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What is a Code of Conduct Policy?

A pro code of conduct (COC) policy is a set of guidelines that outlines the expected behavior and
conduct of employees within an organization. It is intended to establish a professional and ethical
standard for employees to follow and create a positive and respectful work environment.

A code of conduct policy may cover a wide range of topics, including:

e  Professionalism: This may include guidelines on how employees should behave and

communicate with colleagues, clients, and other stakeholders.

e  Conflicts of interest: This may include guidelines on how employees should handle situations

where their personal interests may conflict with those of the organization.

e Confidentiality: This may include guidelines on how employees should handle sensitive or

confidential information.

e Ethical behavior: This may include guidelines on how employees should behave in

accordance with the organization’s values and principles.

e Harassment and discrimination: This may include guidelines on how employees should treat

their colleagues and how to report any incidents of harassment or discrimination.

Overall, a code of conduct policy is intended to establish clear expectations for employee
behaviour and help create a positive and respectful work environment. It is important for all

employees to familiarize themselves with the code of conduct and follow it in their daily work.

Code of conduct policy template

XYZ Company is committed to maintaining a positive and respectful work environment that reflects
the values and principles of our organization. To achieve this, we have developed a code of
conduct that outlines the expectations and behaviors we expect of all employees.

By adhering to this code of conduct, you will contribute to a positive work environment that is

conducive to productivity, collaboration, and mutual respect.

General expectations:



Treat all colleagues with respect and professionalism, regardless of their position or

background.

Communicate openly and honestly with your colleagues and supervisor.

Follow all company policies and procedures.

Maintain confidentiality and protect sensitive or proprietary information.

Use company resources responsibly and for business purposes only.

Attend work punctually and consistently.

Maintain a clean and orderly work area.

Harassment and discrimination:

XYZ Company does not tolerate harassment or discrimination of any kind. Our definition of
harassment includes, but is not limited to, any form of harassment or discrimination based on
criteria like race, religion, gender, sexual orientation, age, national origin, disability, or any

other protected characteristic.

If you ever experience or witness an incident of harassment or discrimination in the workplace,

you are encouraged to report it immediately to your supervisor or HR.

Any employee who engages in harassment or discrimination shall be subject to full

disciplinary action, up to and including termination.

Conflicts of interest:

Employees are expected to disclose any potential conflicts of interest to their supervisor or
HR. A conflict of interest can potentially arise when an employee’s personal interests interfere

with their ability to make meaningful decisions in the best interests of the company.

If any conflict of interest is identified, the employee may be required to recuse themselves

from any decisions or activities related to the conflict.

Ethical behaviour:

All employees are expected to always conduct themselves ethically and in accordance with
the values and principles of XYZ Company. This includes avoiding any actions that may

compromise the integrity or reputation of the company.



e |f you are unsure whether a particular action or decision is ethical, you are encouraged to

speak with your supervisor or HR

Violations of this code of conduct:

e Any employee who violates this code of conduct shall be subject to extreme disciplinary

action, up to and including termination.

e Disciplinary action may be taken for any violations, whether intentional or unintentional.
The company reserves the right to modify this code of conduct at any time, and employees

will be notified of any changes.

e The company reserves the right to modify this code of conduct at any time, and employees

will be notified of any changes.

Ultimately, it is important that all employees adhere to this code of conduct and contribute to a
positive and respectful work environment. In case you have any queries about the aforementioned

policies, please don't hesitate to speak with your relevant supervisor or HR.



