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Section 5 -  General Standards of Conduct 

5-1. Workplace Conduct 

The Company endeavors to maintain a positive work environment. Each employee plays a role in fostering 
this environment. Accordingly, we all must abide by certain rules of conduct, based on honesty, common 
sense and fair play. 

Because everyone may not have the same idea about proper workplace conduct, it is helpful to adopt and 
enforce rules all can follow. Unacceptable conduct may subject the offender to disciplinary action, up to and 
including termination, in the Company’s sole discretion. The following are examples of some, but not all, 
conduct which can be considered unacceptable: 

 Obtaining employment on the basis of false or misleading information. 

 Stealing, removing or defacing The Company property or a co-worker's property, and/or disclosure of 
confidential information. 

 Completing another employee’s time records. 

 Dishonesty. 

 Violation of safety rules and policies. 

 Violation of the Company Drug and Alcohol Free Workplace Policy. 

 Fighting on the job or serious breach of acceptable behavior, including but not limited to using obscene, 
abusive, or threatening language or gestures. 

 Disrupting the work of others. 

 Any violation of the Company Workplace Violence Policy. 

 Theft, attempted theft, unauthorized removal or unauthorized possession of the Company’s property or 
property of other employees or customers. 

 Insubordination or disobedience of a lawful Management directive. 

 Deliberate omission, falsification, or fraudulent alteration of any document or record. 

 Failure to report to work after the expiration of a leave of absence. 

 Use of foul or inappropriate language. 

 Loitering, sleeping or loafing during work time, or leaving a work area without the permission of 
Management. 

 Violation of the Punctuality and Attendance Policy, including but not limited to irregular attendance, 
habitual lateness or unexcused absences. 

 Gambling on Company property. 

 Stopping work prior to the end of any shift without Management permission. 

 Willful or careless destruction or damage to Company assets or to the equipment or possessions of 
another employee. 
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 Excessive, unnecessary, or unauthorized use of the Company’s property and supplies, particularly for 
personal purposes. 

 Performing work of a personal nature during working time. 

 Aiding a competitor or any act that intends to inflict injury upon the Company. 

 Violation of the Solicitation and Distribution Policy. 

 Violation of the Company Discrimination, Harassment and Retaliation or Equal Employment Opportunity 
Policies. 

 Violation of the Communication and Computer Systems Policy. 

 Unsatisfactory job performance. 

 Any other violation of Company policy. 

Obviously, not every type of misconduct can be listed. Note that all employees are employed at-will, and The 
Company reserves the right to impose whatever discipline it chooses, or none at all, in a particular instance. 
The Company will deal with each situation individually and nothing in this handbook should be construed as a 
promise of specific treatment in a given situation. However, The Company will endeavor to utilize progressive 
discipline but reserves the right in its sole discretion to terminate an employee at any time for any reason. 

The observance of these rules will help to ensure that our workplace remains a safe and desirable place to 
work. 

5-2. Punctuality and Attendance 

Each employee is hired to perform an important function at the Company.  As with any group effort, operating 
effectively takes cooperation and commitment from everyone. Therefore, attendance and punctuality are very 
important. Unnecessary absences and lateness are expensive, disruptive and place an unfair burden on an 
employee’s co-workers and supervisor. We expect excellent attendance from each employee. Excessive 
absenteeism or tardiness will result in disciplinary action, up to and including termination. 

We do recognize, however, that there are times when absences and tardiness cannot be avoided. In such 
cases, employees are expected to call in and notify their supervisor as early as possible, but no later than one 
(1) hour prior to the start of their work day. Asking another employee, friend or relative to give this notice is 
improper and constitutes grounds for disciplinary action. Employees must call personally, stating the reason 
for the absence and its expected duration, every day of the absence. 

Unreported absences of three (3) consecutive work days will generally be considered a voluntary resignation 
of the employee’s employment with the Company. 

5-3. Use of Communication and Computer Systems 

The communication and computer systems are intended for business purposes; however limited personal 
usage, during non-working time, is permitted if it does not hinder performance of job duties or violate any other 
Company policy. This includes the voice mail, e-mail and Internet systems. Users have no legitimate 
expectation of privacy in regard to their use of the systems. 
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The Company may access the voice mail and e-mail systems and obtain the communications within the 
systems, including past voice mail and e-mail messages, without notice to users of the system, in the ordinary 
course of business when the Company deems it appropriate to do so. The reasons for which the Company 
may obtain such access include, but are not limited to: maintaining the system; preventing or investigating 
allegations of system abuse or misuse; assuring compliance with software copyright laws; complying with 
legal and regulatory requests for information; and ensuring that Company operations continue appropriately 
during an employee's absence. 

Further, The Company may review Internet usage to ensure that such use with Company property, or 
communications sent via the Internet with Company property, are appropriate. The reasons for which the 
Company may review employees' use of the Internet with Company property include, but are not limited to: 
maintaining the system; preventing or investigating allegations of system abuse or misuse; assuring 
compliance with software copyright laws; complying with legal and regulatory requests for information; and 
ensuring that Company operations continue appropriately during an employee's absence. 

The Company may store electronic communications for a period of time after the communication is created. 
From time to time, copies of communications may be deleted. 

The Company’s policies prohibiting harassment, in their entirety, apply to the use of the Company’s 
communication and computer systems. No one may use any communication or computer system in a manner 
that may be construed by others as harassing or offensive based on race, national origin, sex, sexual 
orientation, age, disability, religious beliefs or any other characteristic protected by federal, state or local law. 

Further, since the Company’s communication and computer systems are intended for business use, all 
employees, upon request, must inform Management of any private access codes or passwords. 

Unauthorized duplication of copyrighted computer software violates the law and is strictly prohibited. 

