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Our Brand - Autograph Collection, by Marriott 
Marriott International, Inc., is a global leading lodging company with 30 plus brands including the 
Autograph Collection. Marriott International has more than 5,700 properties in 110 countries and 
territories. Founded by J. Willard and Alice Marriott and guided by Marriott family leadership for 
nearly 90 years, the company is headquartered in Bethesda, Maryland, USA.  
 

Autograph by Marriott’s Brand Vision 
“To be the World's Favorite Travel Company 

 
 
 
 

Pomeroy Lodging - Our Owners     

Pomeroy Lodging is fiercely invested. Our investment goes beyond the walls of our hotels, and the 
land we build on. We are dedicated to making our people, partners, guests, and communities 
strong, successful, and sustainable. 

As we invest in our properties, we invest in our communities. The markets we build and operate in 
are the communities we were born and raised in. We’re driven to make a difference because we 
cherish where we come from and where we grow. 

We have a dedicated leadership team with a clear vision for business development and 
partnership opportunities. We are also dedicated to providing development and growth 
opportunities to all employees. 

We have a diverse portfolio of proprietary brands to meet our guests’ specific needs. 
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Pomeroy’s Values 

Honesty 

Our word is our foundation. We own our experiences, and believe in transparent interactions and 
having the courage to speak with candor to all stakeholders. Honesty in action is doing what you 
commit to do in the manner you commit to doing it. We believe honesty builds trust, and with 
trust comes the strength to accept feedback as a gift. 

Quality 

Quality has been and will continue to be the key to our success. We are committed to achieving 
excellence and upholding the highest standards in product and service. We know that we never 
get a second chance to make a quality first impression. 

Industry 

We direct energy towards strategic tasks in a relentless and focused manner. We inspire those 
around us by our determination to deliver results, diligence in seeking greater efficiencies, and 
desire to make the business better. We know how to do more with less, get the job done right the 
first time, and create momentum. 

Winning 

Winning is not about luck. It is about detailed planning and timely execution in the pursuit of 
sustainable security for all stakeholders. It’s about making decisions based upon the careful 
assessment of needs, setting priorities, and allocating limited resources. Competition is healthy, 
and goal setting and measuring results are essential to creating a winning culture. We strive to 
repeatedly outsmart and outdo the competition. 

Family  

A balanced person is a motivated person, and we believe our familial foundation nurtures our 
relationships with all stakeholders. Relationships are rooted in trust, honesty, respect, and 
gratitude. One member’s success is the success of all in our family. Regardless of the roles we play, 
we will support each other in building the confidence and strength necessary to succeed.  
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Our Lodge 
Surrounded by unspoiled beauty and rugged mountain peaks, the Pomeroy Kananaskis Mountain 
Lodge offers a perfect combination of luxury resort amenities, the comforts of a Lodge, and exciting 
outdoor adventure.  The PKML is made up of 408 guest rooms, located throughout 3 distinctive 
buildings – The Main Lodge, Crosswaters Resort and the Mount Kidd Manor.  We have 5 Food & 
Beverage outlets offering an array of dining options, including In Room Dining and expansive 
Conference facilities.   
 
The Kananaskis Mountain Lodge also has a kids waterpark and an exceptional fitness room.  Four of 
our unique dining concepts can be found in this building, all of which have been renovated over 
2016-2017.   
 
Cross Water Resort 
Renovated in 2014, Crosswaters Resort has a private lounge and 70 well-appointed guest rooms 
and suites. Luxurious superior suites include fireplaces and a walk-in shower.    
 

Mount Kidd Manor 
The Mount Kidd Manor creates a true destination.  91 Guest rooms are included in this building. 
The Mount Kidd Manor includes Woody’s Pub & Patio and several Banquet Rooms, including the 
Mount Kidd Ballroom.   
 
The People & Culture office is included in this building.  

 
Food & Beverage Offerings 

 
All of our employees are welcome in our Food & Beverage Outlets.   
We want you to take the opportunity to experience all we have to offer the guests!  Use is subject 
to business levels. Please respect this and use your good judgement when dining in an outlet.   All 
our outlets are non-smoking and some require you to call ahead. 
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The Market Café 
From flaky croissants to frothy lattes, hearty soups and breakfast wraps and fresh sandwiches, the 
Market Café has something to satisfy all tastes.  Partnering with local coffee producers, Rosso, the 
Market Café offers high quality coffee with an excellent grab & go selections for the guest who is 
on the move. 
 
Discount for PKML Employees: 25% of food and non-alcoholic beverages  
Dress: “Resort Casual”, you may wear jeans in good repair, or walking shorts but no cut offs and/or 
offensive t-shirts. 
 
Blacktail Lounge 
A modern mountain lounge that showcases craft cocktails and beer alongside a range of healthy 
and hearty dishes from the Cedar Room grill.  Guests can enjoy full meals or shared plates in a 
casual setting that features classic bar and comfortable plush seating.  Blacktail is a central 
gathering place for the resort and is located in the lobby of the Main Lodge building.   
 
Discount for PKML employees: 50% off food and non-alcoholic beverages 
Dress: “Resort Casual”, you may wear jeans in good repair, or walking shorts but no cut offs 
and/or offensive t-shirts.  Must call ahead for reservations  
 
Cedar Room 
Cedar Room is an upscale restaurant featuring classic dishes with contemporary twists and a 
seasonal focus.  Hearty dishes and lighter fare compliment a rotating selection of fresh cuts from 
the grill.  Ingredients are sourced locally and from across the region to bring the best of the West 
to the table.  Cedar Room is located beside Blacktail Bar in the Main Lodge building.   
 
Discount for PKML employees: 50% off food and non-alcoholic beverages 

Dress: “Resort Casual”, you may wear jeans in good repair, or walking shorts but no cut offs 
and/or offensive t-shirts.  Must call ahead for reservations  
 

Forte 
Set against the backdrop of Mount Kidd, Forte is the hotel’s three meal a day Mediterranean 
restaurant with an exceptional view of Kananaskis Village.  Open for breakfast, lunch and dinner.   
The restaurant was renovated in 2016 and features 2 large wood burning ovens that are used to 
make our hand crafted pizzas as well as a number of the restaurant’s delicious entrees. 
 
At the rear of Forte is the Rockies Room, which can be used for extra seating for the restaurant or 
alternatively as a banquet room. 
 
Discount for PKML employees: 50% off food and non-alcoholic beverages 

Dress: “Resort Casual”, you may wear jeans in good repair, or walking shorts but no cutoffs and/or 

offensive t-shirts. Must call ahead for reservations. 



 5 

 
Woody’s Pub & Patio 
Located in the Mount Kidd Manor, Woody’s is Kananaskis’ legendary pub.  
If you are looking for a quick meal, a place to watch the game, or to unwind in an adult environment, 
Woody’s is the place to be!  
 
Featuring a pub-style menu, Woody’s is the perfect place to relax after a long day on the slopes, or 
to catch up with friends. This is our employee’s favorite hangout, and we encourage you to have fun 
while acting in line with our F&B code of conduct. 
 
Discount for PKML employees: 50% off food and non-alcoholic beverages, Staff discounted pricing 
on alcoholic beverages  
Dress:  Just be yourself! NO pajamas – no reservations required  
 
In-Room Dining 
In-Room Dining offers personalized food and beverage service in the privacy of your guestroom. In-
Room Dining employees arrange a variety of room drops, from Spa amenities to Food & Beverage 
items, where they use their creativity to personalize the guest experience. 
 
Food & Beverage Reservations 
For all F&B outlets (other than Woody and Market Cafe) you must call ahead to confirm staff can 

be accommodated. 

 
 

Recreational Facilities 
 
Pool & Fitness Centre 
Our guests have played or worked hard all day.  Now it’s time to shift their focus and relax.   
 
Pool & Fitness Centre features a complete fitness centre, complete with an outside deck and lounge 
chairs to enjoy the mountain views.  The facility includes an indoor children waterpark, 
indoor/outdoor whirlpool, steam room, sauna, family change room, fully-equipped weight and a 
cardio room.  
 
Kananaskis Nordic Spa (KNS)   
At the Nordic spa you can choose from a variety of massages. Employees receive a discounted 
admission fee of $45 for a day pass (Saturdays and Sundays are not included).  You can also bring 
up to 2 guests with you and they will receive the $45 rate.  Any more than 2 people will be 
charged full price.  You will also receive a 20% PKML employee rate discount on services and 20% 
off full price retail items.  Please note access to the pools may not be booked in advance to receive 
the “staff rate”.  The offer is only valid for day of and is on a first come, first served basis.  If you 
would like to book in advance, the full rate will apply.   Massages may be booked in advance and a 
credit card is required to guarantee the booking.   As an employee you will also receive 50% off 
food and non-alcoholic beverages at the Nordic Spa Two Trees Bistro restaurant. 
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Kids Creative Centre 
A unique part of our resort experience is the expansive 
offering of activities for our younger guests and 
families.  Located in the Mount Kidd Manor, open for 
guests to use.                                                                                                                   
 
 

 

Retail Outlets 
The retail outlets can be found on the main level of the Main Lodge, and in the Village Centre.  
They include an upscale convenience store where the guests may get everything from smoking 
products, magazines, snacks and health products. Other retail outlets offer our guests rentals for 
outdoor activities, souvenirs, kids clothing and home décor. 
 
Staff discounts vary at each outlet  

 
 

Meeting & Convention Facilities 
 
With over 24,000 square feet of meeting space, including two ball rooms-one with an 18 foot ceiling, 
and as many as 19 breakout rooms. The PKML promises an ideal setting for year-round conferences.   
All meeting rooms have been named after historical figures that shaped the history of the valley. 
 
Olympic Ballroom 
The Olympic Ballroom was named after the event that started it all: the 1988 Winter Olympics. 
There are 3 parts to this meeting space, or it can be used as one large room. 
The 3 sections of the Ballroom are appropriately named Gold, Silver and Bronze. These rooms 
feature expansive windows and artwork depicting our native history in the Kananaskis Valley. The 
Bronze room has a painting commissioned to Rocky Barstad, an Albertan Native artist.  
 
The Explorer Ballroom (Sinclair, Palliser, Dawson & Stewart rooms) 
Sinclair Room 
James Sinclair was one if the first recorded men to visit the Kananaskis Valley.  As an ex-Hudson's 
Bay Company Officer, he led an expedition of 100 Red River settlers to Oregon via the Kananaskis 
Valley and The Spray Lakes area during the summer of 1854. 
 
Palliser Room 
Captain John Palliser applied the "Kananaskis" name to the area while leading a major scientific and 
explorative expedition between 1857 and 1860. 
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Dawson & Stewart Rooms 
George Dawson and Louis B. Stewart were Canadian geological surveyors who surveyed the 
Kananaskis Valley in 1883 and 1884 and opened the area for commercial development. 
 
Walker Room 
Colonel James Walker pioneered the Kananaskis Valley's first industrial activity when he established 
logging and a sawmill operation in the area in 1883-1886. 
 
Champion Room 
In 1930, Joe Champion was appointed the first District Forest Ranger when the Kananaskis Valley 
was separated from the Rocky Mountain National Park. 
 
Pocaterra Room 
George Pocaterra was an Italian aristocrat who was instrumental in developing the area around 
Kananaskis lakes for trapping, hunting and guiding. 
 
Nakiska Room 
Located in the John Palliser Manor, the Nakiska room was named after the Nakiska Ski Resort where 
the 1988 Alpine Olympic events were held. 
 
The Summit Room 
Located in the John Palliser Manor the Summit Room was named as a legacy to the 2002 G8 Summit 
which was hosted in Kananaskis.  The three day Summit included the Leaders from USA, United 
Kingdom, Italy, France, Russia, Germany, Japan and of course our own Prime Minister at that time, 
Jean Chretien. 
 
Executive Board Room 
Although the meeting space with the least namesake significance, this meeting room located off the 
lobby of the John Palliser Manor has a very “executive atmosphere” and can hold up to 15 delegates 
comfortably. 
 
Mount Kidd Ballroom 
The Mount Kidd Ballroom is located in the Mount Kidd Manor and is our second largest meeting 
space.  There are 3 parts to this meeting space, or it can be used as one large room. 
 
Mount Allan 
The Mount Allan room is named after the mountain the Nakiska Ski Resort is located on.   
 
Wildflower Room 
The Wildflower Room is a tribute to all the beautiful wild flowers that highlight our Valley during 
the summer months.   
 

 

 



 8 

Our Commitment to You 
 

Pomeroy Lodging is committed to providing our employees with an environment which is safe and 
productive, encouraging your ideas and suggestions, and offering you the opportunity to achieve 
your career goals. 
 
We have an “open door policy” where the leadership and People & Culture teams are available to 
provide you with information and answer questions pertaining to your job, benefits, privileges, 
career development, educational assistance, and any employment related challenges during your 
employment at the Lodge. 
 
What We Expect From You 

 As a colleague of the PKML, we expect you to look for and suggest improvements in the 
organization of your work and work area 

 Ensure the economic and cost effective use of the resources entrusted to you 

 Protect the people and property from accident, theft, loss, or illegal use. Please refer to the 
safety section of this handbook 

 Keep confidential any and all information concerning, or belonging to, the Company, hotel and 
our guests 

 Treat all guests, co-workers and leaders with respect 

 Provide our guests with your best effort at all times, and surpass their expectations in terms of 
product, quality and service 

 

 

Benefits & Payroll 
 
As a Full-Time employee with the PKML, we care about your health & well-being.  We offer a 
comprehensive benefits package to all full-time employees. 

Benefit Eligibility 

At three months of full-time employment, you will be automatically enrolled into our Group 
Insurance Benefits. Upon hiring, you had completed the benefit forms and at the 3-month mark you 
will receive your benefits information package, including your Benefit Card, and will be able to 
access your benefits right away.  Should you have any questions or require more information at any 
time regarding your coverage, please see People & Culture. 
 
Employee Assistance Program 
Pomeroy Kananaskis Mountain Lodge offers an Employee Assistance Plan (EAP) to its employees 
and their families.  EAP programs are designed to provide access to professionals who can help 
resolve problems affecting health, well-being, and performance at work. You are provided with 
confidential counseling and referrals for a wide variety of personal issues such as: 
 
 family & social relationship issues 
 personal and emotional problems including stress, anxiety and depression 
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 dependency issues 
 work related issues, including career and vocational counseling 
 financial advice 
 wellness issues 
 crisis 
 
The service is available through a toll free number which is available 24 hours a day. 
 
