EMPLOYEE CODE OF CONDUCT TEMPLATE FOR SMALL BUSINESSES

[COMPANY LEGAL NAME]

[COMPANY STREET ADDRESS]

[CITY, STATE, ZIP CODE]

[COMPANY PHONE NUMBER]

[COMPANY EMAIL ADDRESS]

Effective Date: [EFFECTIVE DATE]

RE: Employee Code of Conduct for [COMPANY NAME]

1. PURPOSE AND SCOPE

1.1 Purpose: This Employee Code of Conduct (the "Code") sets out the standards of conduct and behavior that [COMPANY NAME] (the "Company") expects from all of its employees, and is intended to promote a professional, respectful, safe, and lawful workplace.

1.2 Scope: This Code applies to all employees of the Company, including full-time, part-time, temporary, seasonal, and probationary employees, and to all work-related settings, including Company premises, remote work locations, business travel, and Company-sponsored events.

1.3 Acknowledgment: Each employee is required to read, understand, and sign the acknowledgment at the end of this Code. Signing this Code does not create an employment contract or alter the at-will nature of employment, where applicable.

2. DEFINITIONS

2.1 "Company" means [COMPANY LEGAL NAME], including its owners, managers, supervisors, and agents.

2.2 "Employee" means any individual employed by the Company in any capacity.

2.3 "Workplace" means all Company premises, vehicles, equipment, and any location where an employee performs work for the Company, including remote and off-site locations.

2.4 "Confidential Information" means all non-public information relating to the Company's business, including customer lists, pricing, financial data, trade secrets, and proprietary methods.

2.5 "Policy" means any written or communicated rule, procedure, or guideline issued by the Company, including this Code.

3. PROFESSIONAL CONDUCT AND WORKPLACE BEHAVIOR

3.1 Professionalism: Employees must conduct themselves professionally, courteously, and honestly in all dealings with coworkers, customers, vendors, and the public.

3.2 Attendance and Punctuality: Employees must report to work on time and as scheduled, and must notify their supervisor of any absence or lateness in accordance with Company policy.

3.3 Performance of Duties: Employees must perform their assigned duties diligently, competently, and in accordance with the instructions of their supervisors.

3.4 Use of Company Property: Employees must use Company property, equipment, and resources only for legitimate business purposes and must protect them from loss, damage, or misuse.

3.5 Personal Appearance: Employees must maintain a neat, clean, and appropriate appearance consistent with the standards of their position and any dress code established by the Company.

3.6 Communication: Employees must communicate respectfully and refrain from abusive, threatening, or harassing language in the workplace.

4. ANTI-HARASSMENT AND NON-DISCRIMINATION

4.1 Equal Opportunity: The Company is committed to providing equal employment opportunities and prohibits discrimination based on race, color, religion, sex, national origin, age, disability, genetic information, or any other characteristic protected by applicable law.

4.2 Prohibited Harassment: The Company prohibits all forms of harassment, including sexual harassment, and any conduct that creates an intimidating, hostile, or offensive work environment.

4.3 Reporting Procedure: Any employee who experiences or witnesses harassment or discrimination must report it immediately to [DESIGNATED CONTACT NAME AND TITLE] at [DESIGNATED CONTACT PHONE OR EMAIL].

4.4 No Retaliation: The Company prohibits retaliation against any employee who reports harassment, discrimination, or other misconduct in good faith or who participates in an investigation.

5. CONFLICTS OF INTEREST

5.1 Disclosure: Employees must disclose to the Company any actual or potential conflict of interest, including outside employment, financial interests, or personal relationships that may interfere with their duties.

5.2 Outside Employment: Employees must obtain written approval from [APPROVING MANAGER TITLE] before accepting any outside employment that may conflict with their responsibilities to the Company.

5.3 Gifts and Entertainment: Employees may not accept gifts, entertainment, or favors from customers, vendors, or business partners that exceed a value of [GIFT VALUE LIMIT] or that could improperly influence business decisions.

6. CONFIDENTIALITY AND COMPANY INFORMATION

6.1 Confidential Information: Employees must keep all Confidential Information strictly confidential during and after their employment and must not disclose it to any unauthorized person.

