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Workplace Guidelines

At [Company Name], we believe that a well-structured, respectful, and safe working environment is key to
fostering productivity, creativity, and employee satisfaction. These workplace guidelines are in place to ensure
that every team member understands their responsibilities and adheres to the standards of conduct, safety, and
professionalism expected at our company.

1. Professional Conduct
All employees are expected to maintain a high level of professionalism while at work. This includes:

e Respect for Colleagues: Treat all team members, clients, and visitors with courtesy and respect,
regardless of their role or background.

e Teamwork and Collaboration: Actively participate in team activities, respect diverse opinions, and
contribute to a positive work environment.

e Honesty and Integrity: Be truthful in all interactions and avoid conflicts of interest. Report any unethical
behavior to HR or management.

e Positive Attitude: Approach your work with enthusiasm, focus on solutions rather than problems, and
support your colleagues.

2. Attendance and Punctuality

Punctuality is essential for maintaining productivity and respecting the time of others. Employees are expected to:
e Arrive on time and be ready to start work by the scheduled start time.
e Notify your manager as soon as possible if you will be late or absent.

e Adhere to your assigned work schedule and avoid unnecessary absenteeism or leaving early without prior
approval.

3. Use of Company Resources

Company resources, including equipment, technology, and facilities, should be used responsibly and only for
work-related purposes. This includes:

e Technology Usage: Use company-provided devices (e.g., computers, phones) for professional activities
only. Avoid personal use of company internet, email, or software.

e Confidential Information: Ensure that sensitive company data is kept secure and confidential. Do not
share proprietary information with unauthorized individuals.

e Workplace Cleanliness: Maintain a clean and organized workspace. Dispose of waste properly and respect
shared areas.



4. Health and Safety
The health and safety of our employees are a top priority. To ensure a safe workplace, employees must:

e Follow Safety Procedures: Comply with safety protocols, including using protective equipment where
necessary and following emergency procedures.

e Report Hazards: Immediately report any unsafe conditions, hazards, or incidents to your manager or the
safety officer.

e Maintain Personal Wellness: Employees should prioritize their well-being and take breaks when needed
to avoid fatigue. If feeling unwell, notify your manager and seek medical attention when necessary.

5. Dress Code

The company's dress code is [business casual/casual/formal], depending on the nature of your role. Employees
are expected to dress appropriately and present themselves professionally. In customer-facing roles, ensure that
your appearance aligns with company standards and reflects a positive image of [Company Name].

6. Communication Etiquette

Clear and respectful communication is critical to our workplace success. Employees should:
e Use professional language in all forms of communication (email, chat, meetings).
e Avoid sharing confidential information via insecure methods.

e Respond to work-related communications in a timely manner and ensure that important information is
shared with the relevant parties.

7. Remote Work Guidelines (if applicable)
For employees working remotely, the following guidelines must be followed:
e Maintain Productivity: Ensure that your home workspace is set up to support focused, productive work.

e Communication: Stay in regular contact with your team and manager, and be available during working
hours for meetings and collaboration.

e  Work Hours: Stick to your designated work hours and notify your manager of any changes.

8. Conflict Resolution
Disagreements can arise in any workplace, but it's essential to handle conflicts professionally. If a conflict arises:

e Address the Issue Directly: Approach the person involved in a calm, constructive manner to discuss the

issue.

e Seek Mediation: If you are unable to resolve the conflict independently, seek assistance from HR or

management.

e Respect Privacy: Maintain confidentiality when dealing with sensitive matters and avoid gossiping or

spreading rumors.



9. Harassment-Free Workplace

Harassment of any kind—whether verbal, physical, or visual—will not be tolerated. All employees are entitled to a
work environment free from discrimination or harassment based on race, gender, age, sexual orientation,
religion, or any other protected characteristic. If you experience or witness harassment, report it to HR
immediately. We will take appropriate action to address the issue.

10. Substance Abuse Policy

The use of alcohol, illegal drugs, or any other substances that may impair judgment or performance is prohibited
in the workplace. Employees should report to work free of any substance-related impairments and avoid
consuming substances during work hours.

11. Social Media and Public Representation

When representing [Company Name] on social media or in public, employees should:
e Be mindful of the company's values and brand image.
e Avoid sharing confidential or sensitive company information.

e Ensure that any statements made reflect a positive and professional image of [Company Name].

12. Disciplinary Actions

Violations of company policies may result in disciplinary action, which could include verbal or written warnings,
suspension, or termination. The company reserves the right to determine appropriate disciplinary measures
based on the severity of the violation.

By adhering to these workplace guidelines, we ensure that [Company Name] remains a positive, safe, and
productive environment for all employees. If you have any questions or need clarification regarding these
guidelines, please contact HR.