Basic Accidental Death & Dismemberment (AD&D) 
The AD&D benefit provides coverage if you die or suffer a loss, such as a dismemberment, as a result 
of an accident.  This portion of benefits is mandatory, even if you have alternate coverage through 
a spouse, parent, etc. 

 
Extended Health Care and Medical  
Medical benefits include Supplementary Hospital, Supplementary Health, and Prescription Drugs 
 
Other covered services include: 

 Professional ambulance services 

 Convalescent hospital (with limits) 

 Private duty nursing 

 Custom built orthopedic shoes 

 Medical supplies (prosthetics, wheelchairs, hearing aids some limitation apply) 

 Paramedical practitioners: 

 Massage therapist, chiropractor acupuncturist, osteopath, naturopath, speech therapist, 
dietitian, and podiatrist 

 Licensed psychologist  

 Physiotherapist   

 Emergency out of Canada medical coverage, including semi-private hospital for up to certain time 
period. 

 Global Medical Assistance, which provides worldwide assistance to travelers in emergency medical 
situations.   In addition, provides protection in Canada if your trip takes you more than 500 km 
from your place of residence.   

 Dental 

 Personal spending account based on Pomeroy length of service 
 
Please see People & Culture for more information and details on the plan that is right for you and 
your family. 
 
Personal Days: 
Full time employees are entitled to Personal Days after 6 months of full time service. Personal 
days are based on an 8-hour day. 
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After six months of full-time employment, entitlement is earned one/quarter and can be carried 
over from one quarter to the next, however, unscheduled Personal Days cannot be carried over 
from one calendar year to the next. 
 
Personal Days can be used for any reason and must be scheduled and approved by their manager. 
The exception to pre-approval is if an employee uses a Personal Day for a day off due to illness.  
Personal Days will not be paid out in cash. When an employee quits or is terminated, they will lose 
any earned Personal Days. 
 
Personal Days While on a Leave of Absence: 
Personal Days are not earned while on a leave of absence.  
 
Upon return from a leave of absence, an employee can take previously-accrued Personal Days 
provided that they are taken within the same calendar year.When an employee goes on a leave 
and was not yet eligible for Personal Days, upon their return they must complete the remaining 
time to have 6 months of full-time employment taking into account time worked prior to the 
leave.   

 
Status Change Impact to Personal Days: 
When an employee changes status from Part Time to Full Time, they will be eligible to take 
Personal Days after 6 months of full time service. 
 
When an employee goes from Full Time to Part Time they lose all earned and unscheduled 
Personal Days.  Prior to the status change, the employee and their manager should review how 
many Personal Days have been earned and schedule them in, as Personal Days are not carried 
over from one year to the next nor are they earned when an employee is Part Time. 
 
Personal Day Entitlement upon Rehire:   
This applies only to those rehired Full Time and having worked previously Full Time: 
 
Upon termination all accrued Personal Days were lost and will not be reinstated. When re-hired, if 
the employee worked Full Time for at least 6 months prior, and the rehire date is within 1-years of 
separation and the break in service is less than the time previously worked, the employee will not 
need to requalify for Personal Days eligibility. Entitlement is based on the quarter in which they 
were re-hired.   
 
Vacation: 
Vacation accruals start on the first hour worked at 4% of income earned or 10 days/year.  After 3 
years, the accrual is 6% or 15 days/year.  After 10 years, the accrual is 8% or 20 days/year, and 
after 15 years, the accrual is 10% or 25 days/year. The change in accrual percentage takes effect 
the start of the pay period after the anniversary milestone. If an employee is hired at 6% accrual, 
the next change is at 10 years.  It is our expectation that employees use/take their vacation in the 
year it is accrued unless otherwise discussed and approved by their manager.  
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Employees may not take vacation time during the first 3 months of their employment, unless 
otherwise negotiated at the time of employment or at the approval of the General Manager. 
 
Typically, vacation may not be taken in advance of earning vacation days. However, requests may 
be made and approved by the General Manager.  If the employee leaves prior to earning the 
vacation time they have taken, the amount of paid vacation used will be taken off their final pay. 
 
We firmly believe that people need time away from work to recharge. Vacation time is scheduled 
with the employee’s manager, who will do their best to accommodate individual requests. Forms 
can be completed using the Pomeroy People Portal and should be taken in increments of full days.  
We will work with our employees to ensure they are getting their requested or preferred time off 
work while, balancing the needs of the business. During peak holiday seasons, managers may 
choose to employ a first come, first served approach to approving time away or use tenure to 
determine who receives the time off.  Should an employee have vacation carrying over from one 
year to the next without plans to use it, we reserve the right to schedule the time off for the 
employee.  
 
For part time and casual employees, 4% of earnings will be paid on every pay cheque. No time off 
is accumulated. After 3-years of employment, 6% of earnings will be paid on every pay cheque.  
 
If you are a “Rehire”, meaning you previously worked for us, resigned and now want to come back, 
we will honour your previous length of service with the company if you return within 1 year of your 
last working shift.  Otherwise your length of service will start from your “rehire date” 
 
Please refer to your paystub or contact your Department head for information on how much 
vacation time you have accrued. 
 
How to Request Vacation 
Vacation Request Forms are completed on the Pomeroy Portal, “leave with pay” form.  Requests 
are approved based on business volumes. 
 
If you leave Kananaskis, any vacation earned but not taken will be paid out to you.   
 
In the event that vacation has been taken and termination occurs prior to this vacation having been 
earned, an appropriate deduction from the employee’s final pay will be made.  Should you transfer 
to another Pomeroy Lodging Hotel, your vacation will be transferred to your new property. 

 
Time & Attendance 
The hours worked are kept track of on a daily basis.  You must ensure that you sign in and out for 
your shifts.  Instructions will be provided to you by your leaders and trainer at your Departmental 
Orientation.  
 
Should you not sign out for your shift, your hours will not be recorded properly and you may not 
receive an accurate pay cheque.  If you sign in for hours you did not work, this is considered fraud 
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and will lead to termination.  No other employee shall sign for another employee.  We suggest 
that you keep track of your hours. 
 
Unfortunately, due to the nature of our business, we are unable to guarantee 40 hours per week.  
Our business volumes rise and fall, and therefore your schedule and hours worked will follow 
accordingly.  If you have any questions about the hours or rate of pay on your pay cheque, or 
questions about any deductions please see your department head.   
 
Direct Deposit 
Your bi-weekly pay cheque must be direct deposited into your account at any financial institution 
in Canada.  Should you change your account, please remember to provide your new information 
to the P&C Team as well as update your personal information by going to the Pomeroy Portal and 
updating this information 
 
Pay Stubs 
Pay stubs will be emailed to you. It is important to ensure your email address in your Pomeroy 
Portal is correct.  You will be asked for a 3 digit password to access the pay stub – This will be the 
last 3 digits of your SIN #. 

Pay Day 

Payday is every second Thursday and consists of money earned in the previous pay period.  A pay 
period covers 14 calendar days beginning on a Friday and ending on the Thursday before payday. 
Payroll Calendars are available on the Pomeroy Portal 

Regular & Overtime Pay 

Regular and overtime pay is based on Alberta Labour Standards and calculated depending on 
whatever hours are greater: 
 
Daily Overtime is anything over 8 hours, weekly overtime is any hours over 44 hours in one 
workweek (Friday – Thursday).  Daily overtime does not accumulate toward weekly overtime. 
Overtime is paid at one and a half times your regular hourly rate.   

Meal Periods & Breaks 

We do value your health and wellness, and will ensure that you get a break under the following 
guidelines. The minimum Alberta Employment Standards state you are eligible for a half an hour 
unpaid break after every 5 consecutive hours of work.   
Other breaks, such as “coffee breaks” are not something that you may expect.  At certain times, 
according to business volumes, you may be granted other breaks.   
Should you have a shift where your break falls outside of meal periods in the Staff Cafeteria, please 
plan accordingly and bring your food with you.   
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Gratuities 

Many of our guests to the Lodge come with a conference or tour group, where gratuities are 
included in their rates.  Any gratuities of this type earned during a pay period will be issued on your 
pay cheque and are considered taxable income.  Not all positions collect gratuities.  Please check 
with your Department Head for clarification if you are uncertain.  Regular pay period cut off does 
not necessarily match gratuity cut off.  You may request a gratuity calendar available you’re your 
Department Head.  
 
Kananaskis Statutory Holiday Pay Practices  
 
We recognize the following Statutory Holidays:  
New Year’s Day    January 1st  
Family Day    Third Monday in February for Alberta & Ontario  
Good Friday    Friday before Easter  
Victoria Day    Monday before May 25th  
Canada Day    July 1st  
Heritage Day   First Monday in August   
Labour Day    First Monday in September  
Thanksgiving Day   Second Monday in October  
Remembrance Day   November 11th  
Christmas Day    December 25th  
Boxing Day    December 26th  
 
Salaried employees are eligible for statutory holiday as of their first day of employment. For those 
who don’t work the holiday they will get paid for the day and for those who work on the holiday 
they will get a day off in lieu before their next vacation; 4-day work week or deferred stat day. 
These days should be taken within 30-days of the statutory holiday.  
 
Alberta Statutory Holiday Eligibility and Definitions 
Hourly employees are eligible for a statutory holiday if they have worked for the company for at 
least 30 work days in the 12 months prior to the holiday.  
 
The average daily wage is 5% of the employee’s wage (regular hours worked, vacation and 
statutory holiday pay) from the previous 4-weeks.  
 
Employees whose shift starts on one day and ends on the next day:  
If a shift starts on a regular working day and ends on a statutory holiday the employee is not 
entitled to statutory holiday pay even for the hours of work actually performed on the statutory 
holiday. Example: the shift starts at 10:00 pm on June 30 and ends at 3:00 am on July 1; there is no 
statutory holiday pay.  
If a shift starts on a statutory holiday and finished on a regular working day, the employee is 
entitled to statutory holiday pay for the work performed for the entire shift. Example: the shift 
starts at 10:00 pm on July 1 and ends at 3:00 am on July 2; there is statutory holiday pay.  
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When an employee works on a statutory holiday and is paid holiday pay of at least 1.5 times the 
employee’s wage rate for each hour worked, the hours worked are not included for the purpose of 
calculating any entitlement to overtime pay for the work week in which the general holiday 
occurs. 
 
Pay rules for Resorts 
If eligible and the employee works on the holiday:  

 he/she will be paid regular wages (including overtime if applicable) and will bank a future 
day off with payment of the average daily wage  

 
If eligible and the employee didn’t work on the holiday:  

 he/she will be paid the average daily wage  
 
Part time employees who work on a statutory holiday:  
If eligible he/she will get paid the average daily wage and 1.5 times his/her wage rate for all hours 
worked on the statutory holiday. Part-time employees do not bank stat days  
 
Stat Banking rules for function help  
If a person is a non-management salaried employee they get paid for the stat holiday from the 
home department and get paid the average daily wage plus 1½ times the wage for all hours 
worked on that day from the function help department + grats if applicable.  
 
If a person is hourly paid, he/she gets paid regular wage of the function help position charged to 
the function help department and will bank the averaged hours and wage following the pay rules 
charged to the home department.  

Leave of Absence 

The PKML may grant a personal leave of absence without pay to a regular full-time employee who has 
completed one year of continuous service.  The leave may be granted at the discretion of your 
Department Head and Director of People and Culture, providing it does not interfere with business 
operations.  Any accrued vacation, stats, or lieu time must be taken before a leave of absence is 
granted.  The maximum amount of time that may be granted is a three (3) month leave.  Typically, a 
Leave of Absence is granted when the operation can afford your leave of absence without needing to 
replace your position.  If this cannot occur, and the leave is granted, the Lodge will make a reasonable 
effort to have you return to your position, although that is not guaranteed. Due to this no personal 
leave of absences will be granted between June-September or over the Christmas Season. 
 
No leave of absence will be granted to allow the person to work elsewhere without approval from the 
General Manager. Should an employee who has requested a leave of absence take employment 
elsewhere, his/her employment with PKML will be terminated effective the 1st day of his/her leave of 
absence. 
 
The Department Head is responsible to evaluate each request for a leave of absence on the employee's 
own merit.  When evaluating such a request, the following points should be considered: 
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1. Reason for the request 
2. Frequency of such requests 
3. Employee's performance 
4. Length of service 
5. Departmental requirements 

 
During a personal leave of absence, you will need to pay upfront the cost of both the employee and 
employer portion of the benefits.  This can be done via debit, credit card, cash or etransfer – please 
see a member of the People & Culture team to set up prior to your leave.  The same applies to 
Residence rent, this also needs to be paid upfront prior to your leave.  Please see the Employee 
Experience and Residence Manager to arrange.  
 
Vacation time will not be accrued during the leave period, and there will not be payment of public 
holidays during the leave period.  Service with Pomeroy will continue to be credited during the 
leave of absence for purpose of eligibility towards company pension plan, and service awards.    

Maternity & Parental Leave 

We adhere to the government process for job-protected leaves. 
Please refer to the Alberta government website for details. 
https://www.alberta.ca/maternity-parental-leave.aspx 
 
Please see a member of the P&C team if you are wanting to discuss taking a job-protected leave.  
An employee must give at least 6 weeks written notice to P&C as to when they intend to start 
maternity leave, or when a father is planning on taking parental leave.  At this time, we also request 
that you let us know how much parental leave you will be taking and your estimated return to work 
date.   
 
You must give 4 weeks written notice as to when you will return to work, if you change your return 
date, or do not intend to return after the leave ends.   
You may continue all your health & welfare benefits during your leave, however you must cover the 
cost with prepayment or post-dated monthly checks.  Please see People & Culture for the details on 
how to continue or suspend your benefits. 

Compassionate or Bereavement Leave 

In the unfortunate event of a death in the family, a full time employee who has completed 1 year 
of service with the company is eligible for bereavement leave. 
 
This benefit applies to the death of a spouse, parent, child, brother, sister, mother-in-law, father-in-
law, grandchild, grandparents, aunt, uncle, cousin, in-laws (other than parents), nieces/nephews, 
common-law spouse or companion/partner.  A copy of the death certificate or obituary may be 
requested. 
 

https://www.alberta.ca/maternity-parental-leave.aspx
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3 days paid bereavement leave may be granted for instances where travel is not required.  Max 5 
days paid bereavement leave may be granted for instances where considerable travel is required.  
In extenuating circumstances where the death occurs in the immediate family, additional time may 
be granted, but will not exceed 5 days.  Please see your department head should this apply to you 
or for more information on Bereavement Leave.   