No employee may access, or attempt to obtain access to, another employee's computer systems without 
appropriate authorization. 

Violators of this policy may be subject to disciplinary action, up to and including termination. 

5-4. Use of Social Media 

The Company respects the right of any employee to maintain a blog or web page or to participate in a social 
networking, Twitter or similar site, including but not limited to Facebook and LinkedIn. However, to protect 
Company interests and ensure employees focus on their job duties, employees must adhere to the following 
rules: 

a) Employees may not post on a blog or web page or participate on a social networking, Twitter or similar 
site during working time or at any time with Company  equipment or property, unless those activities are 
part of an employee’s job responsibilities. 
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b) All rules regarding confidential and proprietary business information apply in full to blogs, web pages, 
and social networking platforms, such as Twitter, Facebook, LinkedIn, or similar sites. Any information 
that cannot be disclosed through a conversation, a note, or an e-mail also cannot be disclosed in a blog, 
web page, or social networking site. 

c) Whether an employee is posting something on his/her own blog, web page, social networking, Twitter or 
similar site or on someone else's, if the employee mentions the Company and also expresses either a 
political opinion or an opinion regarding the Company’s actions that could pose an actual or potential 
conflict of interest with the Company, the poster must include a disclaimer. The poster should 
specifically state that the opinion expressed is his/her personal opinion and not the Company’s position. 
This is necessary to preserve the Company’s good will in the marketplace. 

d) Any conduct that is impermissible under the law if expressed in any other form or forum is impermissible 
if expressed through a blog, web page, and/or social networking, Twitter or similar site. For example, 
posted material that is discriminatory, obscene, defamatory, libelous, or violent is forbidden.  Company 
policies apply equally to employee social media usage. 

The Company encourages all employees to keep in mind the speed and manner in which information posted 
on a blog, web page, and/or social networking site is received and often misunderstood by readers. 
Employees must use their best judgment. Employees with any questions should review the guidelines above 
and/or consult with their manager. Failure to follow these guidelines may result in discipline, up to and 
including termination. Nothing in the policy is intended to conflict with any rights contained in the National 
Labor Relations Act. 

5-5. Personal and Company -Provided Portable Communication Devices 

Company -provided portable communication devices (PCDs), including cell phones and personal digital 
assistants, should be used primarily for business purposes. Employees have no reasonable expectation of 
privacy in regard to the use of such devices, and all use is subject to monitoring, to the maximum extent 
permitted by applicable law. This includes, as permitted, the right to monitor personal communications as 
necessary. 

Some employees may be authorized to use their own PCD for business purposes. These employees should 
work with the IT department to configure their PCD for business use. Communications sent via a personal 
PCD also may subject to monitoring if sent through the Company’s networks and the PCD must be provided 
for inspection and review upon request. 

All conversations, text messages and e-mails must be professional. When sending a text message or using a 
PCD for business purposes, whether it is a Company -provided or personal device, employees must comply 
with applicable Company  guidelines, including policies on sexual harassment, discrimination, conduct, 
confidentiality, equipment use and operation of vehicles.  

If an employee who uses a personal PCD for business resigns or is terminated, the employee will be required 
to submit the device to the IT department for resetting on or before his/her last day of work. At that time, the IT 
department will reset and remove all information from the device, including but not limited to, Company 
information and personal data (such as contacts, e-mails and photographs). The IT department will make 
efforts to provide employees with the personal data in another form (e.g., on a disk) to the extent practicable; 
however, the employee may lose some or all personal data saved on the device. 
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Employees may not use their personal PCD for business unless they agree to submit the device to the IT 
department on or before their last day of work for resetting and removal of Company information. This is the 
only way currently possible to ensure that all Company information is removed from the device at the time of 
termination. The removal of Company information is crucial to ensure compliance with the Company’s 
confidentiality and proprietary information policies and objectives. 

Please note that whether employees use their personal PCD or a Company -issued device, the Company’s 
electronic communications policies, including but not limited to, proper use of communications and computer 
systems, remain in effect. 

In the event the Company determines it is necessary for employees to use their personal PCDs, the Company 
will reimburse the employee an agreed upon reasonable percentage of their cell phone bill.  Employees are 
not to use their PCDs for business purposes without prior supervisor’s approval.  Failure to get prior approval 
may result in disciplinary action. 

5-6. Camera Phones/Recording Devices 

Employees are prohibited from taking photographs, video, or audio that reasonably could be viewed as 
malicious, threatening or intimidating, that disparage customers, employees, associates, or suppliers, or that 
might constitute harassment or bullying. Employer reserves the right to apply corrective action, up to and 
including termination, to remedy any actions, content or images that are pornographic, harassing, and libelous 
or for anything that creates a hostile work environment based on race, sex, religion or any other protected 
class. 
 
Employees must not disclose or misuse confidential information that is not otherwise available to persons or 
companies outside of the Company. 

5-7. Inspections 

The Company reserves the right, as permitted by law and dictated by the circumstances at hand, to require 
employees while on Company  property, or on client property, to agree to the inspection of their persons, 
personal possessions and property, personal vehicles parked on Company  or client property, and work areas. 
This includes, as permitted by law and dictated by the circumstances at hand, lockers, vehicles, desks, 
cabinets, work stations, packages, handbags, briefcases and other personal possessions or places of 
concealment, as well as personal mail sent to the Company or to its clients. Employees are expected to 
cooperate in the conduct of any search or inspection. 

5-8. Smoking 

In keeping with the intent of The Company to provide a safe and healthful work environment, smoking, 
including use of e-cigarettes, and the use of smokeless tobacco is prohibited throughout the workplace. 
Employees are permitted to smoke in designated outdoor smoking areas while on their rest breaks or meal 
periods only. 

This policy applies equally to all employees, customers, and visitors. 