6.2 Return of Property: Upon termination of employment, employees must immediately return all Company property, documents, and Confidential Information in their possession.

6.3 Intellectual Property: All work product, inventions, and materials created by an employee within the scope of employment are the exclusive property of the Company.

6.4 Data Protection: Employees must handle personal and business data in accordance with applicable privacy laws and Company data protection policies.

7. USE OF TECHNOLOGY AND COMMUNICATIONS

7.1 Company Devices: Company computers, phones, and accounts are provided for business purposes and may be monitored by the Company to the extent permitted by law.

7.2 Acceptable Use: Employees must not use Company technology to access, transmit, or store unlawful, offensive, or inappropriate material.

7.3 Social Media: Employees must not disclose Confidential Information on social media and must not represent their personal views as those of the Company.

7.4 Email and Internet: Limited personal use of Company email and internet may be permitted in accordance with [PERSONAL USE POLICY REFERENCE], provided it does not interfere with work duties.

8. HEALTH, SAFETY, AND SUBSTANCE ABUSE

8.1 Workplace Safety: Employees must follow all safety rules and procedures and must report any unsafe conditions or accidents immediately to [SAFETY CONTACT NAME AND TITLE].

8.2 Prohibited Substances: The use, possession, or distribution of illegal drugs or alcohol on Company premises or during work hours is strictly prohibited.

8.3 Prescription Medication: Employees must inform their supervisor if taking prescription medication that may impair their ability to perform their duties safely.

8.4 Weapons: The possession of weapons on Company premises is prohibited except as permitted by applicable law.

9. FINANCIAL INTEGRITY AND ANTI-FRAUD

9.1 Accurate Records: Employees must maintain accurate and complete records of all business transactions and must not falsify any Company document.

9.2 Expense Reimbursement: Employees must submit only legitimate business expenses in accordance with the Company's expense reimbursement policy.

9.3 Anti-Bribery and Anti-Corruption: Employees must not offer, give, or accept bribes, kickbacks, or improper payments in connection with Company business.

9.4 Reporting Fraud: Employees must report any suspected fraud, theft, or financial misconduct immediately to [REPORTING CONTACT NAME AND TITLE].

10. DISCIPLINARY ACTION

10.1 Violations: Violations of this Code may result in disciplinary action, up to and including termination of employment, in accordance with applicable law and Company policy.

10.2 Investigation: The Company will investigate reported violations promptly and fairly, and employees must cooperate fully with any investigation.

10.3 Progressive Discipline: Where appropriate, the Company may apply progressive discipline, including verbal warning, written warning, suspension, and termination.

10.4 No Waiver: The failure of the Company to enforce any provision of this Code in any instance does not waive its right to enforce that provision in the future.

11. REPORTING VIOLATIONS AND WHISTLEBLOWER PROTECTION

11.1 Reporting: Employees who become aware of any violation of this Code must report it to [DESIGNATED COMPLIANCE CONTACT NAME AND TITLE] at [COMPLIANCE CONTACT PHONE OR EMAIL].

11.2 Anonymous Reporting: The Company permits anonymous reporting of misconduct through [ANONYMOUS REPORTING METHOD].

11.3 Whistleblower Protection: The Company prohibits retaliation against any employee who reports a violation in good faith, and any such retaliation is itself a violation of this Code.

12. ACKNOWLEDGMENT AND SIGNATURE

12.1 Acknowledgment: By signing below, the employee acknowledges that they have received, read, and understood this Code and agree to comply with its provisions.

12.2 Questions: The employee may direct any questions about this Code to [HR CONTACT NAME AND TITLE] at [HR CONTACT PHONE OR EMAIL].

12.3 Amendment: The Company reserves the right to amend or update this Code at any time, and employees will be notified of any material changes.

Employee Name: [EMPLOYEE FULL NAME]

Employee Position: [EMPLOYEE JOB TITLE]

Employee Signature: [EMPLOYEE SIGNATURE]

Date Signed: [DATE SIGNED]

Company Representative Name: [COMPANY REPRESENTATIVE NAME]

Company Representative Title: [COMPANY REPRESENTATIVE TITLE]

Company Representative Signature: [COMPANY REPRESENTATIVE SIGNATURE]

Date Signed: [DATE SIGNED]
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