Function Help 

Function help allows you to fill your pockets with cash and help the hotel fill a staffing need.  Due 
to our location, it is difficult to attract part-time/casual employees.  With function help, the needs 
of the operation are met by employees from other departments functioning in various roles other 
than their own, most often in Banquets, Housekeeping, Stewarding and Family Activities. 
 
If you are interested in functioning in another area, see the Department Head of that department.  
If you are interested in transferring to an area, function help gets you one step further.  Your wage 
while functioning will be at the rate for that position.  
 
However, you MUST ensure you have at least a full day of rest each work week … remember to "Live 
the Adventure"!  Please remember: Should you accept a shift as function help, you are then 
responsible for that shift.  Should you miss that shift or are late for the shift, all employment 
regulations apply.   

 
 

Policy and Procedures 
 

Social Media Employee Policy 
At the Pomeroy Kananaskis Mountain Lodge, we recognize the importance of social media in 
enhancing communication and facilitating connections. When used in the right way, social media 
promotes learning, helps strengthen our relationships within the Kananaskis community, and 
enables us to enhance the experience we deliver to our key stakeholders. This is why we 
encourage employees to get involved and optimize the use of social media, while consistently and 
properly representing Pomeroy and its core values. 
 
Guidelines for Responsible Use of Social Media 
This employee policy sets out the guidelines on how all Pomeroy employees interact and 
participate in social media. It outlines employees’ responsibilities when using social media for 
professional purposes e.g. participation in discussion groups, and for personal use. 
 
As a participant in social media, you are accepting a level of responsibility for the content you 
publish online. You can be held liable for any commentary deemed to be defamatory, obscene, 
proprietary or libelous. Since what you publish is visible to the entire world and will remain public 
for a very long time, use good judgment and common sense, and act professionally. Protect your 
own privacy by being cautious about disclosing personal details. 
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Respect Your Audience and Colleagues 
Do not engage in any conduct or use any language that would not be acceptable in the workplace. 
Protect the privacy of others and respect their opinions. Do not engage in personal attacks or post 
inappropriate comments, such as ethnic slurs, obscenity, offensive and defamatory comments. A 
strong community is built on respect and caring about each other. Keep this top of mind when 
using social media. 
 
Be Accurate 
If you publish information about PKML, ensure that the information is accurate and the source is 
clearly indicated. Do not alter previous posts without indicating that you have done so. If you 
make an error, be upfront about your mistake and correct it quickly. For example, if someone 
accuses you of posting something improper, such as copyrighted material or a defamatory 
comment, remove it immediately. If you come across negative or disparaging posts about the 
company, let the subject matter experts who are trained to address such comments, respond. 
 
Confidentiality 
Do not disclose confidential or proprietary information about the company, our clients, 
stakeholders or suppliers. Never identify a customer, partner or supplier by name without 
permission. Protect non-disclosure agreements. 
 
Respect Copyright Laws 
Respect copyrights, trademarks and rights of publicity when posting information from other 
people, resources or websites. Do not cite or reference guests, partners or suppliers without their 
approval. If you are not sure whether some information is safe to publish, ask your manager or 
someone in People & Culture. 
 
Be aware of, and respect the rules of participation governing discussion groups and social 
networks within which you choose to participate. Remember that laws and company policies that 
apply in the “real” world also apply in the “virtual” world. Your use and/or participation to social 
media are subject to the Privacy Policy and Pomeroy’s Code of Ethics. 
 
Violation of Social Media policies will result in performance management up to and including 
suspension and/or termination.       
 

Violence and Harassment Prevention Policy 
The purpose of this policy is to prevent acts of violence, harassment and discrimination in the 
workplace, to educate and sensitize employees to the issues of violence, harassment and 
discrimination and to encourage complainants to report incidents of violence, harassment and 
discrimination. All employees working for PKML are included in and are expected to abide by this 
policy.    
 
PKML recognizes the right of employees to work in a safe and secure environment. At no time will 
threats or acts of violence be permitted toward employees by employees or guests. Should you 
find yourself in this position, please contact Security immediately or your department head. 
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Should an employee threaten or act violently toward another employee or guest, this will lead to 
immediate termination. This policy also pertains to your conduct in Residence and any off-site 
areas 
 
Policy 
Pomeroy Kananaskis Mountain Lodge conducts business and treats all employees in accordance 
with all applicable federal and provincial, Human Rights legislation. PKML does not condone and 
does not tolerate violence or harassment of any kind whether based on sex, race, age, disability, 
national origin, religion, sexual preference or any other criteria contrary to established law, as well 
as our beliefs. As a company, we recognize the inherent dignity and worth of every person and as 
an employer we will provide for equal rights and opportunities without discrimination. 
 
We are constantly working to create a climate of understanding and mutual respect for the dignity 
and worth of each person, so that each employee feels a part of the workplace and is able to 
contribute fully to the workplace. Our goal is to ensure that all employees can work in an 
environment that is free from violence, harassment and discrimination. 
 
What is Violence? 
Violence, whether at a work site or work related, is defined by the OHS Act as the threatened, 
attempted or actual conduct of a person that causes or is likely to cause physical or psychological 
injury or harm, and includes domestic or sexual violence. 
 
Violence in the workplace could put worker at risk of physical or psychological harm. Workplace 
violence can include; 

 physical attack or aggression (e.g. hitting, shoving, pushing or kicking a  
worker; throwing an object at a worker; kicking an object the worker is standing on, such 
as a ladder) 

 threatening behavior (e.g. shaking a fist in a worker's face, wielding a weapon at work, 
trying to hit a worker, trying to run down a worker using a vehicle or equipment such as a 
forklift, destroying property or throwing objects) 

 verbal or written threats (e.g. verbally threatening to attack a worker, leaving threatening 
notes or sending threatening emails to express an intent to inflict harm on a worker) 

 domestic violence 

 sexual violence.  
Violence is a workplace hazard. It must be addressed during a hazard assessment 

 
What is Domestic violence? 
Domestic violence is a pattern of behaviour used by one person to gain power and control over 
another with whom a person has or has had a personal relationship. This can range from subtle, 
coercive forms to violent acts that result in physical harm or death. Examples of behavior may 
include physical violence, sexual abuse, financial control, emotional and phychological 
intimidation, verbal abuse, stalking and using electronic devices to harass and control. 
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When an employer is aware that a worker is or is likely to be exposed to domestic violence at a 
work site, the employer must take reasonable precautions to protect the worker and any other 
persons at the work site likely to be affected. Domestic violence becomes a workplace hazard, and 
is no longer limited to a personal issue, when it occurs or spills over into the workplace. It may put 
the targeted worker at risk, and may pose a threat to co-workers.  Domestic violence can occur 
between, but not limited to 

 current or former intimate partners 

 people of all ages 

 family members 

 people of all racial, economic, educational and religious backgrounds 
people in heterosexual and same sex relationships. 

 
Nature of the relationships could be: 

 living together or separately 

  married or unmarried orin short or long term relationships 
 
What is Harassment?  
"Harassment" means different things to different people and may be influenced by cultural or 
religious background or geographical location. Generally, unwelcome comments or conduct 
directed at a person, such as teasing, bullying, persistent nagging or derogatory remarks would be 
examples of harassment.  
 
One aspect to consider in a potential problem situation is that harassment is "in the eye of the 
beholder."  
Another is that generally in law, harassment is behaviour that is known or ought to be reasonably 
known to be unwelcome and it is a repeated behavior: 

If a joke is told to six people and five people laugh but one is offended by the cultural 
overtones, in the eyes of the person offended, this could be harassment.  Particularly if the 
individual has remarked before [repeat] that they are offended [unwelcome] by the 
nature/content of the comments.  

Other examples of potential unwelcome behaviours that tend to create a "hostile" work 
environment are: 

• Ethnic jokes, cartoons or remarks about a person's age, race, sex, etc. 
• Nicknames, teasing comments/insults based on a person's race, national origin, age, 
disability, preference. 
• Other behaviours, motivated by race, sex, religion, age, etc., which create an intimidating 
or offensive work place. 

 
Guests, suppliers, contractors or other outsiders who violate these principles should be warned to 
cease such activity. The matter should be brought to the attention of the Leadership Team and 
any continued harassment may result in the individual being asked to leave hotel premises. The 
company is liable for harassment by such outsiders if no action is taken. 
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Sexual Harassment 
Sexual harassment is a specific form of harassment and is the unequal treatment of a person 
based on gender. It may include behaviours that are not necessarily sexual in a nature but relate 
to the person's gender and demeans, belittles or causes personal embarrassment to the recipient. 
These behaviours are known or reasonably ought to be known to be unwelcome. 
Examples of sexual harassment and inappropriate gender related behaviour include, but are not 
limited to, comments, gestures and non-verbal behaviour, visual materials, and physical contact.  
 
The following is to assist in identifying but is not limited to what may constitute sexual harassment 
or inappropriate gender related comments and conduct: 
• Gender related comments about individuals' physical attributes, mannerisms or characteristics 
• Unwelcome physical contact 
• Suggestive or offensive remarks about members of a specific gender 
• Propositions of physical intimacy 
• Gender related verbal abuse, threats or taunting 
• Leering or inappropriate staring 
• Bragging about sexual prowess 
• Demands for dates or sexual favours 
• Offensive jokes or comments of a sexual nature 
• Display of sexually offensive pictures, graffiti or other materials 
• Questions of discussions about sexual activities 
• Paternalism based on gender which a person feels undermines him/her 
• Sexual assault 
 
Often, the comments made or actions taken are not intended to offend another person. However, 
intent is not a prerequisite to establishing that the behaviour is discriminatory. 
 
B. Sexual Harassment Policy 
All employees will be regularly reminded that hiring, performance/salary reviews, discipline, 
transfer, promotion, termination and other career decisions must be based solely on work related 
criteria. 
 
PKML reaffirms that no employee may engage in conduct or make comments to any employee 
who tends to create a "hostile" environment. In addition, no employee may state or otherwise 
imply that the granting or refusal to grant sexual favours will in any way affect the creation, 
continuance, or termination of the employment relationship, or the conditions under which the 
employee works. 
 
Corrective Action 
Any employee who does not abide by this violence and harassment policy will be subject to 
corrective action, up to and including termination.  
The level of discipline will be in accordance with the facts of the investigation and the severity of 
the incident. Any employee, who falsely or maliciously accuses another employee, guest, supplier, 
vendor or other outsider of harassment, will also be subject to corrective action. 
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Violence and Harassment Complaint Procedure 
Any violence or harassment complaints should be immediately reported to the People & Culture 
Director.  Based upon whether the employee (who will be referred to in this policy as "the 
complainant") wishes to provide a written complaint, the matter will be processed through either 
an informal or formal procedure. All complaint investigations will be conducted in as discreet and 
confidential a manner as possible. The complainant or any person participating in the investigation 
of a complaint will not suffer reprisal or retaliation for doing so. A complainant must bring forth 
their complaint within 12 months or less of the situation that occurred in order for the company to 
pursue the complaint.  
 
I. Informal Procedure 
1. The complainant advises the People & Culture Director or his/her designate of the situation. 
2. The complainant is requested to make the complaint in writing but does not wish to do so. The 
People & Culture Director and the complainant then discuss possible methods of handling the 
problem. 
3. A complainant who considers that he or she has been subjected to harassment or violence is 
encouraged to bring the matter to the attention of the person who is responsible for the conduct. 
4. Where the complainant does not wish to bring the matter directly to the attention of the 
persons responsible, or where that is attempted and does not produce a satisfactory result, the 
complainant arranges a follow up meeting with the People & Culture Director to discuss the 
option of moving to the formal procedure. 
5. The People & Culture Director documents both meetings and retains in a separate file. 
 
II. Formal Procedure 
1. The complainant advises the People & Culture Director or his/her designate of the situation. 
2. The complainant is requested to make the complaint in writing and agrees to do so. 
3. Complainant documents the complaint in detail and signs, dates and acknowledges that the 
statement is true and complete. The People & Culture Director advises the complainant to include 
all the following information: 

• Details of the objectionable activity 
• Was it a single event, or repeated over time; Provide dates, time of day, location, as 
many details as possible 
• Was there any physical contact or threats of any nature? 
• Did the complainant ask that the activity be stopped? 
• Does the complainant understand and agree that all witnesses and the complainant will 
be interviewed? 

4. The People & Culture Director will lead the investigation procedure. The person against whom 
the complaint was made will be interviewed and documented. 
5. Where an employee's complaint is found to be valid based on the facts and evidence as 
determined through the investigation, they will be subject to corrective action. The level of 
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discipline will be based upon the nature and severity of the behaviour and may result in 
performance management up to and including termination. 
 

Equal Employment Opportunity 

Pomeroy’s Equal Employment Opportunity policy is to treat each employee, regardless of position, 
with dignity and respect and to be fair and just at all times.  As an equal opportunity employer, we 
always endeavor to select the best qualified individuals based on job related qualifications 
regardless of race, colour, creed, sex, religion, national origin, age, medical condition, marital 
status, disability or sexual orientation.  This policy includes hiring, transfers, scheduling, 
recruitment, promotions, discipline, and rate of pay, benefits and terminations. 
 
It is the policy of our Company that intimidation, coercion, discrimination or harassment of any 
kind will not be permitted.  If you feel that you have been subject to such behaviour, bring the 
situation to the attention of your leader or the Director of People & Culture. 

Probationary Period 

Each new employee works through a probationary period, which is the first three (3) months of your 
employment with us.  This three month time period is for you to discover if the job is right for you, 
as well as an opportunity for us to assess your work.  During this period you will be provided with 
the necessary training, encouragement and coaching to succeed within your position.   
 
Your Designated Trainer, supervisor and department head will assess your performance and provide 
you with ongoing performance feedback and coaching for areas of development and recognition of 
a job well done.  During your probationary period, either you or the PKML may terminate your 
employment without notice.   

Conflict/Concern Resolution 

At the Pomeroy Kananaskis Mountain Lodge, we are committed to maintaining open channels of 
communication with employees and to ensuring that all employees are treated fairly. If you have a 
problem or concern, we want to hear about it.  Your questions, problems or concerns should be 
openly and honestly shared with your leaders. By following a practice of “open door” 
communication, most misunderstandings can be avoided; or at the very least resolved before they 
cause unnecessary problems.  
 
