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Overview 

About Staff Policies  

Well-run companies develop policies and guidelines that reflect good business practices.  Taking the 
time to anticipate and think through various situations and scenarios in advance means that our people 
policies are clear, and we all — Staff and management — have a common reference point.  This means 
less disruptions, more stability, a safer and more comfortable working environment, more focus on the 
business, with more results and success — all of which are good for you and the Company.   

We’re a partnership. You do your part and the Company does its part.    

 You agree to provide services in good faith and to adhere to your Engagement Agreement and 
the policies in this Manual.  (Think of this Manual as an extension of your Engagement 
Agreement).  

 The Company agrees to provide you with compensation for your services, adhere to the law as it 
relates to the workplace, and provide any other benefits outlined in your Engagement 
Agreement.   

Wherever possible, Staff Policies are written in plain, everyday language. ‘Legalese’ isn’t really our style, 
but there are some areas where it’s necessary. In many cases, the policies are written to comply with 
rules laid out by legislation, which often requires explicit — and sometimes wordy — language.  

Staff Policies aren’t meant to restrict your personal rights.  Rather, you’ll notice that most of them are in 
place to protect your rights and ensure you have a comfortable working environment.  

In some cases, Staff Policies are also intended to protect us from those rare individuals who defend 
inappropriate actions by claiming “I didn’t know.”  As a result, some of the explicit language may come 
across as formal or distrusting, which isn’t how we operate.  Our intent is to provide those rare 
individuals with crystal clarity about what’s appropriate and what isn’t, as an additional measure of 
protection for both you and the Company.  

If you’re an ethical and reasonable person, most Staff Policies will seem like common sense.  Even so, we 
all have to sign off on them.  

So, please bear with us.  Read them carefully, ask as many questions as you like, and let’s get through 
this housekeeping item together. 

Who Do Staff Policies Apply To?  

In most topics, you’ll see a table directly under the topic heading. This table clearly specifies to whom 
the policy applies.   
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For example, to employees only, or to Everyone – this includes Independent Contractors and 
Consultants.  

Applies to: Everyone  Last Updated: Jan 16, 2017 

 

If a topic doesn’t specify to whom it applies, it applies to Everyone.  

Unauthorized Use of Staff Policies Manual 

POLICY 
The information contained in this Staff Policies Manual is strictly confidential and intended solely for 
your individual use and reference.  

It is supplied to you with the understanding that you will not disclose, share, or distribute this Staff 
Policies Manual under any circumstances without the express written consent of the CEO.  
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Conditions of Your Engagement 
All Staff Policies are important. However, it’s particularly important that you understand the policies in 
this section because its principles are referenced throughout the Manual.  

Sign-Off on Staff Policies 

Applies to: Everyone Topic Owner: <HR Services> Last Updated: <Launch Date> 

POLICY 
As a condition of your Engagement, you have signed off on, or are expected to provide a signature 
confirming your understanding and agreement to abide by, the Staff Policies Manual, which protects 
you, your co-workers, and the Company.   

Terms & Definitions 

Applies to: Everyone Topic Owner: <HR Services> Last Updated: <Launch Date> 

POLICY 
When you sign off on Staff Policies, you’re essentially signing an agreement acknowledging that you’ll 
adhere to them.  So, it’s important that you understand the terminology used in this Manual.  

This Manual uses certain terms that have specific formal meanings. All formal terms are capitalized 
when used throughout the Manual. 

Frequently Used Terms 
Rather than defining a term each time it’s used, the frequently used terms are defined in a separate 
document, Company Terms & Definitions Addendum. Click on the link to access this document and keep 
it open as you read this Manual so you can easily reference definitions for terms used throughout.  

Infrequently Used Terms 
Some terms only apply to specific topics.  In those cases, the definition is included in the Definitions 
section under that topic.  
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Consequences of Non-Adherence to Staff Policies 

Applies to: Everyone Topic Owner: <HR Services> Last Updated: <Launch Date> 

POLICY 
Failure to adhere to Staff Policies may result in disciplinary measures, up to and including immediate 
termination of your Engagement with Just Cause.  

Some policy breaches are more serious than others, and as such will result in more severe 
consequences.  Certain breaches may also negatively and/or permanently affect the Company’s 
business, and may even be life threatening to Company Stakeholders. In these situations, punitive 
measures, including legal or criminal action may be pursued.   

No Expectation to Workplace Privacy  

Applies to: Everyone Topic Owner: <HR Services> Last Updated: <Launch Date> 

We must assume that everything we do while in the Workplace, and everything we store or access using 
Company Materials, Technology Tools, or Electronic Communications, is up for scrutiny. 

POLICY 
Here’s what you need to know:  

 The Company reserves the right to read, verify, inspect, audit, or monitor anything you do in the 
Workplace.  

 Inspections may be conducted at any time, with or without notice, to monitor performance, 
conduct, and Workplace safety and security. 

 Log in accounts, Company Materials, Electronic Communication tools, or other equipment 
belonging to the Company and supplied for the purposes of your work are not to be considered 
private as there may be times when another Staff Member is required, for business purposes, to 
access these materials in your absence.  

This Policy is not intended as a punitive measure.  It’s in place to protect you, your co-workers, your 
belongings, and the Company’s business interests. It’s also designed to protect us all against potential 
liability.    PR
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When You Leave the Company 

Applies to: Everyone Topic Owner: <HR Services> Last Updated: <Launch Date> 

This is what we agree to when we leave the Company.  

POLICY 
When your Engagement is terminated for any reason:  

 Upon the Company's request to do so, you will promptly deliver to the Company:  

• All Company Materials, in good order, whether prepared by you or others.  

• All printed or electronic documents containing any Confidential Information and once 
executed, will destroy/delete all Confidential Information in any format. 

 Adhere to the provisions included in the following Policies that survive and continue after 
termination of your Engagement for any reason:  

• Confidentiality Agreement 

• Non-Competition, Non-Solicitation, & Non-Disparagement Agreement 

• Intellectual Property 

• Insider Trading 

• INSERT:  Any additional policies that are specific to your business or industry that you 
have included in this Manual 

Employee Benefits Plan Participation & Long-Term Absence 

Applies to: Employees Topic Owner: <HR Services> Last Updated: <Launch Date> 

There’s a limit to how long we can participate in the Company’s benefit plan without being at work.  

POLICY 
Should you not be actively at work in the Workplace for any reason, the maximum time you may 
continue to participate in the Company’s benefits plan without being at work is EXAMPLE: 24 months.  
At that time, your participation in the Company benefits plan will be terminated.   
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Any benefits provided to you by our Insurance Carriers on a premium-free basis beyond EXAMPLE: 24 
months may continue to be available to you in accordance with the applicable Insurance Carriers’ 
Benefit Contract & Plan Provisions. 
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Conduct Policies 
Not every situation you’ll encounter is covered in our Conduct Expectations policies; some situations 
are black and white while others may have shades of grey. You’re entrusted to use good judgment in 
your day-to-day activities, and to seek further information or assistance when you need it.  

If you spend even a fraction of a second questioning the appropriateness of your actions, carefully 
reconsider the action, proceed with caution, or back away until you have considered and understand all 
possible consequences. 

Code of Conduct 

Applies to: Everyone Topic Owner: <HR Services> Last Updated: <Launch Date> 

Ethical and appropriate conduct is expected in life, and in the Workplace.  Misconduct won’t be 
tolerated. 

POLICY 
Everyone is expected to conduct themselves in an ethical and appropriate manner. We strive to protect 
the Company and Company Stakeholders from inappropriate, damaging, or illegal actions committed 
either knowingly or unknowingly.   

The Company will not tolerate Misconduct and will immediately take appropriate corrective or 
disciplinary actions when Misconduct occurs, up to and including immediate termination of your 
Engagement with Just Cause.  

Here’s what you’re expected to adhere to:  

 Conduct yourself in an ethical and appropriate manner. 

 Understand and adhere to Staff Policies. 

 Don’t engage in Misconduct. 

Attendance 

Applies to: Employees Topic Owner: <HR Services> Last Updated: <Launch Date> 

The effective operation of the Company depends on the commitment of each and every employee. 
We’re expected to be on time for work and meetings and make an effort to avoid being absent.  

 

 

This template is included in the ConnectsUs HRTM Toolkits. 

 

 

 

Set up your HR Department  Create HR for Clients 

A complete HR Toolkit for small business to 
create and maintain your HR fundamentals.    

