2?s=kitchen&ie=UTF8&qid=1503329878&sr=1-2&keywords=room+divider
https://www.amazon.ca/ACME-3-Panel-Wooden-Screen-Natural/dp/B002WGJHAY/ref=sr_1_2?s=kitchen&ie=UTF8&qid=1503329878&sr=1-2&keywords=room+divider
https://www.amazon.ca/ACME-3-Panel-Wooden-Screen-Natural/dp/B002WGJHAY/ref=sr_1_2?s=kitchen&ie=UTF8&qid=1503329878&sr=1-2&keywords=room+divider
https://www.amazon.ca/ACME-3-Panel-Wooden-Screen-Natural/dp/B002WGJHAY/ref=sr_1_2?s=kitchen&ie=UTF8&qid=1503329878&sr=1-2&keywords=room+divider


23 

 

Ikea.ca:  

RISÖR Room divider, white, black  $149.00 
http://www.ikea.com/ca/en/catalog/products/70182191/ 

 
We are always on the lookout to source more affordable one, if you do find some 

that are more affordable, please let me know and we will add them on the list. 

Part 5: Closing Remarks and Acknowledgement 
 

CLOSING REMARKS 
 
Employee Experience strives day to day to ensure that every resident has a welcoming environment 
where they feel both comfortable, clean and safe. It is only through hard work and dedication along with 
the cooperation of residents that we are able to accomplish this.  
 
We hope that you enjoy your stay here in residence and that you “Live the Adventure” by getting out 
and enjoying the glorious backyard that we call the Kananaskis Valley. Employee Experience is here to 
assist you in making this an unrivaled experience and we strive to provide you with all the tools necessary 
to enjoy the Kananaskis Valley in whatever form you choose. Please feel free to stop by and see 
Employee Experience with any questions or concerns you may have. 
 

Sincerely, 
 
The Employee Experience and Residence Management Team 
 

http://www.ikea.com/ca/en/catalog/products/70182191/