When voicing a concern or complaint, we recommend the following channels of communication: 
 
Any complaint/concern should first be raised with your departmental leaders.  This leader will listen 
to the problem and attempt to resolve the issue. If your supervisor has not been able to resolve 
your concerns to your satisfaction, you should take the concern to your department head. This 
manager will review and discuss the concern with you and attempt to resolve the issue. 
 
If your department head is unable to mediate a resolution to your satisfaction, you should then 
approach your Division Head. If you do not feel a fair and equitable solution has been found, you 
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are encouraged to discuss the issue with the People & Culture Director. This individual will 
investigate and give you an unbiased decision or resolve. 
 
If the concern is still not resolved to your satisfaction, please contact the General Manager. 
 
The People & Culture and Employee Experience departments are available to you as a sounding 
board for confidential questions or discussions of concerns, or of exploring ways to resolve issues 
that concern you. 

Confidentiality 

All guest and employee information, including room numbers, is to be kept completely confidential 
at all times. Market segment information, rates, and occupancy are just some examples. Your 
personal employee information is also private and confidential and such information as job 
performance, address or social insurance number will not be released to anyone without your 
express permission. 
 
The terms of your employment including wage and salary information are personal and should not 
be shared by you or the Company. This information is for your knowledge and benefit. Please do 
not divulge this information to anyone. 
 
Please understand the following: 
 

 In accordance with our Code of Ethics, “Personal Information of guests must be collected, 
handled, used and disclosed in accordance with applicable privacy laws and the other terms 
applicable to the original collection of personal information”.  This means that names or 
information about any guests cannot be given out or discussed outside of work. 

 Guests cannot be approached for any reason other than providing services in your role which 
we provide for all guests. 

 Only those who are working are to be on guest floors.  Fraternization with guests will lead 
to immediate release from employment due to potential liabilities for our guests as well as 
colleagues. Please refer to your Employee Guidebook for further information. 

 To protect the privacy of our guests, no information is to be released regarding any guest or 
the reason why they are here.  Please refrain from using social media; Facebook and Twitter, 
or any other form of communication regarding groups or guests.  Your complete discretion 
as a professional in our industry is expected. 

 All media requests are to be directed to the General Manager or Front Office Manager.  If 
the GM is not in the hotel, obtain the name of the media outlet and the person’s name and 
contact the leader on your shift to provide them with the information for follow up. 

 
Any breach of the above noted areas will lead to release of employment.  We trust that you will all 
provide elevated service and discretion as you do with all our guests. 
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Statements to the Media 

Under no circumstances should you take it upon yourself to release any information to members 
of the media. The only way to ensure it is off the record is not to say anything at all. 
 
When dealing with these situations, it is extremely important that information released to the 
media is accurate, therefore, any requests from the media – radio, newspaper or television – must 
be referred to the General Manager at 403-591-6201.  Should the request for information be made 
outside of regular business hours, the Switchboard team has the appropriate contact information.  
 

 
Alcohol and Drugs in the Workplace 

Pomeroy Lodging is committed to providing and maintaining a safe and productive, drug and 
alcohol free work environment. The use of alcohol, drugs, medications and other psychoactive 
substances can have a negative impact on an employee’s health, safety and job performance. It 
can also negatively affect or even endanger co-workers, guests, suppliers, contractors and others 
with whom we interact with or do business with.   
 
Employees must be fit for work at all time when they are on duty. Please read the section below 
for detailed definition of the expectations. 
 
Employees are responsible for performing their job safely and responsibly, and in all ways 
consistent with Company policies, practices and expectations. We expect all employees to come 
to work sober, free from any substance that affects their performance and ready to work, having 
allowed sufficient time for any alcohol, drug or medication that is consumed to be fully 
metabolized before reporting to work. 
 
Appropriate use of medication: 
An employee’s proper use of medication, whether available over-the-counter or prescribed by a 
physician, is not prohibited by this policy.  It is each employee’s responsibility to confirm with a 
physician or pharmacist whether the use of medication may adversely affect their performance or 
safety at work.  
  
An employee who is using medication for which they have a valid prescription, but which may 
impair the employee’s ability to perform their duties safely (or which may otherwise adversely 
affect their job performance), must report such medication use to their supervisor, manager, 
General Manager or a member of the Company’s People & Culture team prior to starting work on 
that shift. They may be asked to provide further medical information to permit an assessment of 
their ability to work safely. A plan for on-going monitoring and accommodations may be created 
and must be followed by all parties. Such information will be treated confidentially by the 
Company.   
 
All prescription medication usage requires a prescription from a medical doctor to treat a medical 
condition, must be kept in the container in which it was received with the relevant prescription 
information label and can only be consumed by the authorized user. 
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Consumption at Company events: 
Consumption of legal drugs and alcohol at client, customer, business, employee or company 
functions is permitted. Employees must maintain professional conduct and not act irresponsibly. 
Excessive consumption and intoxication at such events remain prohibited. Employees who 
consume alcohol or intoxicating drugs are expected to obtain a safe drive home so they are not 
driving under the influence. 
 
Inappropriate Conduct: 
Employees are prohibited from using, possessing, manufacturing, distributing, or making 
arrangements to distribute drugs or alcohol while at work, off site at training or meetings, on 
Company property (including in personal vehicles onsite), during lunch or breaks, or in Company 
vehicles.  
 
Prevention, accommodation and rehabilitation: 
We are committed to working cooperatively with employees experiencing temporary or 
permanent disabilities, including dependency or addiction problems associated with alcohol, drugs 
or medication, in order to find opportunities to assist in their rehabilitation and facilitate their safe 
return to work as soon as they are fit to do so.   
 
We encourage employees to voluntarily seek help with problems associated with the use of 
alcohol, drugs or medication, by contacting the Employee Assistance Program, People & Culture 
department, and/or their physician or other community resources.  
 
Employees who suspect they have a substance dependency problem, including a current or 
emerging alcohol, drug or medication problem, are expected to get help and to follow appropriate 
treatment right away and before job performance is affected or violations of this policy occur.  
Following a violation of this policy, employees may be referred for an assessment by a substance 
abuse professional. Employees that require the company to accommodate health needs or a 
disability/addictions must disclose this information along with any treatment. If an employee 
wants to seek help for drug or alcohol problems prior to being found in violation of the Alcohol & 
Drugs in the Workplace policy, they must speak to their manager, General Manager or a member 
of the Company’s People & Culture department. 
 
Employees who participate in a treatment program, or who seek assistance in connection with a 
problem concerning alcohol, drug or medication use, may be required to participate in an 
aftercare program designed to help them maintain recovery when they are fit to return to work.  
Employees may be required to enter into a written agreement with the Company, which will 
outline the conditions that apply to their return to the work and the consequences of their failure 
to meet those conditions.  
 
In all situations where there is good reason to believe an employee is not fit for work while on 
duty (based on a combination of indicators which may include behaviour, odour, and/or the 
presence of drugs or drug paraphernalia, or alcohol or medication), the employee will be 
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requested to go to a safe and private location where they will be interviewed and provided an 
opportunity to explain why they appear to not be fit for work. 
 
If the employee’s explanation is inconsistent with reasonable observations and the surrounding 
known circumstances and/or the supervisor or authorized delegate still believes the employee is 
not fit for work, the supervisor or authorized delegate must take one or more of the following 
actions: 
 

 investigate further by questioning the employee to determine the reason that the 
employee is not fit for work, to determine whether a referral for medical 
attention/consultation is required and, if it is so determined, refer the employee for 
medical attention/consultation; and/or 

 Temporarily remove the employee from their duties, or reassign the employee until the 
investigation is completed.  

If an employee is asked to leave due to reasonable suspicion that they are not fit for work, the 
supervisor or manager will ensure the employee is provided safe transportation to their residence 
or a medical facility, at the Company’s expense. The employee will not be paid for the remainder 
of the day. A follow up meeting will be scheduled prior to starting their next shift to discuss the 
incident. 
 
The Company respects employee privacy at all times and an employee’s private information will 
be kept confidential to the greatest extent possible, except where limited disclosure is necessary 
for related health and safety concerns (e.g., there is deemed to be a potential for risk to self, 
others or the Company), for accommodation purposes, or where required or permitted by law. 
 
This policy applies to all employees; violations may result in disciplinary action up to and including 
termination of employment. 
 
Definition of terms: 
Some of the terms that are used in this policy have defined meanings that are intended to clarify 
the scope and use of the policy.  Use these definitions to ensure that an accurate understanding. 
 
Alcohol: refers to beer, wine, liquor and other substances which contain ethanol or ethyl alcohol 
or similar intoxicating agents 
  
Drug(s): includes any substance, other than alcohol or medication, the possession, use, or sale of 
which is prohibited, restricted or controlled by law, and which, if present in the body, have a 
psychoactive and/or physiological effect and may adversely affect work performance and/or 
fitness to continue working safely and effectively in one’s job. Drugs include, but are not limited 
to, marijuana (cannabinoids), opiates, PCP (phencyclidine), cocaine, heroin, methadone, 
methaqualone, amphetamines, barbiturates, benzodiazepines, narcotics, hallucinogens, inhalants, 
“designer” drugs, and/or any substances and/or materials that are prohibited, restricted or 
controlled by law. In light of the legalization of marijuana (cannabinoids), for use without a 
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medical prescription, marijuana (cannabinoids) will continue to be treated as a “drug” for the 
purposes of this policy. 
 
Medication: means a drug/narcotic that is intended by the manufacturer, a physician or the user 
for the treatment of a physical or mental condition, whether or not the drug/narcotic is prescribed 
by a physician, the use of which could affect work performance and/or fitness to continue working 
safely and effectively in one’s position of employment 
 
Fit for Work: means being free from the influence or latent effects of alcohol, drug or medication 
use, such that one is able to safely and productively perform their duties without any limitations 
or safety risks associated with the use of alcohol, drugs or medication. This included the carry-over 
or hangover effects 
 
On Duty: refers to the period of time that an employee is doing work or representing the 
Company in any capacity, whether such activities occur on Company property, or at Company 
sponsored events, or at other off-site locations. Meal breaks, other breaks, and any period during 
which an employee may be called upon to perform work or represent the Company in any 
capacity is included in this definition. 
 

Theft, Damage and Destruction of Property 

Removal of property from the Lodge, no matter how small, without authorization, is a criminal act.  
 
Willful destruction of the property of the guests, employees or the Lodge will not be tolerated and 
will result in immediate termination of employment. This includes the Residences and our affiliates 
(other Marriott, Starwood and Pomeroy). 
 
Should you accidentally damage property, furniture or equipment please see your department head 
immediately, or in Residence see the Employee Experience Manager. 

  Performance Management and Coaching 

As a leadership team we believe in our employees and in training, coaching and support. We want 
you to succeed. The Progressive Corrective Action model is a tool to coach and counsel you to be 
the best that you can be.  When an employee’s behaviour or productivity has fallen below minimum 
standard and reasonable expectations, the model will be demonstrated in an effort to improve 
performance.   
 
A major component of this process is your commitment.  We will do everything possible to assist 
and support you. Our goal is to be fair and consistent, however every performance challenge is 
different and will be treated as such. 
  
As a general guideline, progressive corrective action will follow these documented steps: 
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Coaching – This is the initial step in the performance coaching process. This can be used by your 
supervisor/department head to coach to improve performance, or provide coaching to assist you to 
realize a greater level of success. 
 
Verbal Counselling – The issue will be accurately documented. You will be asked to provide a 
solution to prevent reoccurrence.  You will meet with your supervisor to ensure that performance 
commitments are delivered upon and to recognize when commitments need to be met. 
 
Written Warning – If the issue reoccurs, the process will move into a written warning. A more 
serious conversation will occur and greater efforts are expected from the employee to improve their 
performance. It is important for you to feel comfortable and have an open and honest conversation. 
There will be a follow up date given.  At this time, you will meet with your supervisor to ensure that 
performance commitments are delivered upon from both parties, and to recognize when 
commitments are met. 
 
Decision Making Leave – At this point, the issue is very serious. Previous attempts to assist in 
improving performance and follow-up support have not been successful. At this point, your 
department head will send you on a decision making leave to impress the seriousness of the 
situation. This time is intended for you to give serious thought to your employment with us, and the 
commitment you are willing to uphold.  
 
During this period, you may decide to resign and move onto another opportunity. However, we 
hope that after reflection, you are ready to make a final commitment to improve your performance. 
You will be provided with coaching, support and guidance. At the time of the initial conversation, 
you will be asked to meet with your supervisor prior to returning to work. You will discuss your 
decision with your Department Head and an action plan with follow-up dates will be developed. 
 
Note that during a decision making leave, you will not be permitted to enter the Lodge, with the 
exception of the Staff Cafeteria and the village center, and all employee privileges will be suspended 
including staff shuttles and mountain experience activities. 
 
Dismissal - At this point we will have exhausted all tools to assist with improving your performance. 
This conversation will not involve coaching. Your employment will end with us, and you will be 
dismissed with just cause. At this time, you will be provided with all monies owing to you via direct 
deposit within 72 hours. You will be asked to leave residence as determined by the Residence 
Manager and the People & Culture Director. 
 
You will not be permitted on hotel property. We do not permit you to return to property for a period 
of six months or longer based on the reason you were terminated.  In extreme cases, management 
reserves the right to terminate employment without exhausting all of the progressive corrective 
steps.  See the following for examples. 
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Conduct 

As an employee of the PKML, we expect that you will conduct yourself in an honest, fair and 
respectful manner, which reflects positively on our company image and with your co-workers, 
whether on or off duty.  
 
We regard the following items as serious breaches of policy and these items are sufficient grounds 
for performance management up to and including termination after sufficient and thorough 
investigation. 
 

 Consumption of alcoholic beverages at or before work, or having alcohol on your breath while 
on duty 

 Working while “impaired” 

 Using any narcotics, hallucinatory or other drugs, except as prescribed by a physician.  In 
addition to dismissal, the local law enforcement agency will be advised 

 Dishonesty of any form, including, but not limited to, falsification or company documents 
(employment applications, time sheets, expense reports, etc), misappropriations of cash or 
discounts, theft of company property or knowledge of theft of company property  

 Using float money for personal use, or unreported shortages  

 Showing disrespect and/or using profane language toward a guest or coworker  

 Initiating or continuing any physical or verbal abuse toward a guest or coworker  

 Violation of any safety procedure or policy 

 Insubordinate behavior, depending on severity can lead to dismissal 

 Smoking or Vaping while on company property in uniform, with the exception of the 
designated Smoking Area 

 Sleeping while on duty 

 Willful damage, vandalism or defacing to company property, including Residence and other 
sister properties while staying with the Destinations Program 

 Failure to consistently maintain proper standards of appearance (see Grooming Policy section) 

 Fraternization with guests, being on guestroom floors, guestrooms or guest areas outside the 
course of work without permission from leadership and Security.  This includes bringing guests 
back to your residence room. 