Create your HR materials 

• 260+ premium templates to create  
contracts, employee manuals, forms, 
spreadsheets and manager guides 

• Download your HR folders 

• Identify your HR priorities 

• 22 HR topics 

• Create HR intranet 

Support your HR Function 

• COVID-19 Portal 

• Legislation Portal 

• Remote Workforce Portal 

• Mental Health Portal 

• Diversity & Inclusion Portal 

• Weekly updates, email notifications 

• Help & support. With real humans! 

 HR Toolkit for Small Business, but made for HR 
consultants with the following differences:  

• Special licensing for use with clients 

• Additional module + additional download of 
pre-assembled folders and templates to 
create your own master HR toolkit to 
re-use for new clients 

• Pricing.   

 

This page is not available for preview.  

Sign up for a free Trial and download this template now!  Link in footer. 

http://www.connectsus.com/
http://www.connectsus.com/licenses/overview


 
 

Staff Policies Manual 
 

Copyright © ConnectsUs HRTM 11 / 42 Document #: PC-ALL-1585-R-1.0 

This is a generic template for reference only. Consult current legislation in your area to ensure compliance. Document Owner: HR 
This file includes embedded ConnectsUs identifiers. Prohibited use without a valid license. Learn more Last Updated: <insert date> 

POLICY   
You’re expected to work a Standard Work Week unless absolutely unavoidable or you’re on holidays. 
Chronic absenteeism and tardiness results in additional costs for the Company and affects the people 
around you who count on you to be at work and in meetings on time.   

Chronic absenteeism and tardiness may result in disciplinary action up to and including termination of 
employment with Just Cause.  

Working Remotely or from Home 

Applies to: Everyone Topic Owner: <HR Services> Last Updated: <Launch Date> 

We’re all part of a team, and any good team begins with physically being together in the same work 
space. 

POLICY 
Working remotely is not permitted, unless authorized.  Here’s why: 

In order for us to be successful, communication and collaboration is key, and we need to be working 
side-by-side.  

It’s critical that we are all present in the office. Some of the best decisions and insights come from 
hallway and lunchroom discussions, meeting new people, and impromptu meetings. Speed and quality 
are often sacrificed when we work from home.  

It’s not only about your individual tasks and job. It’s about the interactions and experiences that are only 
possible when we’re in the building. 

Health & Safety  

Applies to: Employees Topic Owner: <Safety Services> Last Updated: <Launch Date> 

The goal:  No one gets hurt. 

Let’s work together to meet that goal.   

POLICY 
It’s your responsibility to:  PR
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 Conduct yourself in a safe manner at all times as deemed by a Reasonable Person. 

 Work in compliance with Occupational Health & Safety (OH&S) acts and regulations.  

 Complete all safety training that applies to your position. You may be required to demonstrate 
your level of understanding of training through the completion of tests, quizzes and/or task 
observation. 

 Adhere to policies that prescribe safety procedures and precautions as directed by the 
Company. 

 Report Workplace hazards and dangers. 

 Ensure you don’t use or operate any equipment or work in a way that may endanger you or any 
Staff Member. 

 Don’t engage in any prank, contest, feat of strength, unnecessary running, or rough and 
boisterous conduct that could pose a risk to your safety or the safety of others. 

 Don’t engage in work while impaired by alcohol, drugs, or other causes.  

Off-Duty Conduct 

Applies to: Everyone Topic Owner: <HR Services> Last Updated: <Launch Date> 

Just because we’ve left the Workplace doesn’t mean we can do or say anything we want without 
consequences.  

POLICY 
Off-Duty Misconduct will not be tolerated. You’ll be disciplined, up to and including immediate 
termination of your Engagement with Just Cause for engaging in Off-Duty Misconduct.  

The Company has a right to maintain its brand and reputation and Staff have a right to work in a 
comfortable environment free of inappropriate conduct and statements by co-workers, including 
threatening or harassing behaviour.   

Do these rights apply to your conduct or actions that occur outside of the Workplace?  Yes.  It makes no 
difference how these rights are violated, or if it happens during working hours or off-duty. Once 
Misconduct occurs, particularly if it’s in the public domain, Staff may lose trust and respect for you and 
may even refuse to work with you.  

You’re not obliged to like your co-workers or agree with the Company or with everything in the 
Workplace, but you do need to be respectful, ethical, lawful, and professional when off-duty. 
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Confidentiality Agreement 

Applies to: Everyone Topic Owner: <HR Services> Last Updated: <Launch Date> 

During the course of your Engagement, you may have access to certain Company proprietary and 
Confidential Information that we’re all expected to keep safe and not share externally or with other 
Staff unless there’s a legitimate business or legal reason to do so.  Some of the provisions of this Policy 
also survive termination of your Engagement for any reason.   

POLICY 
The Company takes Confidential Information very seriously, including securing the private and 
Confidential Information of Company Stakeholders. Any unauthorized disclosure, use, or dissemination 
of Confidential Information could seriously and detrimentally affect the conduct of the business and 
interests of the Company and its goodwill.  

Here’s what you’re expected to adhere to:  

 Confidential Information must not be divulged to anyone other than authorized persons, and 
must only be used for the Company’s benefit.  When in doubt, ask your Manager.  

 Confidential Information must only be divulged to a Company Stakeholder when it’s essential 
for you and the Company Stakeholder to perform your jobs, and you’re both in authorized 
positions to communicate and receive that information.  

 ** You may be in a position where highly sensitive Confidential Information or private, personal, 
or sensitive information about Company Stakeholders is entrusted to you, such as: 

• A position in Payroll, Finance, Legal, Human Resources 

• A position that has access to private customer information 

• A senior position with access to highly sensitive or strategic information 

In these positions, safeguarding Confidential Information is an expected part of your duties and 
ought to be known by any Reasonable Person in these types of roles. As such, you’re measured 
by a higher standard. Disclosing any Confidential Information or private, personal, or sensitive 
information about Company Stakeholders without a valid and authorized business reason to do 
so will result in disciplinary action, particularly in the case where personal or private information 
was used or disclosed for personal gain, or to be hurtful.  An example would be sharing medical 
information about a co-worker with another co-worker to propagate malicious gossip or 
because it makes for a good story. 

 ** If you’re asked to take on a project or work assignment that includes temporary access to 
Confidential Information that you don’t normally have access to in your day-to-day duties, such 
as confidential, private, personal, or sensitive information about Company Stakeholders, you’ll PR
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be required to sign a EXAMPLE:  PC‐MGR‐1860-R. Delegate Confidentiality Agreement Script, 
which will hold you to the same higher standard used to measure positions that are entrusted 
with such Information. 

 ** For a period of 5 years after your Engagement with the Company is terminated, except as 
authorized by a Director or officer of the Company (other than you), you won’t directly or 
indirectly, use, disseminate, or disclose any Confidential Information to anyone. 

 ** If you’re compelled by law or ordered by a Court to disclose any Confidential Information, 
you will not be deemed to have breached your obligations to the extent that you comply.  

** Provisions of this Policy that survive termination of your Engagement for any reason. 

PROCEDURE 
Here’s how we expect you to handle and secure Confidential Information when in the Workplace, 
including working remotely or in your home office: 

 Confidential Information including all Company Materials will be safeguarded at all times.   

 If, at any time, you become aware of any unauthorized access, use, possession, or knowledge of 
any Confidential Information by any third party, you’ll immediately notify INSERT:  Position not 
the individual's name and you’ll take all reasonable steps requested by the Company to prevent 
the recurrence of such unauthorized access, use, possession, or knowledge.   

 All printed Confidential Information residing in your place of work in the Workplace will be 
locked, safeguarded, and shredded when no longer required.  

 All Confidential Information must be stored in secure folders on the Company server, which 
restricts access based on user permissions.  Elaborate if necessary and point to particular drives.   
This enables IT to implement the appropriate back up and restoration procedures and ensure 
that confidentiality is maintained. 

 Confidential Information will never be stored on any personal device, personal server, personal 
drive, personal cloud directory, or personal file sharing account. All electronic files will be saved 
in the Company’s EXAMPLE:  Dropbox folders.  

 Company stationery, Company email, and other Company Technology Tools or Electronic 
Communication tools will be used exclusively for communicating Confidential Information.  

 Personal devices or other personal methods will not be used to communicate Confidential 
Information.  

 All final signed contracts and corporate documents must be kept in EXAMPLE: Finance 
Department. 

 Everyone is responsible for protecting the security of Confidential Information on our servers 
and cloud-based websites. You must not reveal your passwords to anyone, under any 
circumstances. 
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 Data storage devices such as portable drives and CDs must be password-protected. 

