Workplace Policies and Procedures Guide

1. Introduction

Welcome to our Workplace Policies and Procedures Guide. This document outlines the expectations,
responsibilities, and standards that apply to all employees.

2. Code of Conduct

e Maintain professionalism at all times.
e Treat colleagues, clients, and visitors with respect.
e Follow all company policies, regulations, and applicable laws.

3. Attendance and Punctuality

o Adhere to your scheduled work hours.
o Notify your supervisor in advance of any absence or lateness.
e Record your attendance as required.

4. Anti-Discrimination and Equal Opportunity

Discrimination or harassment of any kind will not be tolerated. We are committed to providing equal
opportunities regardless of race, gender, age, religion, or other protected status.

5. Health and Safety

e Follow all safety procedures and guidelines.
® Report hazards, accidents, or injuries immediately.
o Keep your work area clean and organized.

6. Use of Company Property

e Use equipment and resources responsibly.
e Do not use company property for personal gain.
e Report any damage or malfunctions promptly.

7. Confidentiality

Safeguard sensitive information at all times. Do not disclose confidential information outside the organization
without proper authorization.

8. Disciplinary Procedures

1. Verbal warning
2. Written warning



3. Final warning
4. Termination of employment

The company reserves the right to skip steps or take immediate action as necessary.

9. Acknowledgment

By working at this organization, you agree to abide by all workplace policies and procedures outlined in this

guide.
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