 If you are in Housekeeping, not changing guestroom sheets or not following the glassware 
policy 

 Unexcused, unreasonable or excessive tardiness/absenteeism, absenteeism without 
notification  

 In food & beverage, serving an item without it being entered into Micros system  

 Failure to follow the hotels “Sheet change policy” 

 Failure to maintain satisfactory accounting and control of cash banks 

 Failure to report any work related injury or illness 

 Careless, negligent or inefficient performance of assigned duties and department standards 

 Leaving one’s workplace during scheduled work hours for other than assigned duties without 
a supervisor’s permission 
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 Failure to follow the recycling sorting or composting responsibilities, as we are dedicated to 
the preservation of the pristine environment we reside in 

 Speaking negatively or inappropriately about work, guests or other topics while using any 
guest facilities, shuttles or social media   

Attendance & Punctuality 

Calling in Sick to Work 

Being on time for your scheduled shift is a minimum expectation.  Failure to arrive to work on time 
will result in performance management 
 
If you are late, sick or otherwise unable to attend work, you must notify your supervisor before the 
start of your scheduled shift.  Leaving a message with a co-worker or on voicemail is not acceptable. 
If you are sick or otherwise unable work, we require that you call minimum of 4 hours before your 
shift, to allow for the opportunity of shift coverage. A doctor’s certificate may be requested. 
 
As we are a 24 hour operation, it is sometimes difficult to contact individuals directly. Many 
supervisors are at work prior to your expected arrival time; however, if you are unable to speak to 
your supervisor directly, a message must be left with the Switchboard Operator at 403-591-7711. 
Your name, phone number and nature of the illness must be left and you are required to follow up 
later with a call to your supervisor.  Sick calls MUST be received 4 hours or more prior to the start 
of the shift you are calling in sick for. 
 
Only your department leaders can authorize a change in a scheduled shift. If a shift change is not 
authorized, you remain responsible for that shift. 
 
If your lateness exceeds the majority of your shift, this will be considered a “no show”, which is 
equivalent of missing your entire shift.  Should you miss your entire shift, this is extremely 
detrimental to the operation and your co-workers.  Such an incident will result in performance 
management, up to and including termination.  

 
Uniform & Grooming 

Objective 
The image of a company is vitally important to the overall impression of the guest experience. Our 
guest expects us to take pride in our appearance and to provide outstanding guest service. 
Your Pomeroy uniform or business attire is the only acceptable apparel. 
 
Uniformed Employee Dress Policy:  
Please treat this uniform with care. The required uniform of each department should be worn at all 
times and should be clean, pressed, and in good repair.  
 
Many positions at DLAK have uniforms which will be provided for you.  These uniforms will be 
assigned specifically to you.  You are expected to return your uniforms upon transfer to another 
department or termination.   
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Safety shoes appropriate for the job, including non-slip soles, are required.  If you do not have the 
appropriate safety footwear, you will not be permitted to begin work. 
 
Complete uniforms are to be worn at all times when on duty and are not to be worn outside of the 
Lodge, with the exception of traveling back and forth from Residence.  
 
Dry Cleaning 
Dry-cleaning is available to you for the cleaning of all uniform items and work related clothing to 
assist you in being clean and neatly pressed.  Dry-cleaning typically takes no less than two days, and 
therefore you should plan accordingly.  Please contact Housekeeping or your department head for 
details on the process, timelines for return of your items. Every staff member (uniformed and non-
uniformed) is allowed a monthly laundry allowance of up to $100 for business attire. This does not 
include laundering non-business attire. If you would like to dry clean your personal clothing at a 
discounted rate, you may contact housekeeping for information on procedures and payroll 
deduction arrangements. 
 
Shoes: Must be polished and free of scuff marks. Footwear requirements will vary with the needs 
of each department.   Kitchen requires non-slip black kitchen safety clogs or black safety shoes.  
Housekeeping requires supportive, clean sneakers.  Food & Beverage positions must wear full black 
non-slip sole shoe (partial steel toe recommended, no athletic/running shoes, only dress shoe style, 
or depending on the department specific to a particular shoe). Matching socks must be worn at all 
times. 
 
Hosiery: All employees must wear hosiery or colour-coordinated socks.  It is mandatory that all 
employees working in a food service or preparation area comply due to health regulations. 
 
Name Badge: The standard employee name badge shall be worn at all times. Nametags must be 
worn on the left lapel. On uniforms, any accessories other than nametags are not permitted, with 
the exception of long service pins and hotel association pins (e.g.: concierge keys).  Please see 
People & Culture if you require a name badge.  Replacements are charged at $5.00 per badge. 
 
Non-Uniformed Employee Dress Policy:  
Must wear business attire as per hotel guidelines, this will include: 

 Clothing should be clean, pressed without holes or frayed edges 

 Avoid clothing that is revealing or tight fitting. Ask yourself “Am I successfully representing 
myself and my company?” 

 Stringy tank tops, shorts, or spandex items are not acceptable. T-shirts with messages, 
running shoes, sandals and denim are also not acceptable.   

 When in doubt, don’t wear it 
 
Non-Uniform Men: 

 Suit  
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 Combination of dress pant & blazer 

 Dress Shirt and coordinated dress pants 

 Matching socks to pant / shoe colour 

 Appropriate dress shoes, clean and polished 
 
Non-Uniform Women: 

 Skirts of an appropriate style and length (just above the knee) reflecting a business 
environment 

 Dress pants with a blouse, appropriate dress shirt, matching jacket optional 

 Nylons or tights must be worn with skirts.  

 Shoes must be a closed toe, peek-a-boo toes are okay, but open-toed shoes or sandals are 
not acceptable  

 
Non-compliance with the dress policy may lead to discipline up to and including termination. 
 
Personal Appearance:  
We respect that personal appearance is an important part of self-expression and that jewelry, 
tattoos, and piercings are a widely acknowledged part of that expression.  Therefore we do not wish 
to prohibit these from the work place, unless they have a negative impact on guest’s perceptions.  
Therefore we have created standards that must be met.   Meeting these standards will ensure that 
we continue to keep the integrity of our grooming and appearance policy. 
 
Jewelry:  Please keep in mind that jewelry must be kept to a minimum, and be professional.  
Excessive jewelry should be avoided, and must be clean looking.  Certain requirements in this area 
apply as per the area you may work in, due to Health & Safety considerations.  Please refer to the 
Department Heads should you need any clarification on this. 
 
Piercing: Employees shall not have visible pierced body parts, with the exception of the following: 

 Nose – small stud only 

 Tongue – you must be able to speak clearly, ensuring that the piercing is not openly 
visible. 

 Male employees may wear one small stud or hoop earring, per ear, if is so desired. 

 Any combination of ear piercing is permitted on females 
 
Tattoos: Please ensure that you are in compliance with these guidelines:  

 Tattoos are not permitted below the wrist or on any portion of our employee’s hands. 

 Tattoos are not permitted (shoulder line) or on the face or head, except for permanent 
make-up. Permanent eyeliner, eyebrows and lip make-up are acceptable. Permanent make-
up should be conservative and complement the uniform or business attire in both style and 
color. 

 Some tattoos may be offensive to others because they are extremist, indecent, sexist, vulgar, 
anti-social, gang related, or racist in content. If we identify a concern with respect to your 
tattoo(s), we will meet with you to discuss your options.   If there is a discrepancy between 
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the hotel and the associate as to what constitutes a violation in content the hotel will have 
the final authority on the matter. 

 It would be advisable for employees who are considering being inked in a visible spot to think 
about consulting their department manager for advice on the impact against the policy.  

 
Any employee who does not comply with the policy will be asked to remove the visible jewelry 
and/or asked to cover the tattoo(s). 
 
Make-up: Should be worn in moderation. Nail polish and lipstick must be of a colour that 
coordinates with your uniform or business attire. If nail polish is worn it must not be chipped or 
peeling.  In Food & Beverage positions no nail polish is permitted based on health and safety 
regulations. 
 
Hair: Must be clean and worn off the face.  Hair colouring must be professional. Employees working 
in a food service area must have their hair tied back if it is long. Employees in food preparation area 
must wear a hat or a hair net at all times. 
 
Facial Hair: Beards and / or moustaches are acceptable providing they are neatly trimmed. Should 
an employee decide to grow a beard/moustache he should do so while not at work (i.e., during a 
holiday, leave of absence, etc.).  
 
Please note that in any situation a look that is not in keeping with our company image, a decision 
shall rest with the General Manager and/or the Director of People & Culture.  Should there be an 
occasion where you are in doubt, please contact the Director of People & Culture or General 
Manager for clarification. 
 
We are very serious about our image and meeting our guest expectations therefore, non-
compliance with the policy may lead to disciplinary action, up to and including termination. 
 
Resort Casual Guidelines 
If you are attending a work related training session or a work function our Resort Casual guidelines 
apply. They are as follows; 
 

 Aim for a classic and understated look when selecting your resort casual wear for the day 

 Ask yourself “Am I successfully representing myself and my company?” 

 Casual does not mean sloppy; clothing should be clean, pressed or wrinkle free and without 
holes or frayed edges 

 Avoid clothing which is revealing or tight fitting.  Stringy tank tops, shorts, and spandex items 
are not acceptable.  T-shirts with messages, running shoes, sandals and denim are also not 
acceptable.  Shorts are also not acceptable.  Nylons or tights must be worn, unless with an ankle 
length skirt. However, banded collar shirts and professional looking sleeveless items are 
acceptable 
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 Take your day’s schedule into account when you are dressing.  For example, if you have a 
meeting scheduled you may wish to adjust your attire accordingly 

Basecamp (Staff Cafeteria) 

The Staff Cafeteria serves breakfast, lunch and dinner. Please see hours posted. 
We are pleased to provide all full-time employees with 31 meals/month as a taxable benefit. You 
will receive a meal card from your manager or Employee Experience upon hire. Every meal card has 
31 punches which may be used for any meal. Each card issued is only valid for the month in which 
it is issued. This is a taxable benefit and will be reported as such on your paystub. You may use the 
card more than once a day if you choose, and if you do run out of punches before the month is up, 
you may purchase a meal card (10 meals for $30) at the Bear Necessities Store located in Residence 
A, or at the Front Desk back office. Purchased cards do not expire. Please ensure you write your 
name on your card and keep it safe. 
 
Other than current employees, no one else is permitted to be in the staff cafeteria. 
 
Part-time and Casual Employees will be offered to purchase a meal card (10 meals for $30), as they 
will not be provided with a full punch card. 

Employee Computers 

There are computer terminals with Internet access available for employee use at no charge in the 
cafeteria and in Staff Residence A.   These terminals are available during staff cafeteria hours daily. 
 
If you have a computer and would like to access the Internet, wireless Internet is available to 
valley residents.  
 
You are not permitted to be in any guest hallways or lobbies or in staff areas at any point outside 
of the course of your shifts for any reason, particularly to use the wireless Internet.  
 
Entering / Exiting the Hotel  
When reporting to, or leaving work, you should be using the Staff Entrance/Exit.  Employees are 
not to use any other entrance of the Lodge when coming to or leaving work.  You are permitted to 
go to the café before or after their shift, and can enter through that way.  This door is located 
beside staff cafeteria.  You should only be in uniform on Hotel premises while you are working.  
 
Telephones, elevators and washrooms located in front of the house are for the primary use of our 
guests. We provide similar facilities in the back of the house for your use.  

Laptops at Work 

The use of personal laptops at work is strictly prohibited.  Please do not bring your laptop to your 
workspace. 
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Use of Company Phones 

Company phones in each department are for the use of company business only.  Should an 
employee be found to use a company phone for personal use, particularly if this is long distance, it 
will be considered theft.  Should you need to use a phone for a personal emergency at work, please 
see your department head who will make arrangements for you. 

Employee Spaces (Back of the house) 

The back of the house areas are for working staff only. If you are not on shift, you should not be in 
the back of the house.  Any staff found in these areas that are not on shift will be asked to vacate 
the area immediately.  The only exception is in Staff Cafeteria or the hallway outside of the 
Security Office.  

Guestroom Floor Access and Back of House 

The PKML views guest safety and security seriously. Employees are only permitted on the 
guestroom floors, in guestrooms or any other guest areas while carrying out work or with special 
permission from the Safety and Security Manager and their Department Head.  Please complete the 
Guest floor Access permission form to gain prior approval if you are requesting to be on the guest 
floors when not on shift.  These forms can be found through the Safety and Security team or P&C. 
Therefore, should an employee be found in a restricted area, other than in the course of their work 
or with prior approval performance management, up to and including termination will ensue. 
 
Pre-approval means Minimal 24 hours advance notice  
 
How do I get approval? 

- Please either visit P&C, Security or ask your leader to print a request form.  This form can 
be found in x/common/People resources/personal action forms/Guest floor access 
permission form 

- All information on the form needs to be filled out (copy of form attached) you will then 
need to have your Departmental Leader sign off as well as the Security Manager or 
supervisor.   

- Once all is completed you will bring to security – They will provide you a copy of this to 
keep on you during the time on the guest floors and they will keep a copy as well, so that 
they know who has been approved for that date 

- Security will also note on their nightly security reports who has been granted access 
 
Please note these approval forms allow you access between 7am -11pm. 
All employee conduct expectations/rules apply still apply, remaining professional and respectful at 
all times.  

Employee Lockers 

Lockers are provided for your convenience and are located in the employee change rooms.  Locks 
are available from the Safety and Security Office. We suggest the use of lockers as many 
departments have limited storage space for personal belongings. 
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The Employee Locker Rooms are provided for you as a convenience.  We clean and maintain them 
on a regular basis.  It is also expected that you will respect this area, as it is an area for all employees.  
Any vandalism of company property will result in immediate termination of employment. 

Lost & Found 

Lost and Found is located in the Housekeeping Office.  Any lost item you find must be taken to 
Housekeeping.  Depending on the value of the item, it will be kept in a safe for 10 days, 2 months 
or 6 months. Should the item not be claimed, it will be released to you, if you noted “keep” on the 
tag.   
 