 Everyone is expected to secure Confidential Information within their workspaces. This means 
that when you leave work for the day or are absent from your desk or workspace for an 
extended period, you must lock all Confidential Information in your desk or storage cabinet(s). 
This includes papers and data storage devices such as portable drives and CDs. 

 If you have a legitimate business reason for communicating Confidential Information to people 
outside of the Company (for the purposes of this Policy, “Third Parties”), you’ll provide the 
Company with all reasonable assistance to protect the confidentiality of any Confidential 
Information that you may have to directly or indirectly disclose, publish, or make available to 
Third Parties. Measures to protect Confidential Information, include the following:  

• Highly sensitive Confidential Information will not be communicated using unsecured regular 
email or wireless mobile devices, and will only be communicated using the following 
methods:  

 In person 

 Using a landline telephone 

 Using an encrypted email account provided by the Company for the specific purpose of 
sending highly sensitive Confidential Information.  At the very minimum, confidential 
documents must be transferred by way of password-protected documents and linked 
directly to our file sharing service. 

• Confidential Information going through internal or external mail must be marked as such on 
the outside of the envelope. 

• Take the necessary steps to inform Third Parties of the confidential nature of the 
information and make them aware of their responsibility to keep such information 
confidential. 

• When printing Confidential Information that should not be seen by anyone who is not 
authorized to view the information, for example payroll reports, take steps to ensure that 
it’s not seen by other Staff.  

• When faxing Confidential Information, take steps to ensure that the recipient obtains the 
information directly. 

Non-Competition, Non-Solicitation, & Non-Disparagement Agreement 

Applies to: Everyone Topic Owner: <HR Services> Last Updated: <Launch Date> 

During our Engagement, and for a defined period after the termination of our Engagement, we won’t: 

 Work for a direct competitor. PR
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 Poach Staff or customers. 

 Say malicious things about the Company and its people in public. 

DEFINITION 

Competing Business 

Any business, company, or entity in INSERT:  geography.  Example:  North America  that is, or is 
preparing to be, in competition with any product or service developed, in development, distributed or 
offered by the Company up to the date of termination of your Engagement, including, but not limited to, 
the following competing businesses:  

 CUSTOMIZER:  include specific names of competitive businesses and any of their affiliates or 
other strategic business units that may go by another name  

 Business Name 

 Business Name 

 Business Name 

The Company may expand or revise the list of Competing Businesses, which, subsequent to the latest 
date of this Policy, is determined by the Company, exercising its discretion reasonably, to have become a 
competitor of the Company, and the obligations set out in this section of the Policy will apply to such 
additional company or entity. 

POLICY 
Your obligations outlined in this Policy survive the termination of your Engagement for any reason.  

Non-Competition 
You agree that during your Engagement, and for a period of 6 months after its termination for any 
reason, you won’t, without the prior written and informed consent of the Company’s INSERT:  Position, 
example CEO, be employed by, engaged with, or involved with a Competing Business — either directly 
or indirectly, whether as principal, agent, employee, Independent Contractor, advisor, Consultant, 
director, officer, or otherwise.  

Non-Solicitation 
You agree that during your Engagement and for a period of 1 year thereafter, you won’t, either directly 
or indirectly and either alone or with others, canvass, entice, or solicit: 

 Customers and suppliers, as they relate to any orders for any product or service that is, or has 
been, researched, developed, manufactured, produced, provided, marketed, distributed or 
otherwise dealt in by the Company from any person, firm or company that has been, at any 
time within the previous 1 year period, a customer or supplier of the Company, or any 
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prospective customer or supplier of the Company identified by the Company during the term 
of your Engagement.  

 Company Stakeholders, including any person who is a director, officer, employee, Independent 
Contractor, or Consultant of the Company to leave or terminate such Engagement for the 
purpose of establishing a business, or for the purpose of joining a Competing Businesses or 
other business that develops, manufactures, produces, provides, markets, distributes or 
otherwise deals in any product or service that is of a type similar to any product or service that 
is or has been researched, developed, manufactured, produced, provided, marketed, 
distributed or otherwise dealt in by the Company during the term of your Engagement.  

Non-Disparagement 
You agree that during the term of your Engagement, and upon termination of your Engagement for any 
reason, you won’t make any adverse or unfavorable public statements concerning the Company, 
Company Stakeholders, or concerning any relationship you may have, or may have had, with the 
Company. 

Intellectual Property 

Applies to: Everyone Topic Owner: Finance Last Updated: <Launch Date> 

We all receive compensation to create, develop, investigate, and compile intellectual and material 
property for the Company.  Everything we create, develop, investigate, and compile in the Workplace 
belongs to the Company. 

POLICY 
Here’s what you’re expected to adhere to:  

 You will not use or bring to the Company intellectual property that is the property of any 
previous employer, client, or entity without notifying the Company.  Any legal action brought 
against the Company relating to breach of this clause may result in the Company’s pursuit of 
punitive measures against you.   

 *You acknowledge and agree that unless clearly outlined otherwise in a contractual agreement, 
the Work Product belongs to and is the property of the Company, provided such Work Product 
relates, in any way, to the business of the Company or provided that it could reasonably be 
expected by the Company to relate, in any way, to the business of the Company.  You waive any 
moral rights (as that term is defined in the applicable Copyright Act) to the Work Product. PR
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 *You’ll disclose to the Company all Work Product, and execute and deliver to the Company all 
instruments or papers necessary in addition to this Policy, if any, to perfect and enforce the 
exclusive ownership and enjoyment of the Work Product by the Company in all countries. 

*Provisions of this Policy that survive termination of your Engagement for any reason. 

Use of Technology Tools & Electronic Communication  

Applies to: Everyone Topic Owner: Finance Last Updated: <Launch Date> 

The way our Technology Tools are used and our Electronic Communications delivered is a big deal.  Most 
of what’s written below speaks to common sense, but it’s important that you review the rules around 
how to use the technology we have in place.  Chances are, there are a few things included here you 
didn’t know.  

READ IN CONJUNCTION WITH 
The following policies are closely related and are essential to understanding the context throughout this 
important Policy: 

 No Expectation to Workplace Privacy 

 Code of Conduct 

 Information Technology Security 

 Personal Activities in the Workplace 

 Off-Duty Conduct 

 Confidentiality Agreement 

 Use of Mobile Devices 

 External Company Communication 

POLICY 
Our Technology Tools and Electronic Communication tools are provided to assist us in the performance 
of our jobs. If used properly, they’re valuable resources for increasing our daily efficiency and 
effectiveness. If used improperly, they can cause problems for you, your co-workers, the business, and 
other external stakeholders.  

We expect Everyone to use our Technology Tools and Electronic Communication tools in a professional 
and appropriate manner, and not use them for any purpose that would reflect negatively on the 
Company.  
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This Policy applies in the following situations:  

 When you’re in the Workplace 

 When you’re accessing Technology Tools remotely (for example when using VPN) 

 While you’re off duty under circumstances outlined in the Off-Duty Conduct policy 

  Personal Use of Technology Tools & Electronic Communications 
The Company can’t take responsibility for the risks associated with Staff’s personal use of its Technology 
Tools or Electronic Communication tools.  

 You may not use the Company’s Technology Tools, Electronic Communication tools or Social 
Media accounts for personal use except as follows: 

• You may use your Company-supplied Mobile Devices for local personal phone calls. 

• You may connect your personal Mobile Device to the Company’s wi-fi when an internet 
connection is needed.  Be aware that when electronic transmission is accomplished using 
Internet addresses and domain names registered to the Company, the transmission will 
likely be perceived by others to represent the Company.  

 You’ll use your own email account using your own Mobile Devices to send and receive personal 
email.   

• The Company’s email system is never to be used to send or receive personal emails. 

• Personal webmail is not to be accessed from the Company’s Technology Tools.   

 You may not use remote desktop software to connect to your personal computers, servers, files, 
or software. 

 You may not open or save personal files, photographs, music, videos, or audio recordings on the 
Company’s Technology Tools. You may only open and save personal files, photographs, music, 
videos, or audio recordings on your personal Mobile Devices.  

 Non-Company-related commercial activities are not allowed in the Workplace and the 
Company’s Technology Tools must not be used for these activities. 

