Employee Code of Conduct 
[bookmark: _82nsfod45b5f]Policy Overview
[Company Name] is committed to maintaining a professional, respectful, safe, and productive work environment. This Code applies to all employees, regardless of position or leadership level. Every individual is responsible for upholding these standards and contributing to a workplace culture built on accountability, integrity, and respect.
Employees are expected to comply with this Code at all times while representing the organization, including during work hours, on company property, at company-sponsored events, and in interactions with customers, vendors, or the public.
Employees are encouraged to report suspected violations of this Code of Conduct to:
· Their immediate supervisor or general manager 
· Human Resources
· A designated reporting channel, where applicable
Reports related to misconduct, policy violations, or inappropriate workplace behavior will be reviewed promptly and handled as confidentially as possible. The company will take appropriate action based on the findings of any investigation. Retaliation against any employee who raises a concern in good faith is strictly prohibited.

[bookmark: _3a7mokjs8iez]1. Professional Behavior
Employees are expected to:
· Treat coworkers, supervisors, customers, and vendors with respect and courtesy.
· Communicate in a professional and constructive manner.
· Follow lawful and reasonable instructions from supervisors.
· Maintain a positive and cooperative attitude.
· Represent the company professionally at all times.
Unprofessional conduct, including aggressive behavior, intimidation, or deliberate disruption of operations, will not be tolerated.

[bookmark: _u5k5j9yep1t9]2. Attendance and Punctuality
Reliable attendance is essential in shift-based environments. Employees are expected to:
· Arrive on time and ready to work at the start of their scheduled shift.
· Follow established procedures for requesting time off or shift changes.
· Notify their supervisor as soon as possible if they will be late or absent.
· Avoid excessive absenteeism or patterns of tardiness.
Failure to follow attendance procedures may result in corrective action.

[bookmark: _jyykawh3z22g]3. Workplace Respect and Inclusion
[Company Name] is committed to a workplace free from discrimination, harassment, and bullying. Employees must:
· Treat others with dignity and fairness.
· Refrain from discriminatory remarks or behavior.
· Avoid harassment of any kind, including verbal, physical, or visual conduct.
· Report concerns promptly to a supervisor or HR representative.

[bookmark: _t9d1tttvylcz]4. Workplace Safety
Safety is a shared responsibility. Employees must:
· Follow all health and safety procedures.
· Use required personal protective equipment when applicable. 
· Report unsafe conditions immediately.
· Refrain from horseplay or unsafe conduct.
· Participate in required safety training.

[bookmark: _mqdjkvg8hsk2]5. Integrity and Ethical Conduct
Employees are expected to act honestly and ethically in all business dealings. This includes:
· Accurately recording time worked.
· Protecting company assets and property.
· Avoiding theft, fraud, or misuse of company resources.
· Notifying management of conflicts of interest.
· Following company policies and applicable laws.
Falsifying records or engaging in dishonest conduct may result in immediate disciplinary action.

[bookmark: _fgo2xv1nmiv5]6. Confidentiality
Employees may have access to confidential information, including:
· Customer information
· Employee records
· Financial data
· Business strategies
· Proprietary systems or processes
Confidential information must not be shared outside of authorized business purposes.

[bookmark: _lg7zvjevv81p]7. Use of Company Property and Technology
Company equipment, systems, and technology must be used responsibly. Employees must:
· Use company property for legitimate business purposes.
· Protect passwords and secure access to systems.
· Avoid inappropriate or illegal use of the internet or communication tools.
· Follow company policies regarding personal device use during shifts.

[bookmark: _gvj11l7u5piv]8. Social Media and Public Representation
Employees must not:
· Share confidential company information online.
· Post content that could damage the company’s reputation.
· Represent themselves as speaking on behalf of the company without authorization.
Professional conduct is expected when referencing the workplace publicly.



[bookmark: _dtjk7g6ib8qy]9. Workplace Relationships
Personal relationships must not:
· Create conflicts of interest or an imbalance of power.
· Disrupt workplace operations.
· Result in favoritism or unfair treatment.
· Interfere with professional responsibilities.
Employees must disclose any relationship that may create a conflict of interest in accordance with company policy.

[bookmark: _ojlzc2550hc1]10. Substance Use
Employees must report to work fit for duty. The following are prohibited:
· Working under the influence of drugs or alcohol.
· Possession or use of illegal substances on company property.
· Misuse of prescription medications that impair job performance.

[bookmark: _z129bnhfhca1]11. Conflict Resolution
Employees are encouraged to:
· Address minor concerns respectfully and directly where appropriate.
· Escalate unresolved issues to a supervisor or HR.
· Participate in good faith in investigations or resolution processes.
Professionalism must be maintained throughout any dispute resolution process.

[bookmark: _a4sch48wncw5]12. Compliance with Laws and Policies
Employees must comply with:
· All applicable local, provincial/state, and federal laws.
· Company policies and procedures.
· Industry-specific regulations where applicable.
Failure to comply may result in disciplinary action.
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