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Sample Policy Language
This is a sample policy.  Prior to implementation, it should be amended to reflect your organization’s practices and legal obligations.

Employee Conduct Policy

The orderly and efficient operation of the Company requires that discipline be maintained and that proper standards of conduct are observed at all times.  We have established rules which all employees are required to observe.

As a disciplinary action, the Company may issue verbal or written warnings, suspend without pay, demote, discharge or take any other action it determines to be appropriate for departures from proper conduct or violation of Company rules. 

Following are examples of conduct which violate our standards of conduct for employees.  This list is not complete.  If you engage in the conduct listed or in conduct the Company feels is similar to the kinds of conduct listed, you may be subject to disciplinary action up to and including termination: 

 a. Refusing to perform lawful job duties and responsibilities; 
 b. Dishonesty; 
 c. Unauthorized use, removal or destruction of Company property or the property of other employees; 
 d. Failure to safeguard Company assets;
 e. Excessive unauthorized tardiness or absences; 
 f. Leaving work without prior authorization; 
 g. Violation of safety rules or failure to follow safety procedures;
 h. Possession, sale, manufacture, or use of intoxicants or illegal drugs on Company premises, in Company vehicles or while on Company business;
 i. Reporting for work or working while intoxicated, under the influence of illegal drugs or intoxicants, or otherwise unfit for duty;
 j. Language that could be construed as workplace violence; 
 k. Sexual harassment or harassment based upon an employee's membership in any protected class; 
 l. Falsification of Company records; 
 m. Off duty conduct which may violate Company policies such as engaging in illegal activity that directly affects the Company or performance of your job;
 n. Making statements that are libel or slander such as communicating and/or publishing knowingly false information;
 o. Fighting or horseplay;
 p. Disseminating or using confidential or proprietary work-related information without authorization 

An employee's overall record may be considered in determining appropriate corrective action.  The Company will determine the facts, whether discipline is warranted and what level of discipline, up to and including discharge, is warranted.

We believe our rules and expectations are clear.  If, however, you have any questions concerning the application or intent of these rules, please consult your supervisor.  Your cooperation in observing our work rules and standards for conduct will make disciplinary action unnecessary.

The Company complies with all applicable federal, state and local laws and regulations concerning employer/employee rights and obligations. 
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