Technology Tools 

What’s Expected of You — Technology Tools 

Here’s what you’re expected to adhere to: 

 Use the Company’s Technology Tools to conduct business activities that are directly relevant to 
your specific job requirements or productivity such as the following:  

• Creating documents 

• Researching topics relevant to your specific job requirements PR
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• Communicating appropriately and professionally with Company Stakeholders regarding 
business matters 

 Take utmost care not to damage the Company’s Technology Tools including all hardware such as 
your Company-supplied computer or Mobile Devices.  

 Keep all Technology Tools password-protected to minimize the risk of unauthorized use of 
Company information.  

 Advise IT immediately if any of the Company’s Technology Tools have been lost or stolen.  

 Respect the copyrights, software licensing rules, property rights, privacy, and prerogatives of 
others, just as in any other business dealings.  

 Adhere to the security measures we’ve put in place to maintain system integrity.  

 Uphold the principle of copyright at all times. 

 Scan all permitted downloaded files for possible viruses.  

 Understand that all software downloaded or installed is the property of the Company. 

What You Can’t Do — Technology Tools 

Although not an exhaustive list, examples of prohibited activities relating to Technology Tools include: 

 Using your personal equipment or property for the creation, transmission, or storage of 
Company information.   

 Copying, destroying, or altering Technology Tools or other information that belongs to the 
Company or Company Stakeholders.  

 Downloading unreasonably large files that may hinder network performance.  

 Downloading your own software where the Company supports similar software used for the 
same purpose.  For example, the Company uses Example:  Go to Meeting as its web conference 
tool.  You may not download Skype and use your own account to conduct web conferences as a 
Company representative.   

 Leaving Technology Tools sessions logged on when not in use  

 Disabling, uninstalling, or circumventing security measures put in place by the Company such as 
firewalls, authorization, virus protection, etc., thereby putting the Company Technology Tools at 
risk. 

 Allowing others to use any of your login credentials or passwords. 

 Divulging or sharing private or Confidential Information about the Company or Company 
Stakeholders to any person or entity not authorized to receive that information. 

 Damaging the reputation and goodwill of the Company and Company Stakeholders.  

 Attempting to monitor or read another user’s profile, account, files, or communications. 
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 Using the Internet for illegal activities. 

 Transmitting spam. 

 Visiting sites for personal reasons, particularly sites that are considered inappropriate, 
pornographic or “obscene.” If you connect unintentionally to a site that contains sexually 
explicit or offensive material, you must disconnect from the site immediately and advise the IT 
department.  

 Displaying, storing, archiving, distributing, editing, or recording any kind of sexually explicit or 
obscene images, videos, documents or other materials using the Company Technology Tools.  

 Downloading music or movies. 

 Downloading or distributing pirated software or data. 

 Downloading entertainment software or games, or playing games against opponents over the 
Internet. 

 Downloading images or videos, unless there’s an explicit business-related use for the material. 

 Gaining access to areas in the Company Technology Tools that you’re not authorized to access.  

 Gaining illegal or unauthorized access to other Company or external computers or databases 
that are not in the public domain. 

Electronic Communication 

What’s Expected of You — Electronic Communication 

In conjunction with the guidelines outlined in the Technology Tools section of this Policy, you’re 
expected to:   

 Honestly disclose who you are when you send email, register accounts, or conduct other 
Electronic Communications. 

 Understand:  

• That the Company shall not be liable, under any circumstances, for any errors, omissions, 
loss, or damages claimed or incurred due to your unauthorized use of Electronic 
Communications. 

• That special care and judgment is required at all times when participating in Social Media. 
Any communication made through Social Media is or can easily become public. 

• Who can officially represent and speak on behalf of the Company when accessing Social 
Media or delivering Electronic Communications.  Refer to Who Can Engage in Social Media 
on Behalf of the Company, and How section below.  

• That the identity of anonymous contributors can often be revealed. PR
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• That once delivered, Electronic Communications content can usually never be rescinded or 
deleted. 

• That what you publish reflects both on you and on the Company if you’re participating 
online as a Company representative.  

• That you’re under no obligation and shouldn’t feel pressured to ‘friend’ or ‘follow’ or 
network with Company Stakeholders. If you’re uncomfortable with adding a contact — 
don’t add them. 

• That everything you communicate must be truthful, accurate, and able to be substantiated. 

• That it’s okay to be hesitant and to pause and think before you post or click ‘Send.’  If you're 
about to publish something that makes you even the slightest bit uncomfortable, don't 
shrug it off and click ‘Send.’  Take a minute to review this Policy and its related Policies and 
try to figure out what's bothering you. Then fix it. If you're still unsure, you might want to 
discuss it with your Manager. Ultimately, what you publish is yours – as is the responsibility. 
It’s important that you’re sure. 

• That Social Media sites and Electronic Communication rules are continuously changing and 
evolving and as such, this Policy may be amended at any time and changes will be 
communicated as appropriate.  

What You Can’t Do — Electronic Communications 

Although not an exhaustive list, the following includes examples of prohibited activities: 

 Violating any laws, including those regarding Human Rights, defamation, copyright, or other 
intellectual property rights, securities, financial disclosure, and privacy rights, among others. 
INSERT: Any applicable industry specific laws or considerations should also be included in this 
list 

 Sending interactions or materials that violate the Code of Conduct policy, or that may be 
considered offensive to any other person, including, but not limited to, pornographic or sex-
related links or content, any inappropriate reference or jokes that include references or 
insinuations to Protected Grounds.  

 Using abusive or offensive language. 

 Using the Company’s trademark or copyrighted logos unless authorized to do so. 

 Making libelous, slanderous, or maliciously false statements.  Doing so constitutes fraud or libel, 
and may result in legal prosecution. Information made available to others must be accurate.  

 Attempting to harass others by using Company Technology Tools to deliver obscene, vulgar, 
threatening, or unnecessarily repetitive information.  

 Posting or sending sensitive, libelous, incendiary or personal information about Company 
Stakeholders.   

 Disguising or attempting to disguise your identity. 
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 Using another person’s account, including email accounts to deliver Electronic Communications. 

 Copying or redistributing Electronic Communications or attachments belonging to another 
without permission from the originator. 

 Engaging in any fundraising activity, endorsing any products or services, or participating in any 
political activity, unless formally authorized to do so.  

 Sending chain letters, no matter how inspirational, informative, or alarming they seem to be. 

 Sending credit card details, social insurance numbers, or other sensitive and private information 
that violates Privacy laws 

 Delivering Electronic Communications that include solicitation or promotional communication 
that implies endorsement by the Company when no such endorsement exists. 

 Representing and speaking on behalf of the Company when you’re not authorized do so. Refer 
to the External Company Communications policy and the Who Can Engage in Social Media on 
Behalf of the Company, and How section below.  

 Sending or posting information that includes Confidential Information.  

 Posting or sending video or audio recordings, or photographs of the Company premises, 
products, customers, visitors or Staff for any reason, unless you’ve received prior written 
authorization to do so.   

 Sending interactions or material that may be considered offensive including, but not limited to, 
racial or off-color jokes, pornographic or sex-related links or content, or jokes based on age, 
national origin, ethnicity, religion, pregnancy, marital status, sexual orientation, disability, or any 
other legally Protected Grounds under jurisdiction law. 

Who Can Engage in Social Media on Behalf of the Company, and How 

Social Media is continually evolving and is changing how Staff communicates. While it creates endless 
opportunities, Social Media also creates new challenges, new responsibilities, and ultimately the 
emergence of new rules to address its use. 

   It’s the Company’s intention to be very clear about who’s permitted to engage in Social Media as 
a representative of the Company. 

Only Staff who have been explicitly authorized, as described below, are permitted to officially represent 
and speak on behalf of the Company when engaging in Social Media. 

 <Describe who can and can’t use social media on behalf of your company. This may include only 
certain individuals in the marketing department>. 

 <Describe the types of social media that may be used on behalf of your company, and by 
whom>. 

 <Describe the approval process for use of social media on behalf of your company >. PR
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 <Provide specific and detailed guidelines when using social media on behalf of your company 
that are aligned with your company goals, social media presence, values, industry, and risk 
tolerance>. 

 <Assign an internal owner, trainer, go-to person, ‘police,’ or policy enforcer for all use of social 
media on behalf of your company>. 

  No Expectation to Privacy  
As outlined in the No Expectation to Workplace Privacy policy, the Company reserves the right to read, 
verify, inspect, audit, and/or monitor anything you do in the Workplace.  

That means you must not have any expectation of privacy in anything you create, store, send, or receive 
using the Company’s Technology Tools and Electronic Communication tools and that any of your digital 
activities, including Company email messages, downloaded files, and internet usage may be viewed or 
monitored by the Company without prior notice. 