Should you find a wallet, credit card, or cash, please turn this into a HSKP leader ASAP.  If it is after 
regular housekeeping hours than turn in this item to Security.  It is imperative that you hand in any 
lost items you find.  If an employee is found to be in possession of a lost and found item which is 
not turned in, it will be considered theft, and will lead to immediate termination. 
 
Note that found alcohol that has not been claimed by a guest after the hold time has elapsed will 
be poured out.  

Smoking Area 

Smoking and Vaping are prohibited in all working and public areas of the Lodge & Manor for 
employees while at work.  If you smoke in a non-designated smoking area, particularly guest areas 
or guestrooms, performance management will occur up to and including dismissal.   
 
The employee smoking area is just around the corner from the staff entrance. It is expected that 
those who use the employee smoking room respect the area by taking all items you bring. There 
are guest’s rooms above the smoking area so be respectful; smoke and noise can easily travel to the 
guestrooms. Also, it is an expectation to assist in keeping the staff entrance area clean by placing 
cigarettes in the ashtrays as you walk to work.   
 

Health, Safety and Wellness 
Health and Safety Policy 

We are committed to provide and maintain a healthy and safe work environment for our 
employees and guests, while exceeding required industry standards and all applicable legislation. 

To fulfil this commitment, we will provide ongoing education, training and communication in order 
to reduce work-related injuries and illness. 

We will eliminate workplace related hazards and strive to prevent workplace accidents by using 
tools such as safe work practices, reporting, investigating and correcting any hazards.  

Through active engagement and involvement all employees will be equally responsible to maintain 
a constant awareness of Health and Safety requirements within their respective work areas. 



 37 

 
OUR RESPONSIBILITIES DEFINED 
Working safely is a minimum expectation of employment at the Pomeroy Kananaskis Mountain 
Lodge.  Any employee who is found performing a task unsafely (which may lead to injury of 
themselves, their co-workers or our guests) will be subject to performance management.  All 
employees, regardless of position, will share in achieving a safe and healthy working environment – 
Health and Safety is everyone’s responsibility!  Specific responsibilities include: 
 
Manager’s Responsibilities: 

1. A safe working environment within each hotel is adopted at all times. 
2. Training, instruction, information, and supervision are provided to all employees to protect 

their health and safety. 
3. Responsible management and supervisors are appointed to monitor a healthy and safe 

working environment. 
4. All employees, through the departmental Hazard ID process and open communication, are 

acquainted with any health hazards in the workplace. 
5. The Health and Safety committee is assisted in carrying out its respective functions. 
6. Applicable provincial Occupational Health and Safety Act legislation is understood and 

complied with. 
7. Workplace copies of the Occupational Health and Safety Act are posted on bulletin boards 

within each hotel. 
8. All managers will support and respond to recommendations from internal or external Health 

and Safety Audit processes and are responsible for the implementation of 
recommendations. 

 
Supervisors Responsibilities 
All supervisors will ensure the health, safety and wellness of their employees at all times.  More 
specifically they will: 

1. Promote Health and Safety awareness. 
2. Ensure that all employees receive proper training and instruction and have a full 

understanding of all job tasks. 
3. Provide employees with the equipment, protective devices and protective clothing 

required to perform their jobs safely. 
4. Take every reasonable precaution to protect their employees. 
5. Ensure that their employees comply with all applicable provincial safety legislation and 

regulations. 
6. Ensure that employees are aware of safe work practices and procedures and that they are 

adhered to at all times. 
7. Require that all employees report, within 24 hours, any injury or accident sustained by 

them, or by any other person in their area, and that they complete the forms required. 
8. Advise employees of any potential or actual dangers to health and safety of which they are 

aware. 
9. Identify all hazards and ensure they are controlled and then removed, where possible. 
10. Ensure that equipment to do the job is available and well maintained. 
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11. Conduct regular inspections as a preventative measure. 
12. Investigate all accidents and ensure that corrective measures are taken. 

 
Employee Responsibilities 
All employees will safeguard their own as well as their co-workers health and safety at all times.  
More specifically they will: 

1. Comply with all Company policies, procedures, and safety guidelines. 
2. Report all hazards to their supervisors. 
3. Report all accidents and/or injuries, no matter how slight they may seem, within 24 hours. 
4. Operate equipment in a way that will not be hazardous to themselves or to other employees. 
5. Not engage in any prank, unnecessary running, or boisterous conduct. 
6. Properly use all protective equipment required and provided. 
7. Carry out their duties in accordance with the Occupational Health and Safety Act. 

 
RIGHT TO REFUSE WORK 
Any employee has the right, at any time, to refuse any work that they deem to be unsafe.  Any 
reports of unsafe work conditions will be followed up on based on the guidelines of the Occupational 
Health and Safety Act. 

Reporting Incidents and Accidents 

Incident 
Although important to be reported and followed up on, Incidents are considered minor if an 
employee can immediately continue on with their work as the healing process will not interfere with 
their job and assistance is not required in terms of first aid.  Examples of workplace incidents include 
small cuts or slivers, minor bruising caused by banging or hitting an object, or minor aches and pains 
that come and go for no apparent reason. 
  
Action Required: Incidents need to be recorded on "Minor Wound Forms" available with your 
departmental First Aid kit and the form submitted to Security.  Incidents are required to be reported 
to a supervisor whose name shall appear on the form.  Incidents are where self-administered first 
aid is required, i.e. a band-aid.  
  
Accident 
Accidents result in an injury requiring first aid and/or when assistance is needed to assess the injury 
and/or the need to administer first aid.  Examples may include; a cut that is bleeding and needs to 
be assessed for stitches by Emergency Medical Services, a twisted knee that needs to be iced, a burn 
that is blistering, something in your eye that needs to be rinsed consistently for a period of time, or 
any severe pain or discomfort that will prevent you from completing some or many of your regular 
duties for the remainder of your shift. 
  
Action Required:  An Accident Report must be completed immediately and signed by your 
supervisor on duty, or Duty Manager or Security in their absence, and delivered to Safety and 
Security.  In the case where medical attention is required, an employee must first notify their 
immediate supervisor and/or Security or Duty Manager to obtain an “Ability Package” to be taken 
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with the employee to the medical practitioner, outlining our Modified Work Program.  Lastly, the 
employee must update their Supervisor/Safety and Security immediately after medical treatment 
has been received and must return the completed Ability Form. 
  
Modified Work Program (Return to Work Program) 
Should you be injured in the course of your job responsibilities, based on doctors 
recommendations, modified duties will be arranged where required.  This is done in order to assist 
you in making a safe and speedy return to your regular job duties. All modified work is arranged in 
co-operation with the employee, their physician, supervisor and the Safety and Security Manager 
and will include ongoing communication between the same. 
 
P.P.E. (Personal Protective Equipment) 
All employees must use the proper personal protective equipment (PPE) when appropriate, (i.e. 
when using chemicals or any machinery).  Training on the use and maintenance of PPE will be 
provided.  Please check the Hazard Identification posted in your department, or when functioning 
in another department to determine when PPE is required.  If you do not have the required PPE, 
advise your supervisor and do not undertake the task until PPE can be arranged. 

Reporting Unsafe Conditions or Actions 

In order to ensure a healthy work environment, we must take a team approach towards safety.  
Therefore if you notice any potential hazards, please bring them to the attention of your Health and 
Safety Committee Representative or your leader. 

 
 

Added Benefits 

Staff Activities Committee 

As an organization, we believe in the benefits of pursuing a balanced lifestyle.   The Staff Activities 
Committee helps each employee do just that. 
 
We want you to experience the Kananaskis Valley through mountain adventure, and create 
programs that will assist you in doing this through advisement, activities, clinics and classes. These 
activities assist in building team spirit, and allow each participant to test their boundaries, mixed 
with a bit of healthy competition.  We want to help you Rediscover Adventure 
 
We have shuttle services to Calgary, Canmore, Nakiska ski Resort and to many special events.  

Staff Celebrations and Parties 

At the PKML, our staff events are about fun.  A number of events, races and general get-togethers 
are organized just for you!  Through the Lodge, the Staff Activities Committee and Employee 
Experience team puts together various events such as celebrating a season, Holiday party, or team 
appreciation.  Also remember that in order to keep our events in the lighthearted spirit in which 
they are intended, employees are expected to act responsibly. 
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Associate Discount Program (with Marriott and Starwood) 

The Associate Discount Program “Explore”is a privilege for all PKML employees.  The Destination 
Travel Program provides exciting opportunities for our employees to enjoy and learn more about 
the Marriott/Starwood guest experience at special employee rates.  Employees are eligible to 
participate in this program upon hire. 
 
Employees visiting hotels on this program are expected to contribute positively to the guest 
experience by following all hotel policies and conducting themselves appropriately in their dress, 
grooming and behaviour as they would at work.  Inappropriate conduct that negatively affects the 
guest experience or the operation of the hotel may result in an employee losing their privilege to 
participate in the Program. Remember, you are an ambassador of PKML when you visit any of our 
destinations.  Any use of illegal substances, damage to the facility, or abuse of hotel employees 
during your stay will result in termination. 
 
Friends & Family Rates at Marriott Hotels 
Room Rate Discount - Book on www.marriott.com 

Discounted rooms may be booked (when available) for personal travel. The Associate Pleasure 
Rate ranges between $49 and $600 per night at Marriott-branded properties worldwide.  

Food & Beverage - 20% Available Worldwide 

You’ll enjoy a 20% discount for food and non-alcoholic beverages, including in-room dining, at 
select Marriott, Renaissance, and JW Marriott operated full service hotels and food outlets.  

Remember, the conduct of your friends and family while staying at a Marriott Hotel on your 
employee rate is a privilege and reflects on you, therefore it is important that you choose carefully 
when deciding to make a reservation for your friends or family.   

Making Reservations 

It's easy to book rooms at the Friends and Family Rate or the Associate Room Rate on 
Marriott.com. Remember to check the rate rules for cancellation deadlines and other guidelines 
when booking these rates.  

 Review the Associate Discount Reservations Flyer (PDF) 
 Access Marriott.com 
 Print your discount materials via mgs.marriott.com, using your EID and go to “mHub” to 

generate your room discount form that you must show at check-in 

Resources to Share with Your Friends and Family about the Discount Room Rate Program 

 Invite Immediate Family Members to enjoy the discount (PDF) 

http://www.marriott.com/
https://extranet.marriott.com/mgs/marrdocs/mgs/common/BusinessResources/Travel/Discounts/CommSpecific_Exclude/MMPMMFBookingPolicyFlyermyPDRNFNO.pdf
http://www.marriott.com/
https://extranet.marriott.com/mgs/marrdocs/mgs/common/BusinessResources/Travel/Discounts/MarriottRoomDiscountInviteImmediateFamily.pdf
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 Invite Friends & Family Members to enjoy the discount (PDF) 

Employee Referral Program - $$$ 

You too can be a part of the People & Culture team through our Employee Referral Program!  We 
consider each employee a “recruiter”.  This program helps us attract the right kind of people through 
our employees. 
 
The referral is a friend of yours or it may be someone who provided you with exceptional service, 
and therefore you may think they would be a great addition to our team.   
 
All you have to do is ask your friend to state that you referred them during the hiring process and 
on their application.  Ask them to state your name on their Talentnest application.  If the person is 
hired, you will receive $250.00 after the employee has been employed for 3 months.   

Commuter’s Allowance  

In an effort to assist with the costs of traveling to and from work, we offer all employees who live 
off property and out of the Kananaskis Valley a commuter’s allowance. The Commuter’s Allowance 
is a monthly bonus for travel to and from Kananaskis to Exshaw, Banff, Canmore, Cochrane and 
Calgary. The amount of the bonus is based on your location.  This is for anyone that lives 30km or 
further, 1 way. 
 
Commuter’s Allowance is a taxable benefit and is paid to you on your bi-weekly pay cheque.   
 
 

Ending Employment 

 
If you resign from the Lodge, please see your Department Head or Leader for a Resignation Package.  
This includes; 
 
Resignation Form 
We require each employee to provide us with a minimum of 2 (two) weeks’ notice to be considered 
rehireable. However, it is very appreciated if you are able to provide us with as much notice as 
possible. This assists us with our ability to replace your position before you leave.  
 
Fill out the resignation form with your date of departure, have your department head sign and 
return the form to People Resources. Your official notice is not recognized until it is received by 
People Resources. Upon resignation, all employees will need to vacate residence within 7 days of 
their last shift. 
 
Confirmation of Employment & Employee References 
The Kananaskis Mountain Lodge does not give employment references unless the Employee 
Reference Consent Form is completed. If you would like a written confirmation of employment, 
please see People & Culture. 
 

https://extranet.marriott.com/mgs/marrdocs/mgs/common/BusinessResources/Travel/Discounts/MarriottRoomDiscountInviteFriendsandFamily.pdf
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Processing of Final Pay 
Your final pay will be processed with the regular payroll, and you will be paid all outstanding 
vacation, stats and earnings at this time. Your pay cheque or pay stub will be submitted on regular 
pay day via direct deposit and your record of employment (ROE) will be forwarded to the address 
on the resignation package up to 5 business days following your last pay. 

Communication 

 
PKML is dedicated to keeping the lines of communication open between all members of the team.  
In addition to an “Open Door Policy” for all managers, the following are some tools that we use to 
ensure open communication: 
 
Employee Engagement Survey (EES) 
Each year we will ask you to complete an anonymous survey regarding how we can improve working 
for Pomeroy.   
Once the results are received, we use the information to develop an Employee Engagement Action 
Plan, from your feedback and ideas.  The Leadership Team is committed to responding to your 
feedback, supporting a continually improving workplace.   

Bulletin Boards 

Staff bulletin boards are located in the hallway across from the Food & Beverage offices, outside of 
staff cafeteria, and at the main entrance of Residence A. The information posted pertains to job 
postings, announcements, social events, communication meeting minutes and general information. 
Please ensure that you keep yourself informed by reading the bulletin boards on a daily basis. Staff 
can post “for sale” posters and general newsworthy items on the bulletin boards as long as they 
have checked with People & Culture. 

Communication Meetings 

Monthly, departments hold a meeting with all of their members. These meetings are intended to 
be a productive exchange of information and ideas. Attendance is mandatory and employees are 
paid. Bring your ideas and concerns – help form a stronger team! 
 
