CODE OF CONDUCT
_______ is committed to maintaining a collaborative and congenial working environment so that _______ employees have everything necessary to be successful personally and to contribute to _______’s overall success. Therefore, in the best interest of all its employees, _______ will deal promptly with employees who violate policies, whose actions are disruptive to a normal work environment, or whose behavior may have a negative impact on the employment relationship and/or _______’s reputation.  

Notwithstanding anything in this or any other policy or guideline, the relationship between _______ and the employee is “at will” and the relationship may be terminated by either party at any time, without cause or notice.

Corrective Discipline

Corrective discipline is generally progressive in nature and may include multiple steps for most infractions, however, at all times, will be assessed according to the particular circumstances of the event and in _______’s sole discretion. This process is in place to attempt to redirect and correct improper behavior and to develop the employee to a level that meets _______ standards. _______ is dedicated to integrity in every aspect of its business. Customers choose _______ both for the quality of its products and for the integrity of the people who produce them. This confidence in us rests upon a belief that _______ employees consistently decide to do what is right, and will continue to do so in the future As management acts on each issue as it arises and makes a determination based upon the facts of the particular issue, any of the steps may be disregarded or bypassed and/or an employee’s employment may be terminated. 

_______ believes that the overall integrity of the Company demands the continuing commitment of all employees. In making decisions on behalf of the Company, as well as in their individual activities in the workplace, employees are expected to always choose an ethical course of action from among the alternatives. No written code can take the place of personal integrity, common courtesy and good judgment. Yet the following general guidelines, which apply to all directors, officers and employees (full-time, part-time and limited term), highlight the more important integrity policies of the Company and should serve as a guide to minimum standards of proper conduct. 

Any violation of these policies may subject the employee involved to disciplinary action by the Company, including dismissal, and possible civil or criminal penalties, as well as subjecting the Company to possible civil or criminal liability. 

Employees are reminded that both the Company and various governmental agencies view intentional ignorance of dishonest or improper activities to be the same as actual knowledge of those activities. 

Suspected unethical conduct should be reported to the assistant general counsel responsible for compliance at ……@ _______. All significant reports are communicated to the Audit and Ethics Committee of the Board of Directors and the Business Conduct and Ethics Committee, comprised of Company Management. Employees with concerns of financial misconduct or fraud may report such concerns directly to the Audit and Ethics Committee via email at ……@ _______ .

All employee reports and concerns will be handled confidentially, anonymously and with discretion. Employees can report suspected unethical activities without fear of retribution from the Company for doing so. All reports will be investigated, and the Company will undertake remedial measures as they are needed. 

The Company considers it in the best interests of employees and the Company to discuss potential issues involving the Integrity Policy as they develop rather than after the fact. In many cases, specific policies and regulations not included here will apply within departments or to certain employee activities and circumstances. Please contact your manager or the assistant general counsel responsible for compliance for more information. 

Upon starting with the Company, all employees, officers and members of the Board of Directors will be asked to sign an acknowledgement form confirming that they have read and understand the Integrity Policy and agreeing that it is their responsibility to comply with the guidelines contained in it. At least annually, all employees, officers and members of the Board of Directors will be asked to confirm in writing that they have complied with the guidelines contained in the Integrity Policy and that they agree to maintain such compliance. 

Counseling

If a supervisor becomes aware of an issue with an employee, the supervisor should begin by fact-finding, involving collection of information, discussing with the employee with the employee and taking any witness statements and applicable records to determine and record the facts.

After the issue has been recorded and communicated to the Human Resources Representative, management may take a series of actions, at their discretion based on the seriousness of the issue. Management may conduct any, or none, of the following forms of counseling:

Verbal performance feedback/counseling may be undertaken if an employee is not meeting _______ standards and adhering to applicable policies and procedures.

Written Performance feedback/counseling may be undertaken if there is a second problem, a repeat of a previous problem, or the first-time offense is deemed to be serious enough to warrant it.

Final Performance feedback/warning may be undertaken if there are additional problems, a failure by the employee to respond to previous counseling, or there is an offense deemed serious enough to warrant it.

Discharge or termination from employment may be executed as the culmination of the progressive performance feedback/counseling process or the consequence of very serious offense(s) or misconduct. Discharge from employment may occur at any time management determines that the employee is not adequately responding to coaching and/or counseling or the offense is deemed serious enough to warrant it.

Suspension for Disciplinary Investigation

_______ may determine that some misconduct is so serious that the employee(s) under investigation should be suspended from work pending investigation. At the conclusion of the investigation, the employee will be notified of their termination or reinstatement. Employees suspended from work will not receive or accrue any employee benefits during the suspension. If no disciplinary action is taken and the employee is reinstated, back wages for time lost during the investigation will be paid.
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