  Consequence of Violation of Policy 
Given the potential for serious and irreparable consequences and damages caused by non-adherence to 
this Policy, be aware that violations of this Policy will be taken seriously, and will result in disciplinary 
measures, up to and including immediate termination of your Engagement with Just Cause.  

Consequences relating to some of the prohibited activities included in this Policy may include you and 
the Company being held liable for damages. If you’re found to be responsible as a result of a violation of 
this Policy, legal action may be taken against you and you may be required to repay the Company or 
others for any losses incurred. For example:  

 If you electronically communicate any illegal, threatening, libelous, defamatory, offensive, 
racist, or obscene remarks, you may be held liable. 

 If you forward Company Confidential Information or unlawfully divulge private information 
about Company Stakeholders, you may be held liable.  

Additionally, if the violation of this Policy resulted in criminal conduct, the Company will provide the 
records to the appropriate authorities for possible criminal prosecution. 

Personal Activities in the Workplace 

Applies to: Employees Topic Owner: <HR Services> Last Updated: <Launch Date> 

We probably don’t always realize how much time we spend on Personal Activities, distractions, and 
interruptions in the Workplace and we’re asked to be mindful about it and make sure that the sum of 
our Personal Activities doesn’t exceed EXAMPLE: 30 minutes a day.  
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READ IN CONJUNCTION WITH 
Personal Activities in the Workplace must adhere to all policies included in the Staff Policies Manual, but 
are particularly closely related to the Use of Technology Tools & Electronic Communication policy. 

POLICY 
It may be unrealistic to expect us not to attend to personal matters or engage in Personal Activities in 
the Workplace. However, decreased productivity as a result of distractions and Personal Activities has 
become a significant issue for businesses in general, and its effects escalate each year.   

The purpose of this Policy is to clearly define “appropriate levels” of Personal Activities in the Workplace 
as no more than EXAMPLE: 30 minutes per day during the days you’re working a regular full day, or 
EXAMPLE: 8 hours. Daily periods permitted for Personal Activities in the Workplace are pro-rated for 
part-time Employees or partial work days.   

Here’s what you need to adhere to: 

 EXAMPLE: 30 minutes of Personal Activities expires at the end of each work day and can’t be 
accumulated, banked, or carried over. In other words, the EXAMPLE: 30 minutes begins at the 
start of your work day and ends at the end of your work day. For example, if you don’t engage in 
Personal Activities on Monday, your Monday EXAMPLE: 30 minutes don’t accumulate or get 
added to Tuesday’s EXAMPLE: 30 minutes or to any future period.  

 While it may be difficult to determine how much time each of us spends on Personal Activities 
in the Workplace, it’s your responsibility to ensure that such activities don’t exceed EXAMPLE: 
30 minutes per day, and that your job responsibilities and deadlines are met. 

 Personal Activities in the Workplace can’t:  

• Interfere with normal business operations or your productivity and ability to meet 
deadlines. 

• Result in additional expenses for the Company. 

• Be considered an entitlement. Think of it as an insurance, one that’s available to you if you 
need it.  

Requests for Accommodation 
In accordance with jurisdiction Human Rights Code, the Company will consider any reasonable requests 
for accommodation of an activity that may be deemed a ‘personal activity’ under this Policy.   

In Good Faith 
The Company believes that this Policy is generous, progressive, and demonstrates flexibility. It 
essentially provides a significant extra paid benefit to full-time regular employees that can be calculated 
as 6% (30 min / 8 hour day) of your wages.  PR
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Repeated abuse of Personal Activities in the Workplace will be addressed and will result in disciplinary 
measures.  

Impairment-Free Workplace 

Applies to: Everyone Topic Owner: <HR Services> Last Updated: <Launch Date> 

OVERVIEW 
The Company strives to create a safe environment for Staff and other Company Stakeholders who visit 
our premises. Our duty as an employer includes ensuring we do what we can to prevent the use of 
Substances in the Workplace before or during work hours that may impair your ability to perform your 
work functions responsibly.  

READ IN CONJUNCTION WITH 
 Intoxication at Company Events  

DEFINITION 

Substance 
Illicit drugs or Legal Substances 

Impairment  
Impairment refers to the deterioration of an individual's judgment or a decrease in their physical ability 
as a result of Substance use.  Even small amounts of a Substance can affect your mental and physical 
abilities. Different Substances act on your brain in different ways, but almost all affect your: 

• attention 

• judgment 

• motor skills 

• reaction time 

• decision-making skills 

• balance and coordination 
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POLICY 
Everyone – including volunteers and contractors, are expected to report fit for duty for scheduled work 
and be able to perform assigned duties safely and acceptably without any limitations due to use or after 
effects of Substances, or any other substance that may impair judgment or performance.  

The presence of illicit drugs, recreational cannabis, or alcohol in the Workplace is not permitted.  

Any illicit drug or drug paraphernalia found in the Workplace will be turned over to the appropriate 
authorities and may result in criminal prosecution. 

As with any case of Workplace Misconduct, you’ll be subject to disciplinary measures, up to and 
including termination of your employment with Just Cause for violation of this Policy, depending on the 
circumstances and severity and frequency of the violation(s). 

Intoxication at Company Events 

Applies to: Everyone Topic Owner: <HR Services> Last Updated: <Launch Date> 

OVERVIEW 
Intoxication is distasteful, embarrassing, and dangerous. It’s best to avoid it at Company events.  

READ IN CONJUNCTION WITH 
 Impairment- Free Workplace  

POLICY 
Many of us may believe that a Company party or social event is merely an opportunity to have fun and 
relax, and no different than a gathering with friends and family. However, a Company party or social 
event is essentially a casual business event. Being Intoxicated is inexcusable and dangerous for your 
physical well-being and the well-being of others — particularly when driving.  

Intoxication can also result in embarrassing and inappropriate situations with event attendees. Consider 
up front that your behaviour will likely be observed by everyone — your direct reports, peers, <Senior 
Management Team> — and their spouses. 

Take responsibility for your own consumption of Legal Substances and moderate your intake. Avoid the 
potential for unsafe outcomes and a depreciation of your reputation that can stem from Intoxication 
and inappropriate behaviour at Company events.  PR
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Terms of Understanding 
Staff and when applicable, their guests, are invited to Company events where Legal Substances are 
served or are permitted on the condition that you will:  

 Take responsibility for your own consumption of Legal Substances and that of your guest. 

 Moderate your intake of Legal Substances. 

 Co-operate with the Company’s efforts to ensure your safety. 

 Not return to work while under the influence of a Legal Substance after a Company event. 

 Assist the Company to apply this Policy to other Staff and guests. 

Not operate a vehicle after a Company event while you’re impaired. 

Insider Trading 

Applies to: Everyone Topic Owner: <HR Services> Last Updated: <Launch Date> 

Buying and selling publicly traded stock based on insider information (known as “insider trading”) is 
illegal. 

DEFINITIONS 
For the purposes of this Policy: 

“Insider information” refers to knowledge about the Company that’s possessed by an individual, 
employee, or affiliate of the Company, and which: 

 Has not been released to the public 

 Could be used for personal profit 

 Could influence the price of the stock 

POLICY 
When buying and selling our publicly traded stock, the onus is upon you to ensure that you’re not 
engaging in insider trading.  

If in doubt, we urge you to speak with EXAMPLE:  our Chief Financial Officer (CFO)  to discuss the 
situation relating to the undisclosed facts or changes you may be concerned about. The EXAMPLE:  CFO 
may consult with the Company’s counsel on the matter if deemed appropriate. 
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In addition, there may be periods when management issues a ‘blackout’ warning requesting that 
individuals don’t trade for a specified period of time. This will only occur when there’s a significant 
development with respect to Company matters, during which time there’s a heightened risk of a trade 
that may constitute insider trading. 

Dating Co-Workers 

Applies to: Everyone Topic Owner: <HR Services> Last Updated: <Launch Date> 

Developing a consensual romantic relationship with a co-worker can work, provided certain guidelines 
are followed.  

DEFINITIONS 
For the purposes of this Policy: 

Dating 

Entering into a consensual relationship with a co-worker that has progressed beyond a platonic 
friendship 

Party, Parties 

The individual(s) involved in the Dating relationship  

Intimate Contact 

Intimate behaviour which includes public displays of affection or sexuality towards a Party, including 
cuddling, kissing, fondling, touching, or other similar physical contact of a romantic or sexual nature. 

