Employee Policy Statement

1. Introduction

This Employee Policy Statement outlines the principles, guidelines, and expectations for employment within
our company. All employees are expected to understand and adhere to these policies during their tenure.

2. Employment Practices

e Equal Opportunity Employment
e Workplace Safety & Health
e Attendance & Punctuality

e Code of Conduct

3. Workplace Conduct

¢ Respectful Communication
e Harassment & Discrimination
e Dress Code

e Use of Company Property

4. Compensation & Benefits

e Salary & Wage Policy
e Benefits Overview
e [ eave and Time Off

e Performance Review

5. Disciplinary Actions

¢ Violation Procedures
e Progressive Discipline

e Termination Policy

6. Acknowledgement

All employees are required to read and acknowledge this Employee Policy Statement. Questions may be
directed to the Human Resources department.
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