One on One’s 
As part of our commitment to your growth and development, leaders will periodically ask you to sit 
down for a one on one conversation. These are used to understand your goals, provide any feedback 
or ideas for improvements and general feedback on your performance. 
 
Community Gatherings/Town Halls 
Community Gatherings or Town Halls are an opportunity for employees to get informed.  
Attendance is not mandatory, but is greatly encouraged.  These are typically held once/quarter.  
This will help you understand the direction of the hotel, new programs, committee updates and an 
opportunity to ask questions. Attending this meeting will help you to be more successful in your 
employee experience and find out the scoops of the month.   
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Thinking “Green” in Everything We Do 

 
We know that the ideas we need to improve our workplace and our service to our guests will come 
from you.  Join a committee and help make Kananaskis an amazing place to be.   
 
Waste Management 
Recycling has been an initiative at the PKML since the 90’s, not necessarily as an environmental 
initiative, but as an effective method of operation. The lodge currently recycles all cardboard, office 
paper, plastic, tin, and glass. These initiatives combined with composting have allowed us to make 
a significant reduction in our landfill waste.  
 
Composting is the decomposition of organic materials, including food, yard and paper wastes, to 
produce a valuable soil amendment, which can be used on lawns, flower and vegetable gardens, 
and indoor plants. All our compost is sent to a farm in Red Deer where it is turned into soil and used 
in vegetable production.  
 
Energy Conservation 
Our goal is to conserve energy through the use of energy efficient technology. Current initiatives 
include: 

1. The use of motion detector light switches 
2. Installation of sodium and halide fixtures in most areas, 
3. Use of electronic ballast in fluorescent lighting 
4. Reduce need for cooling by installation of solar guards or window films 
5. Heat recovery program for refrigeration 
6. Installation of energy efficient windows 

 
The initiatives listed above may not always be visible or obvious to us because these energy saving 
initiatives have a high capital cost and therefore must be phased in over time. When a motor or 
window wares out, it is replaced with a more energy efficient model.  
 
Purchasing 
The Lodge only purchases products that reduce waste, have recycled content, use less energy, are 
less toxic, and are more durable. Environmentally preferred products save money and energy.  Some 
of the ways we ensure we accomplish this are: 

1. Only purchase from companies with a formal environmental policy 
2. Purchase products in bulk to reduce packaging 
3. Purchase re-inked printer cartridges 
4. All paper products purchase have a post-consumer recycled content 

 
Water Conservation 
“Between 1972 and 1991, Canada's rate of water use increased by well over 50%, from 24 billion 
m3/yr. to 45 billion m3/yr. But, our population increased by only 5% over the same period.” 
(Environment Canada) 
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The Lodge is aware of how precious water is and for this reason we have implemented the following 
initiatives: 

 Installation of water saving devices for toilets reducing water flow by 50% 

 Installation of water-saving tap aerators 

 Installments of low flow showerheads (3 GPM or less ) 

 Use of non-toxic, alkaline based drain cleaner 

 Installation of saline based-pool sanitation technology  

Health, Safety & Wellness Committee 

Your safety and well-being is of the utmost importance to us. The Health and Safety Committee, 
comprised of employee and management representatives, conducts regular health and safety 
inspections of the workplace and is always looking for ways to improve our health and safety at 
work and in residence.  Please see your Department Head if you are interested in joining the 
committee. 

Promotions & Advancement 

At the PKML we believe in “promoting from within”, wherever possible, so each individual employee 
has the opportunity to grow and realize their full potential.  Please refer to the “Internal 
Opportunities” Board located beside the F&B office, basement level of the main lodge for all active 
postings. 
 
An applicants’ past performance is of major consideration when it comes to promotions.  The 
following outlines considerations in selection decisions: 
 

 Overall Job Performance (no performance management concerns within last 3 months at 
verbal level or above)  

 Experience and education related to the position of interest 

 Attendance & Punctuality 

 Proven ability of guest service and responsiveness to guests 

 Safety record 

 Team work with fellow employees, inter-departmental cooperation, and respect 

 Length in present position (no less than 5 months) 

 Involvement in the community and overall initiative 
 
Internal Transfers 
Our Internal Transfer Process aims to accommodate both the needs of the business, and support 
our approach of the internal career development for our employees.   
You are eligible for internal transfer after 5 months of good overall performance in your current 
position for line level team members. 
 
NOTE: All supervisory & management positions require a one year time fulfilment prior to transfer 
to another position.  
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Focus on a Positive Performance Record 
It is important to note that a transfer will only be granted and approved based on a solid 
performance record, up to date of transfer. If an employee has received a verbal, written or decision 
making leave for any reason, they will not be eligible for transfer for at least a 3 month period.  
Should an employee receive a written or decision making leave during the time between transfer 
(hired by new department, but not yet started), the transfer will be revoked and the employee will 
remain in their current position until a solid performance record can be re-established, which will 
be no shorter than a 3 month period.  
 
Internal Postings 
These internal postings are displayed on the bulletin boards outside the Food and Beverage Offices, 
and will remain posted for a period of five (5) days or longer. 
 
If you are interested in applying for a position which is posted, please obtain an “Internal Transfer 
Request” form, which are available by the Food and Beverage Offices or from People and Culture.  
Complete the Transfer Request accurately, have your department head sign it, and attach a current 
resume, then forward to People & Culture.   
 
Your application will then be forwarded to the hiring department head.  That department head will 
contact you within one (1) week of your application for a formal interview time.  The hiring 
department head will review your employment records and obtain a reference from your current 
department head.  This interview is a very important part of the process, and therefore presenting 
yourself professionally and confidently is essential. 
 
Following your interview, you will be contacted by the hiring department head regarding the 
outcome of your application. Should you be successful in getting the job, a start date will be 
organized between department heads based on operational needs.   
 
If you are not successful in getting the job, you will also be contacted.  We are still very committed 
to your success with our organization and believe in your long-term growth.  We suggest you ask 
your leader for coaching on where you can improve to get to your desired position. 
 
Inter-Property Transfers 
There is no formal posting process for line positions within other Marriott and Pomeroy Lodging 
properties. You may view a full listing of Marriott jobs at: 
http://www.marriott.com/careers/paths.mi 

Training & Learning – Growing with us 

Our goal is to provide tools and experience to ensure that every employee has the opportunity to 
grow personally and professionally. 
 
On-Boarding Process 
We understand the importance of the initial experience for new members of our team.  We have 
designed an On-Boarding process that will be the guide to this experience. 

http://www.marriott.com/careers/paths.mi
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The On-Boarding process includes Resort Orientation, Departmental Orientation, on-the-job 
training, and performance feedback through monthly meetings with your leader as well as 90-day, 
6 month and Annual reviews. 
 
Orientation 
We believe in setting each employee up for the greatest success, and therefore all employees go 
through a Resort Orientation on their first day of work when available  
 
We endeavor to make this program as interesting as possible, and therefore will not review all the 
information in your employee handbook with you.  Instead, we provide an overview of the Lodge 
and the Kananaskis Valley.  Therefore it is your responsibility to read and learn what is contained in 
this handbook and use it as your guide through your employee experience.  All employees will be 
required to sign an acknowledgement of all information contained within this handbook and within 
Orientation. 

On-the-Job Training 

The training process is a comprehensive outline of the skills, knowledge and experience required 
for you to perform your job well. It is the beginning of your departmental employee experience. 

Performance Feedback 

Pomeroy Lodging believes in the value of giving and receiving regular, developmentally based 
performance feedback.  There are many times when you will be able to gain this coaching on your 
performance, and the Performance Feedback process is the approach we take. 
Example of performance feedback template given out at Resort Orientation 
 
 

Educational Assistance Program – Tuition Re-Imbursement 
 

We value employee development and as such encourage all employees to build upon their 
education. Once you have completed one year of continuous employment you may apply to receive 
tuition reimbursement for part time courses related to your occupation. 
 
Employee Eligibility  
To be eligible for educational assistance, an employee must have completed a minimum of 12 full 
months of continuous service as a full time employee and remain full time while attending the 
class. This policy does not apply to employees participating in a co-op or intern program. Any 
course or seminar taken by an employee at the request of the Company/property will be paid for 
in advance by the Company without the length of service restriction. 
Reimbursements will be based on performance in the course.  
 
Requirements  
The following requirements must be considered prior to reimbursement of continuing education 
course fees.  
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a. The course must be job-related, or  
b. The course will assist in improving job efficiency and performance,  
c. The course will provide promotional possibilities and/or  
d. The General Manager determines it is economically feasible to expend the required 

funds.  
e. Professional Association memberships are also available for reimbursement  

 
Reimbursements (for graded courses) will be based on performance in the course.  

a. “A” Grade – 100% reimbursement of tuition  
b. “B” grade – 70% reimbursement of tuition  
c. “C” Grade – 50% reimbursement of tuition  
d. Below “C” Grade – no reimbursement of tuition  

 
Employees who wish to take advantage of this opportunity are required to discuss with their 
Manager and submit the Request of Education Assistance form to the Executive Director of People 
& Culture for review and decision.  
  

Development Tools 

 
Individual Development Plan (IDP) 
Individual Development Plans are designed to assist each employee in defining their career 
development through a structured approach. The Individual Development Plan defines the position 
you are striving for, then follows that by determining “skills to develop”, “action steps to achieve” 
and outlines a date of achievement.   
 
The IDP will be developed initially, if you should choose, at the time of your 3 month employee 
review. It is important that you take an active role in the process and that given thought to what 
direction you would like to pursue. Your supervisor will give you solid feedback and assist in 
developing areas of development and set goals that will set you up for success.   
 
The IDP should be reviewed regularly with your supervisor, with your mentor should you have one, 
or with a member of the People & Culture team.  All of these people have a vested interest in your 
success. 
 
Cross Training 
Cross Training is an excellent way to discover how another job, other than your own, at the Lodge 
is performed.  If you would like to participate in the Cross Training program, all you need to do is 
either speak to your department head, the department head of the department you would like to 
cross train in, or People & Culture. 
 
Cross Training is voluntary, and on your own time.  However, if you are willing to invest in your 
future and career development, it is an excellent direction to take.  It also helps you to understand 
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the scope of the job to better prepare you, should you wish to transfer into the position.  Cross 
Training is also an excellent direction to include on your Individual Development Plan. 
 

History, Stats & Facts – OUR EXTENDED COMMUNITY 
 

Welcome to your valley … your home 
 

 
 

Rugged and remote, Kananaskis Country has been relatively untouched by time and the successive 
waves of expansion in Canadian history: Western settlement, modern industrialization, and 
recreation/tourist development. Kananaskis remains an environmental treasure for the world. 
However, the valley has gone through many transformations to become what it is today. Through 
the years, Kananaskis Country has meant many things to many people. 
 
As early as 8,000 years ago, native people travelled among the untouched lands of Kananaskis. The 
First Nations people have used the Bow Valley Corridor, which borders Kananaskis, as a travel route 
between the Rockies and the prairies for thousands of years. 
 
The name Kananaskis, as well as the valley itself, is indeed rich with history.  In 
1858 Captain John Palliser, an early explorer of the valley, identified the area by 
taking the name of a local Indian who had overcome some remarkable 
circumstances.  Palliser had written that he had heard of an Indian named 
Kananaskis, “giving account of a most wonderful recovery from the blow of an 
axe to the head – which stunned, but failed to kill him”. Palliser was impressed 
by such a strong spirit and ability to endure, he subsequently named two lakes, 
two passes and a river “Kananaskis”, hence the “meeting of the waters” is the 
most frequently used translation of Kananaskis. 
 
Shortly following the days of Captain John Palliser, gold seekers and railway surveyors from the east 
foraged into Kananaskis Country. This pre-railway phase signified the ending of independence of 
the native Stoney Tribe. In 1878 The Stoney Tribe signed a treaty and occupied the plains north east 
of Kananaskis Country. The Stoney Plain Indians still reside on this land. Today, the Stoney Tribe still 
use the valley for spiritual endeavours and hunting, as did their native forefathers. 
 
Since the days of the adventurous explorers and surveyors, a wide range of industry has shaped the 
valley. In the late 1800’s and early 1900’s the lumber industry flourished and coal mining began. 
Hydroelectric power dams, the Canadian Pacific Railway, and the Trans-Canada highway were 

Captain John Palliser 
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Upper Kananaskis 
Lake 

constructed through and around this land. The evolution of transportation helped the recreation in 
the valley grow from this time until the present. 

 
From 1930 to 1936, a relief camp was 
built to provide work to the 
unemployed, who engaged in building 
picnic shelters, thinning tress, and 
clearing fire roads. Depression 
workers built the first road into the 
valley. 
 

Access to the Valley, (nothing 
more than a cart track), 
remained difficult to navigate.  
However, in 1939 the former 
relief camp began to be used   
as an internment camp for 
German prisoners of war.                                                             
 

Many men voluntarily worked for the Barrier Dam project, in exchange for being temporarily outside 
of the barbed wire.  The prisoners moved soil with picks, shovels and wheelbarrows to help develop 
the Barrier Lake reservoir.  The men were also allowed to climb Barrier Mountain on their word that 
they would not try to escape.  Many climbed the mountain, and every man returned.  Though the 
prisoners were not permitted to stay in Canada at the end of the war, many chose to emigrate here 
in later years. 
 
During the next 50 years, Kananaskis Country was used as a haven for outdoor enthusiasts who 
appreciated the valley for its pristine setting.  Kananaskis Country was developed in response to 
Albertans’ concerns that Banff National Park was becoming overcrowded and that affordable 
outdoor recreation opportunities were no longer available for the average family. 
 
In 1974, the Government of Alberta signalled its first move to set aside land in the area by declaring 
its intent to establish Kananaskis Provincial Park.  The park was later renamed Peter Lougheed 
Provincial Park in honour of the province’s 10th premier.  The government responded to Albertans’ 
public recommendations that recreation opportunities in the surrounding region should be also 
developed and, in 1977 Kananaskis Country and its 4,000 square kilometres, was announced.   
 
Premier Peter Lougheed had a vision for Kananaskis Country as a multi-use recreational playground 
for the province.  After almost all mountain recreation activities were considered and 
accommodated for, the premier’s wife suggested one group was excluded.  This lead to the planning 
and development of William Watson Lodge, which accommodates individuals with disabilities, and 
includes 20km of barrier free trails.  It is a world class facility located in Peter Lougheed Park. 
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In 1986 the site of the Kananaskis Village was created.  The announcement came of the Olympics to 
be held in Calgary, and the downhill events were slated to occur at the yet to be built Nakiska Ski 
resort.  In 1987 the Lodge at Kananaskis and Nakiska Ski resort were built and were opened for the 
1988 Winter Olympics. 
 