POLICY 
Regardless of the sexual orientation, gender identity, or gender expression of the Parties involved, the 
Company doesn’t prohibit you from Dating or entering into a consensual romantic relationship with a 
co-worker, provided the following guidelines are adhered to. 

Mutual & Voluntary Consent 
 Both Parties must mutually and voluntarily consent to Dating. 

 No undue pressure was brought on by either Party towards the other to engage in Dating. 

 The Parties must not have a reporting relationship. PR
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Performance 
 Dating must not affect the performance or the duties of involved Parties in any way. 

 Both Parties must maintain clear boundaries between their personal and business interactions. 

Workplace Contact  
Both Parties are expected to:  

 Keep personal exchanges limited so that others are not distracted or uncomfortable by such 
exchanges.  

 Never engage in Intimate Contact in the Workplace that would, in any way, be deemed 
inappropriate by a Reasonable Person. 

 Understand that during non-working hours, such as lunches, breaks, and before and after work 
periods, the Parties are not precluded from having appropriate personal exchanges at work 
locations as long as their conversations and behaviours could in no way be perceived as 
offensive or uncomfortable to a Reasonable Person. 

 Ensure that Dating doesn’t negatively impact the Workplace. 

If the Dating Relationship Terminates 
 The Parties’ work performance won’t be negatively impacted. 

 Neither Party will retaliate or disclose personal information about the other Party and will refer 
to the definition of Misconduct to ensure their behaviours are not deemed bullying, harassing, 
or otherwise inappropriate.   

Disclosure of Dating  
Dating must be disclosed if:  

 A reporting relationship exists between the Parties — including relationships where one Party is 
not necessarily the other Party’s Direct Report. The relationship must be disclosed regardless of 
the number of reporting levels between the Parties.  

Example:  Sally is a junior employee in the sales department who reports to Salina who reports 
to Mark who reports to John. The relationship must be disclosed if either Salina, Mark, or John 
enters into a Dating relationship with Sally.  

 Individuals in senior, sensitive, or influential positions are subject to more stringent 
requirements under this Policy and must disclose the existence of a Dating relationship with any 
Individual in the Company to prevent real or perceived favouritism or undue influence. 

 Real or perceived conflict of interest can be deemed by a Reasonable Person. 
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PROCEDURE 

Disclosing the Dating Relationship 
When disclosure of a Dating relationship is required, the Party in the more senior position is expected 
to:   

1. Meet with their Manager or <HR Services> to disclose the relationship and follow up the 
meeting with a written disclosure to <HR Services>.  

2. <HR Services> will meet with the less senior Party to confirm that the relationship is consensual 
and the less senior Party will follow up the meeting with a written confirmation.  

3. By disclosing in writing that Dating is consensual, both Parties confirm that they’re both free to 
end the relationship at any time and neither will be subjected to negative work-related 
consequences. 

4. <HR Services> together with appropriate stakeholders, will determine if a real or perceived 
conflict of interest exists because of the relative positions of the Parties involved. 

5. <HR Services> will submit a written recommendation to EXAMPLE:  the CEO who will make the 
final determination if a conflict of interest exists.  

Where a Conflict of Interest Exists 
Where problems or potential risks resulting from the Dating relationship are identified:  

1. The Company will work with the Parties to consider options for resolving the conflict of interest.  

2. The initial solution will be to make sure that the Parties no longer work together on matters 
where one is able to influence the other or take action for the other. Matters such as firing, 
promotions, performance management, compensation decisions, and financial transactions are 
examples of situations which may require reallocation of duties to avoid any actual or perceived 
advantage or disadvantage. 

3. In some cases, more extreme measures may be necessary, such as changing the reporting 
relationship or transferring a Party to another position or department. The Party in the more 
senior position will be considered for transfer first to avoid any perception of retaliation against 
the less senior Party.  

4. The Party’s refusal of reasonable alternative positions, if available, or continued failure to work 
with the Company to resolve potential conflicts of interest or risks associated with the Dating 
relationship in a mutually agreeable fashion may ultimately result in termination of the Party’s 
Engagement.  PR
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Whistle-Blower Policy 

Applies to: Employees, Directors, 
Officers Topic Owner: <HR Services> Last Updated: <Launch Date> 

When we observe something that’s not right, we don’t ignore it. We report it.  

POLICY 
Everyone is expected to comply with the Code of Conduct and Off-Duty Conduct policies in this Manual 
and to report serious violations or suspected violations in accordance with this Policy, prior to seeking 
resolution outside the Company. 

Here’s what you need to know:  

 Our Compliance Officer is INSERT:  Name or their designate.  The Compliance Officer is 
responsible for investigating and resolving all reported complaints and allegations concerning 
violations of the Code of Conduct Policy, at their discretion.  

 Any Individual who retaliates against someone who has reported a violation in good faith will be 
subject to disciplinary measures, up to and including immediate termination of your 
Engagement with Just Cause.  

 Any allegation that proves not to be substantiated, and which proves to have been made 
maliciously or knowingly to be false will be subject to disciplinary measures, up to and including 
immediate termination of your Engagement with Just Cause.    

 Reports of violations or suspected violations will be kept confidential to the extent possible, 
consistent with the need to conduct an adequate investigation. 

 Anonymous complaints won’t be dealt with under this Policy. 

PROCEDURE 
When observing a serious violation of the Code of Conduct policy, proceed as follows:   

1. Share or report your concerns, suggestions, or complaints with the Compliance Officer. 

2. The Compliance Officer will:  

a. Investigate and resolve all reported violations of the Code of Conduct Policy, at their 
discretion.  

b. Provide advice to the President & CEO and/or the audit committee. 
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3. In the event of any concerns or complaints regarding corporate accounting practices, internal 
controls, or auditing, the Compliance Officer shall immediately notify the board audit 
committee of any such complaint and work with the committee until the matter is resolved.  

4. The Compliance Officer will notify the sender and acknowledge receipt of the reported violation 
or suspected violation within EXAMPLE: five (5)  business days. All reports will be promptly 
investigated and appropriate disciplinary action will be taken if warranted by the investigation.  

Conflict of Interest 

Applies to: Employees Topic Owner: <HR Services> Last Updated: <Launch Date> 

We’re expected to disclose any outside work or personal activity if it puts the Company at risk, puts the 
Company in a competitive disadvantage, or negatively impacts the Company in any way.  

POLICY 
You may, from time to time, pursue personal and private business interests and ventures, and may 
participate in other forms of decision-making organizations/bodies.  

It’s your responsibility to clarify such outside activities and provide a full written disclosure to <HR 
Services> so that an assessment can be made and any potential conflict of interest, real or perceived, 
may be prevented. 

We trust your judgment, but if you’re unsure of a situation that may place you in a conflict of interest, 
please refer to the list below or discuss the situation with <HR Services>.   

The following situations require full written disclosure to and approval by <HR Services>: 

 You, your spouse, or a member of your immediate family is engaged in, or plans to be engaged 
in, a business that is similar in nature to the Company, competes with the Company, services 
Company clients, or is in some way hostile or averse to the Company. 

 You, or any member of your immediate family, directly or indirectly, borrows from, lends to, 
invests in, or engages in any substantial financial transaction with a client, potential client, 
major supplier, or competitor of the Company. Members of immediate family include spouse, 
children, and any other relative sharing your household. Professionally managed mutual funds 
are exempt from this clause, provided the fund manager isn’t a member of your immediate 
family. 

 You’re engaged in outside work that will interfere with your employment and job 
responsibilities. You’re expected to ensure that your Company work commitments, including 
overtime requirements, take precedence over any other job or position you may hold. PR
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 You perform outside work during regular Company working hours and make use of the 
Company Materials or Staff to conduct this outside activity. 

 You accept a retainer, commission, consulting fee, or any other fee arrangement or 
remuneration from a competitor. 

 You receive gifts from a Company supplier or competitor. 

 Your work requires use or disclosure of Company proprietary information or clients.  

 Your relationship with a co-worker where a reporting relationship exists has progressed beyond 
a platonic relationship.  Refer to Dating co-workers policy. 

Appropriate Office Attire & Grooming 

Applies to: Everyone Topic Owner: <HR Services> Last Updated: <Launch Date> 

We all want to be comfortable at work, but we’re all expected to maintain good hygiene and dress 
appropriately as determined by our individual job functions.  

What we wear says a lot about us. We want to communicate in our dress that we are well-organized, 
respectful and sensitive to the customers that we serve. 

