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Code of Conduct P&P
Effective date:


Date of last revision:


Policy

The owner and directors of (INSERT the name of the business) believe strongly in the quality of the workplace environment. To establish and maintain a pleasant, productive work environment, all employees shall:

· Show respect and courtesy in their interpersonal relations and behaviour 

· Respect the requirements of the business detailed in this Manual
· Recognize management’s right to manage; that is, the right to carry out the functions of the business and to make final decisions
Procedure(s)
Here are our specific expectations regarding employee behaviour in the workplace:

1. Electronic and telephone communications, “blogging,” and Internet use

The use of telephones, computer systems, electronic mail and the Internet is reserved for work-related tasks only.

The use of electronic games, computer systems, or the Internet for personal reasons during working hours will not be tolerated.

Although the employer does not wish to ban the use of the telephone for necessary personal calls, these should be brief and infrequent because they may delay incoming business calls and can affect productivity. Personal long distance calls shall be reported to (INSERT the title of the person responsible) and the cost reimbursed to the employer.

All telephone calls, incoming and outgoing, shall always be conducted in a courteous, professional manner.

EXAMPLES:

Answering the telephone:

“(INSERT the name of the business), (first name) speaking, how may I help you?”

Outbound calls:

“Hello, this is (name) from (INSERT the name of the business) speaking. May I please speak to.....?”

Employees who decide to create, on their own time, their own “blog” (personal Web log) shall:

· Respect the policies of the business in relation to harassment and discrimination.
· Insert a note on their “blog” to the effect that the ideas expressed are theirs alone and in no way reflect the opinions of the individual’s employer.
…and shall not:

· Use working time to write in their “blog.”
· Divulge confidential information about the employer or customers of the business.
· Harm the reputation of the business by defamatory comments.
· Display inappropriate or altered photos that could harm the image and reputation of the business or any of its employees.
The employer reserves the right to take disciplinary action, to dismiss and/or take legal action against an employee using a “blog” that could damage the reputation of the employer and/or his or her employees.
2. Dress code and appearance

The dress and personal appearance of employees shall be in compliance with acceptable social and business standards, particularly if the individual deals in person with customers or visitors. (INSERT the name of the business) is a professional business; so we must make sure that our dress code and appearance conform to our customers’ expectations and to the health and safety standards in effect.

Each employee is responsible for wearing  any personal protective equipment required by the employer.

(INSERT Details of uniform, if applicable…)

3. Housekeeping 

A neat, clean workplace is a sign of efficiency and contributes to the health and safety of employees. Each person is responsible for keeping his or her workspace clean and neat at all times. This is essential in order to comply with quality management practices. Employees shall immediately report any damaged material or equipment to the employer.

4. Non-smoking policy

(INSERT the name of the business) wishes to provide a smoke-free environment for its employees, customers and suppliers. This provides a healthy work environment, as well as protection for our electronic and computer hardware.

There shall be no smoking in any office, workspace or warehouse, as well as anywhere else on our property. No containers or ashtrays will be provided for customers or employees. If a person asks permission to smoke, he or she shall be informed politely and respectfully of the non-smoking policy and of the fact that smoking is forbidden on the property.  

5. Consumption of alcohol and drugs

Consumption of alcohol and drugs during work hours is strictly forbidden. It constitutes a serious risk for the person consuming such substances, for co-workers, and for clients. The abuse of these substances outside of working hours can have a negative impact on job performance. If such a case occurs, the employer will follow the disciplinary procedure with the employee. 
6. Signing of “Acknowledgement of Receipt of the HR Manual” form

After reading the manual and having it explained, each employee is asked to sign the “Acknowledgement of Receipt of the HR Manual,” thus agreeing to follow the policies and procedures of (INSERT the name of the business). 
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