In recent years, the valley has recovered from industrialization of the past, to remain a unique 
combination of natural beauty and existing facilities.  In 1999 the Recreation Development Plan 
prohibited any new commercial development in Kananaskis Country.  Today, Kananaskis Country 
hosts more than 2 million visitors per year.  The area is a hot spot for movie locations, which includes 
Inception, X-Men 2, Legends of the Fall, and RV, to name a few.  Today, visitors are drawn to the 
world class golf facilities, and the many outdoor activities available in all seasons. 
 
For more information about Kananaskis visit: 
http://tpr.alberta.ca/parks/kananaskis/flashindex.asp 
 
Our Valley Partners 

 
Boundary Ranch is owned and operated by the Guinn family, who has 
a long history in the Kananaskis region.  Rick Guinn’s (owner of the 
Ranch) grandparents owned and operated the Rafter Six Ranch.  Guinn 
Pass is also named after Rick Guinn’s father.   
 
Boundary Ranch offers a western “cowboy” experience, catering to 
both individuals and groups.  They offer a series of trail rides and the 

Rick Guinn Steakhouse.  The experience includes various trail rides, the Bus Buster, Hay & Sleigh 
rides, Chili Cook-offs, Gunfight at Boundary Corral, Native Tribal Dancing, the Surf & Saddle package, 
Pack Trips, Rodeos, and musical entertainment from country music to fiddlers and campfire guitars.  
Boundary has group facilities able to accommodate from 15 to 500 guests.  
 
Boundary Ranch is often looking for some extra hands, and hires part-time food & beverage servers 
during the summer season.  If you are interested in gaining experience or want to make some extra 
cash, you may call the Ranch.    
 
As an employee with PKML you will receive a 50% discount on Activities through Boundary Ranch 
as well as 15% off food in their restaurant.  You will need to show proof that you are PKML 
employee so please bring a copy of your pay stub with you and communicate at booking that you 
are an employee 

 
The Kananaskis Country Golf Course has to be 
seen to be believed!  With 36 challenging 
holes, construction began in 1978, and the 
course opened with 27 of its 36 holes 
completed in 1983.  Designed by Robert Trent Jones, the Kananaskis Country Golf course is world 
class.  Wherever the game is played, the name Robert Trent Jones is synonymous with golf 

 

http://tpr.alberta.ca/parks/kananaskis/flashindex.asp
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architecture at its finest.  When the designer revered the world over for his championship courses 
first arrived in Alberta’s Kananaskis Valley, he was moved to say; “It’s the best natural setting I’ve 
ever been given to work with.” 
 
Named for the soaring peaks that serve as their most inspiring landmarks, the Mount Lorette and 
Mount Kidd courses share more than 600 acres of lush fairways, bent grass greens, 142 strategically 
placed bunkers, forest, rivers, streams and ponds.  The rugged surrounding peaks tower a full 9,600 
feet above sea level, the courses themselves are almost 5,000 feet, forming an unforgettable 
background, the cascading Kananaskis River a constant and pleasant companion.  Golf Magazine 
declared; “Kananaskis reigns as the world’s pre-eminent 36-hole golf complex.”  Golf Digest also 
awarded the facility its “Great Service” and “Great Value” rating both the Mt. Lorette and Mt. Kidd 
courses receiving 4 ½ stars. 
 
The course is Reopening May 2018 (was closed since 2013 due to the floods and having to rebuild 
the entire course) 
As a PKML employee the Golf Course is happy to extend a discount to our employees for Twilight 
golf times.  Simply call the Golf Shop (403-591-7070 ext. 322) after 4:30pm on the day you wish to 
Golf.  Pending availability.  If there is an available spot you will get a discounted rate of $45/ green 
fee, $20/ridder for a cart is optional. If you would like to golf at non-twilight times – regular fees 
apply.  
 
Nakiska Ski Resort 
 

Mount Allan’s first claim to fame was in the late 1940’s when coal was 
discovered at the eastern base of the mountain.  Close to 40 years later 
Mount Allan was chosen as the site for the Olympic Alpine events and 
in 1986 construction began on what is now known as Nakiska.  Left to 
the people of Alberta as an Olympic Legacy, Nakiska is a superb facility 

that prides itself in excellent snow making and grooming.  Laying down acres of “picture perfect 
corduroy” on a daily basis, Nakiska is a cruising and carving paradise, favored by families who prefer 
the calm of Nakiska’s un-crowded slopes to the hustle of the Banff area.   
 
 
 
The Kananaskis Valley area conveys a sense of  “accessible wilderness”, spectacular mountain views 
where moose, elk, bear and bighorn sheep are commonly seen; trails for all skill levels whether you 
are on foot, bike or horse, rafting from white water to a gentle lakeshore paddle, 36 holes of the 
most magnificent golf on the planet, the exhilarating freedom of cross country skiing in the 
mountains to downhill slopes that have challenged the world, plus a wide range of accommodation 
from backcountry tenting, to RV parks, from a tipi village to luxurious hotels. 
 
Kananaskis Country’s Vision Statement 
Kananaskis Country – spectacular landscapes and natural resources providing Albertans with diverse 
benefits and a high quality environment for current and future generations, while at the same time 
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retaining the ecological diversity that has made it a special part of Alberta.  Kananaskis Country 
provides: 
 

 Clean air and water 

 Heritage appreciation 

 High quality and accessible opportunities for a wide range of outdoor recreation 

 Opportunities for diverse social, cultural, and economic benefits 

 A spectrum of protected areas and natural resources integrated with a range of sustainable 
environmentally responsible uses on the regional land base 

 
The term “Country” really means “collection of Provincial Parks”.  The parks include: Elbow Sheep 

Wildland Park, Spray Valley Provincial Park, Peter 
Lougheed Provincial Park, Canmore Nordic Center 
Provincial Park, and Highwood Cataract Provincial 
Park. 
 
The mountains in Kananaskis Country are mostly gray 
limestone uplifts, typical of the front ranges.  
Kananaskis Country encompasses over 4,000 square 
kilometers of Canada’s most dramatic natural beauty. 
 
With over 250 km of paved trails and 460 km of 

unpaved trails, Kananaskis offers more mountain biking opportunities than any other in Alberta. 
 
The 1,360 km of trail run the full spectrum, from gentle to rugged.  Some popular trails include 
Centennial Ridge, Ribbon Creek, Galatea, and Ptarmigan Cirque. 
 

Kananaskis Country Facts 

 

 Elevation 
(feet) 

Elevation 
(meters) 

Other 

Kananaskis Village 5,000 1,515  
Kananaskis Country 
Golf Course 

4,850 1,478 The course is 300 feet higher 
than Banff Town site.  At this 
elevation a golf ball will travel 
approx. 10% further than at sea 
level 

Mount Kidd 9,600 2,926  
Mount Joffre 11,316 3,482 Highest peak in Kananaskis 
Highwood Pass 7,239 2,206 Highest drivable pass in Canada 
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Consistent with its multi-use mandate, the recreational opportunities in Kananaskis include 
Mountain Biking, Bird Watching, Canoeing, Whitewater Kayaking & Rafting, Cross Country Skiing, 
Day Hiking & Overnight Trips, Dog Sledding, Fishing & Ice Fishing, Horseback Riding & Pack Trips, 
limited hunting, Mountain Climbing/Rock Climbing/Ice Climbing, Skiing & Snowboarding, Ski 
Touring/Winter Mountaineering, Snowmobiling, Snowshoeing and Sightseeing.  

Flora of Kananaskis 

Close to 600 species of trees, shrubs, flowers, grasses, mosses and lichens have been inventoried in 
the region.  It is also home to a number of rare plants, such as orchids and lilies.  The rich diversity 
of plant life can be explained by the presence of very distinct climatic and geological zones.  The 
climate, which varies dramatically depending on altitude, is a main determinant of the four 
vegetation zones in Kananaskis.   They are Foothills, Montage, Sub-alpine and Alpine.  Three flowers 
to watch for are: 
 

The Wild Rose has been the official flower of Alberta since 1930.  The pink 
flower can be easily spotted along the sides of paths and highways 
throughout Kananaskis.  The Wild Rose produces small berries known as 
rosehips, which are commonly used to make jams, teas and herbal remedies 
to aid in the recovery of several ailments such as the common cold and 
infections.  Our own Summit Spa & Fitness Centre offers the Wild Rose Wrap, 
which is a relaxing wrap with honey, fleur, Wild Rose essential oil and Wild 
Rose pedals. 

 
The Fireweed plant owes its name to the fact that it is one of the first plants to colonize burns.  It 
often forms large colonies of pink clustered flowers that can reach up to 2 meters in height.   
 

The Indian paintbrush is one of the most commonly seen flowers in Kananaskis 
Country.  There is a native legend attached to this flower about a young native 
boy in search of his vision to becoming a man. 

 

 

Fauna of Kananaskis 

Due to its diverse landscape, Kananaskis Country is home to a wide variety of wildlife. 
 

Like the bald eagle, the golden eagle is a common migrant in Kananaskis 
Country.  While the adult bald eagle has a white head and tail, the golden eagle 
can be recognized by its large size and dark profile. Travelling between 
locations as far away as Mexico and northern Yukon, 4,000 to 5,000 eagles, 
mostly golden, migrate through this area every spring and fall.  Around Spray 
Lake Road is a good place to view Bald Eagles in the spring and fall. 
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Elk are dark game animals, brown in colour, with a white rump.   The bull can grow antlers up to 
1.5 meters (5 feet) long.  They are common in the Kananaskis Valley, spending their winters in the 
valley bottom, and migrating to higher elevations on the mountainsides in the summer.  A good 
place to spot Elk is between the EMS Station and the Golf Course along Highway 40. 
 

Bighorn Sheep is found mainly on the grassy hillside areas of Kananaskis 
Country.  The males have large curled horns, while females are recognized 
by their short goat like horns.  A good place to spot Bighorn sheep is by 
the Galatea trail head, on the rock cuts … and on the road. 
 
 
 

 
The cougar is the largest cat in Kananaskis Country.  It hunts moose, 
elk, deer and bighorn sheep.  The cougar covers its prey with twigs 
and leaves after eating, and will return repeatedly to feed.  Cougars 
roam throughout the valley, and are dangerous under the wrong 
circumstances.  Should you see a cougar, back away slowly, do not 
run.  Make yourself look big by spreading out your arms or hold your 
pack above your head.  Once to a safe location, call security at 678-
8184 who will call the Park Wardens. 

 
 
Once endangered in this area, the grey wolf population is expanding its range, according to studies 
done in Banff National Park.  The gray wolf can be varying colours between gray and black, and is 
usually in the mountains close to their prey – elk, deer and moose. 
 
 

The grizzly bear epitomizes the wilderness.  Weighing between 250-
350 kg (550lbs-770lbs), it is very large and very powerful species of 
bear, and is potentially dangerous.  It varies from blonde to black in 
colour, and can be recognized by a prominent hump on its shoulders. 
The claws can be up to 7.5 cm (3 inches) in length, and leave distinctive 
marks in their footprints.  In 2001, six grizzly bears were frequenting 
the Kananaskis Valley.  

 
Both grizzly and black bears can be often be seen by the roadway 
through the Highwood Pass.  Should you see a bear in the village area, 

call security at 678-8184 who will call the Park Warden. 
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The black bear is more timid than the grizzly, and often climbs trees when 
startled.  It weighs less than a grizzly – about 170 kg (375lb) – and can be 
identified by its lack of shoulder hump.  Black bears vary in colour from 
cinnamon to brown to black. 
 
 
Bear in Mind – Bear Safety 

As you live in Bear Country, here are some measures you can take to minimize the likelihood of 
encounters with bears (and other wildlife): 

 Keep garbage in a secure location that cannot be accessed by bears, dispose of garbage in 
the community bear proof containers provided at Residence, the Village and throughout the 
valley 

 If you hike, avoid hiking or biking alone in the backcountry.  This is for bear safety among 
many other reasons 

 
If you encounter a bear: 

 Never run; you cannot outrun a bear and running may excite the bear and cause an attack 

 If your vehicle is nearby, get in it as soon as possible 

 Stay calm and size up the situation; determine if the bear is a grizzly or black bear 

 If bear cubs are in the area, move away from them 

 Slowly back away from the bear, if the bear continues to move toward you, drop your 
backpack or other belongings – this may distract the bear.  Continue to back away out of the 
are, never looking the bear in the eyes (this may intimidate the bear) 

 In an encounter with a non-charging bear or a bear with cubs, never raise your voice 
 
If a bear charges you: 

 Your first strategy should be to act and appear non-threatening; the bear may simply be 
expressing its dominance.  Once satisfied by a bluff charge, it may retreat (be aware that a 
bear may carry out many bluff charges during an encounter) 

 Experts advise that you stand your ground and speak in a normal voice.  Avert your eyes, 
since direct stare is perceived as a threat 

 If the bear continues to charge and gets closer, you could try to intimidate the bear by jump 
up and down, and shout 

 
All bears can be dangerous and should be treated as such at all times.  Never approach a bear.  
Although we live in “bear country”, you should feel comfortable in traveling in the backcountry if 
you observe how to act and behave.   
 
Each year in the spring, we conduct Bear Safety sessions with the local Kananaskis Conservation 
Officers.  Make sure you attend so you are more comfortable and educated, which will assist you in 
feeling confident with living in “Bear Country”.  Look for brochures called “Bear in Mind” and “Living 
with Cougars”.  There is also a newly formed organization in the Bow Valley called Bow Valley 
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Wildsmart, a group dedicated to educating the public on living safely with wildlife.  Visit 
www.wildsmart.ca for up to date information on the topic. 

Final Note 

We hope you now have a comfort level with what Kananaskis is all about - what it offers you as a 
place to work, a place to play, and a place to explore. 
 
You will get exactly what you are prepared to give to your Kananaskis experience, so get involved. 
 
Our employee handbook is an example of employee involvement. Our intent has been to provide 
you with an informative, interesting tool. Any suggestions you have to make it even better are 
very much appreciated!   
 
As a final note, Pomeroy’s Core Values will assist you in navigating through your employee 
experience, reminding you of what your new organization stands for and will serve as your 
guide. 
 