POLICY 
It’s important that office workers maintain a standard of professionalism when in the Workplace and 
when representing the Company, and you’re expected to present a clean, neat, and professional 
appearance. 

Ask your manager if you’re unsure about what constitutes appropriate attire and grooming.   

If your manager feels your attire or grooming is not meeting the standards outlined below, you may be 
asked to leave the Workplace until you are properly dressed or groomed. 

Appropriate Attire 
In general, our dress code can be described as ‘business casual which may include: 

 Casual pants (excluding jeans) 

 Casual dresses and skirts 

 Casual shirts, sweaters and blouses 

 Loafers, flats, and heels that are clean, neat in appearance, and in good repair. Shoes must be 
worn at all times. No flip-flops, athletic shoes, or slippers. 
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From time to time, you may be requested to dress more formally in the event of a visit from an 
important customer or when attending a special event. 

Casual Fridays 

On Fridays, Staff are permitted to wear more casual attire in the office (i.e., jeans, runners), but are still 
expected to maintain neatness and grooming standards.  

Inappropriate Clothing 

Inappropriate clothing for both Business Casual and Casual Fridays includes, but isn’t limited to: 

 Wrinkled or unkempt clothing 

 Beach wear  

 Casual or worn-out t-shirts 

 Muscle shirts 

 Tank tops 

 Tube tops 

 Halter tops 

 Shorts or skirts shorter than mid-thigh 

 Strapless clothing (without jackets) 

 Clothing with foul, obscene, or provocative language, or images that may offend a Reasonable 
Person 

 Torn or patched clothing, or clothing that includes holes 

 Sweatpants or sweatshirts 

 Hats 

 If your attire is something you’d wear around the house or to play sports, it’s probably not 
appropriate. 

 Tight-fitting or revealing clothing (For example, the presence or absence of undergarments 
should not be known by others.) 

Grooming 
Good personal hygiene and grooming habits must be maintained. The use of perfume, cologne, or 
heavily scented lotions/creams and the odor of cigarette smoke are not permitted as these can often be 
irritants to others. PR
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Gifts & Gratuities 

Applies to: Employees Topic Owner: <HR Services> Last Updated: <Launch Date> 

Let’s say you have a particularly good working relationship with one of our suppliers.  A holiday comes 
around, and your contact wants to take you out for lunch.  At lunch, they present you with a gift — 
maybe a basket of goods or tickets to a sporting event.  Or maybe you attended a local conference and 
won an expensive bottle of wine.  

Are these items yours to keep?  In order to prevent real or perceived conflicts of interest, the answer is 
no.  

POLICY 
Everyone in the Company should have the chance to enjoy perks.  

If the individual providing a gift represents an external business relationship built on Company time and 
paid for by the Company, or the Company paid for an event where gifts are received, these gifts belong 
to the Company and all Staff.   

Receiving Gifts 
While the purchase of an occasional lunch or coffee may be acceptable, all other gifts from external 
sources must be turned in to <HR Services>, which will secure these gifts for a Company function — such 
as the holiday year-end party, or charitable donations. Gifts include but are not limited to holiday gifts, 
tickets to sporting events, gifts-with-purchase, bottles of wine, chocolates. 

Air Miles 
Reward programs such as air miles or airline mileage programs are a little different. These are perks for 
you and your family to compensate you for your additional efforts required when you’re travelling on 
behalf of the Company or using your own credit card for Company purchases.  Note that you’re 
responsible for any tax consequences associated with reward programs.  

Giving Gifts 
You’re not permitted to give, pay, promise, or offer gifts or anything of value to Company Stakeholders 
for the purpose of securing or appearing to secure preferential treatment. 
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Solicitation on Company Premises 

Applies to: Everyone Topic Owner: <HR Services> Last Updated: <Launch Date> 

We don’t ever really know someone else’s financial situation or beliefs, and solicitation or distribution of 
literature can be uncomfortable for some of us. Therefore, solicitation or distribution of literature of any 
kind in the Workplace isn’t permitted. 

POLICY 

Non-Company Individuals or Outside Vendors 
Non-Company individuals are not allowed, at any time, to enter Company premises for the purpose of 
any form of solicitation or literature distribution. Third parties or strangers are forbidden from soliciting, 
selling, or handing out materials for political, charitable, or similar activities. The only exceptions to this 
prohibition are community benefit projects that are specifically authorized by the Company, and 
approved business-related vendor or Company events. 

Staff 
Staff are not permitted to distribute literature or other materials or to solicit for any cause in the 
Workplace.  

Use of Mobile Devices 

Applies to: Everyone Topic Owner: <HR Services> Last Updated: <Launch Date> 

Whether we’re using a Company-paid or personal Mobile Device, we need to use good judgment to help 
prevent accidents, make sure we’re not harassing or annoying the people around us, and safeguard 
Company and Confidential Information.  

READ IN CONJUNCTION WITH 
 Use of Technology Tools & Electronic Communication   

POLICY 
Here’s what you’re expected to adhere to when using a Mobile Device.  PR
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Using Mobile Devices on Company Premises 
The following applies to both Company-supplied and personal Mobile Devices:  

 Turn off Mobile Devices during meetings, or at least turn the ringer on low or vibrate. If you 
must use your Mobile Device during a meeting, excuse yourself from the meeting and step 
outside so that others are not disturbed. 

 If you’re expecting an urgent phone call, text or email that must be answered while in a 
meeting, advise meeting participants in advance. 

 If you leave your Mobile Device on while you’re at your desk or in the office, keep the ringer on 
low so that others are not interrupted when it rings. 

 Ensure that your ring tone selection isn’t offensive or disturbing to others. Offensive language, 
obscenities, jarring phrases, or loud music isn’t acceptable. 

Using Company-Supplied Mobile Devices 
The following applies to Staff who have received a Company-supplied Mobile Device:  

 As a general rule, unless you have an encrypted Mobile Device, voice or digital conversations 
conducted on a Mobile Device should be considered accessible by the general public and you 
never know who may be listening or accessing your data. Do not discuss Confidential 
Information on a Mobile Device.    

 All Mobile Devices must be password-protected. 

 Review any monthly bills related to the use of your Mobile Device to make sure that they’re 
accurate and that the plan you have is the most cost-effective one for your needs. 

 Protect your Mobile Device from theft, loss, or damage as if it were your own personal device.  

 If your Mobile Device becomes lost, stolen, or damaged, notify EXAMPLE:  IT immediately. We 
may have the resources to instantly de-activate the device remotely. 

 You’re responsible for costs incurred for personal long distance calls.  

 Obtain a roaming plan from the carrier for long distance calls and data when travelling on behalf 
of the Company. 

 Don’t give or loan any Mobile Device to any other person. If a co-worker needs temporary use 
of a Mobile Device, they can contact EXAMPLE:  IT and arrange for a temporary unit. 

 You must return all Mobile Devices immediately upon leaving the Company.  

Using Mobile Devices While Operating a Vehicle or Equipment 
We all know the stats. Using a Mobile Device while operating a vehicle, machinery, or equipment kills 
people.  Don’t do it under any circumstances when you’re in the Workplace or when using a Company-
supplied Mobile Device. 
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Here’s what you need to know and adhere to:  

 Use of any Company-supplied or personal Mobile Device while operating a vehicle, machinery, 
or equipment in the Workplace, is strictly prohibited.  

 Use of any Company-supplied Mobile Device while operating a vehicle, machinery, or 
equipment when off-duty, is strictly prohibited.  

 Your Manager and/or any other Company individual has no authority, under any circumstances, 
to expect you to use a Mobile Device in any way while you’re operating a vehicle, machinery, or 
equipment, or to conduct any activity where the lack of focus, even for an instance, can result in 
serious negative consequences for you or others.   

 If you decide to use a Mobile Device while operating a vehicle, machinery, or equipment, you 
must only use the device once you have pulled over to a safe place and parked the vehicle, 
machinery, or equipment. 

Using Cameras, Web Cams, & Recording Devices 
The use of Mobile Devices with additional camera, video or audio recording functionality has resulted in 
legal and operational concerns for many businesses. Issues such as invasion of privacy, Harassment, 
spying, and loss of productivity associated with these devices have prompted the Company to prohibit 
their use at work. 

As such, cameras or recording devices are not allowed in washrooms, shower areas, or confidential 
areas such as INSERT: Restricted areas where sensitive, secret or confidential information is available.. 

You’re also prohibited from video or audio recording, or taking photographs of Company Stakeholders in 
the Workplace for any reason unless you have received prior written authorization to do so.   

For the purposes of this Policy, “web cams, cameras and recording devices” include any device with the 
capability to capture photographic, video or audio recordings, regardless of whether or not this function 
on the device is selected or used.  

Temporarily Borrowing or Taking Company Materials Off Premises 

Applies to: Everyone Topic Owner: <HR Services> Last Updated: <Launch Date> 

When we borrow, or remove, any Company Materials from Company premises there’s a process we 
need to follow.  If we don’t follow this process, the removal will be considered unauthorized and may be 
construed as theft.   

POLICY 
We’ve invested a considerable amount of money into Company Materials.  PR
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The removal of Company Materials for temporary use from any of our premises without prior 
permission is strictly prohibited. This doesn’t include the use of Company-supplied Mobile Devices or 
other Company Materials that have been specifically and formally designated to you where the 
intention isn’t to assign it for temporary or short-term use.  

PROCEDURE 
1. All requests for taking Company Materials off Company premises must be made in writing 

(email is acceptable) to INSERT: Title responsible for Asset Management and obtain written 
authorization.   

2. Once you’ve obtained authorization to remove Company Materials, the following must be 
adhered to:  

a. As a user of Company Materials, you’re responsible for making sure they are returned in 
the same condition as when you acquired them. Company Materials are to be treated as if 
they belonged to you.  

b. In the case of damaged, lost or stolen Company Materials:  

i. Report it to INSERT: Title responsible for Asset Management as soon as it’s discovered. 

ii. The appropriate authorities, including police, will investigate possible thefts, vandalism, 
or disappearances of Company Materials. 

iii. Finance will process insurance claims for damaged, lost or stolen Company Materials.  

iv. If the removal of Company Materials was to accommodate your personal use of 
Company Materials and the Company's insurance carrier denies reimbursement 
benefits due to your dishonesty or unexplained disappearances, the replacement costs 
may be charged to you, depending on the circumstances.  

External Company Communications 

Applies to: Everyone Topic Owner: <HR Services> Last Updated: <Launch Date> 

We need approval before engaging in certain external communications to minimize Company risk.    

READ IN CONJUNCTION WITH 
This Policy doesn’t include guidelines relating to Electronic Communication such as email or Social 
Media; these are described in detail in the Use of Technology Tools & Electronic Communication policy.  
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POLICY 
There may be situations when you’re approached to publish, interview, discuss, or present on behalf of 
the Company. These types of opportunities for Staff are highly encouraged. 

However, the impact external communications may have on the Company’s brand, minimizing the risks 
associated with potential disclosure of Confidential Information, and the legal risks associated with 
shareholders must be considered.      

Before you engage in any external communication, you must obtain written or electronic approval as 
outlined in the following table.  

Company Activity Approval Required 

When faced with a legal inquiry or action relating to an employee, 
former employee, Job Applicant, customer, office visitor, governmental 
agency, competitor, or any other outside presence 

Immediately direct the 
inquiry to INSERT: Approval 
Title 

Publishing content for the Company’s website INSERT: Approval Title 

Publishing content that’s distributed by general media including 
newspapers, magazines, radio, TV, brochures, and direct mail 

INSERT: Approval Title 

Advertising INSERT: Approval Title 

Advertising for open positions INSERT: Approval Title 

Publishing white papers or other such material relating to the 
Company, its products, services, or facilities 

INSERT: Approval Title 

Releasing Company information that’s communicated, shared, or 
processed by vendors, customers, or third-party providers 

INSERT: Approval Title 

Making speeches or presentations INSERT: Approval Title 

Giving interviews INSERT: Approval Title 

Providing comments to the press INSERT: Approval Title 

Participating in panel discussions INSERT: Approval Title 

Participating in debates INSERT: Approval Title PR
EV

IEW

http://www.connectsus.com/
http://www.connectsus.com/licenses/overview


 
 

Staff Policies Manual 
 

Copyright © ConnectsUs HRTM 42 / 42 Document #: PC-ALL-1585-R-1.0 

This is a generic template for reference only. Consult current legislation in your area to ensure compliance. Document Owner: HR 
This file includes embedded ConnectsUs identifiers. Prohibited use without a valid license. Learn more Last Updated: <insert date> 

 

 

 

This template is included in the ConnectsUs HRTM Toolkits. 

 

 

 

Set up your HR Department  Create HR for Clients 

A complete HR Toolkit for small business to 
create and maintain your HR fundamentals.    

Create your HR materials 

• 260+ premium templates to create  
contracts, employee manuals, forms, 
spreadsheets and manager guides 

• Download your HR folders 

• Identify your HR priorities 

• 22 HR topics 

• Create HR intranet 

Support your HR Function 

• COVID-19 Portal 

• Legislation Portal 

• Remote Workforce Portal 

• Mental Health Portal 

• Diversity & Inclusion Portal 

• Weekly updates, email notifications 

• Help & support. With real humans! 

 HR Toolkit for Small Business, but made for HR 
consultants with the following differences:  

• Special licensing for use with clients 

• Additional module + additional download of 
pre-assembled folders and templates to 
create your own master HR toolkit to 
re-use for new clients 

• Pricing.   

 

This page is not available for preview.  

Sign up for a free Trial and download this template now!  Link in footer. 

http://www.connectsus.com/
http://www.connectsus.com/licenses/overview

	Overview
	About Staff Policies
	Who Do Staff Policies Apply To?
	Unauthorized Use of Staff Policies Manual
	POLICY


	Conditions of Your Engagement
	Sign-Off on Staff Policies
	Policy

	Terms & Definitions
	Policy
	Frequently Used Terms
	Infrequently Used Terms


	Consequences of Non-Adherence to Staff Policies
	Policy

	No Expectation to Workplace Privacy
	Policy

	When You Leave the Company
	Policy

	Employee Benefits Plan Participation & Long-Term Absence
	Policy


	Conduct Policies
	Code of Conduct
	Policy

	Attendance
	Policy

	Working Remotely or from Home
	Policy

	Health & Safety
	Policy

	Off-Duty Conduct
	Policy

	Confidentiality Agreement
	Policy
	Procedure

	Non-Competition, Non-Solicitation, & Non-Disparagement Agreement
	Definition
	Competing Business

	Policy
	Non-Competition
	Non-Solicitation
	Non-Disparagement


	Intellectual Property
	Policy

	Use of Technology Tools & Electronic Communication
	Read in Conjunction With
	Policy
	Personal Use of Technology Tools & Electronic Communications
	Technology Tools
	What’s Expected of You — Technology Tools
	What You Can’t Do — Technology Tools

	Electronic Communication
	What’s Expected of You — Electronic Communication
	What You Can’t Do — Electronic Communications
	Who Can Engage in Social Media on Behalf of the Company, and How

	No Expectation to Privacy
	Consequence of Violation of Policy


	Personal Activities in the Workplace
	Read in Conjunction With
	Policy
	Requests for Accommodation
	In Good Faith


	Impairment-Free Workplace
	Overview
	Read in Conjunction With
	DEFINITION
	Substance
	Impairment

	Policy

	Intoxication at Company Events
	Overview
	Read in Conjunction With
	Policy
	Terms of Understanding


	Insider Trading
	Definitions
	Policy

	Dating Co-Workers
	Definitions
	Dating
	Party, Parties
	Intimate Contact

	Policy
	Mutual & Voluntary Consent
	Performance
	Workplace Contact
	If the Dating Relationship Terminates
	Disclosure of Dating

	Procedure
	Disclosing the Dating Relationship
	Where a Conflict of Interest Exists


	Whistle-Blower Policy
	Policy
	Procedure

	Conflict of Interest
	Policy

	Appropriate Office Attire & Grooming
	Policy
	Appropriate Attire
	Casual Fridays
	Inappropriate Clothing

	Grooming


	Gifts & Gratuities
	Policy
	Receiving Gifts
	Air Miles
	Giving Gifts


	Solicitation on Company Premises
	Policy
	Non-Company Individuals or Outside Vendors
	Staff


	Use of Mobile Devices
	Read in Conjunction with
	Policy
	Using Mobile Devices on Company Premises
	Using Company-Supplied Mobile Devices
	Using Mobile Devices While Operating a Vehicle or Equipment
	Using Cameras, Web Cams, & Recording Devices


	Temporarily Borrowing or Taking Company Materials Off Premises
	Policy
	Procedure

	External Company Communications
	Read in Conjunction With
	Policy





