A. Safety Rules 

· Safety Rules When Operating Machines and Equipment - define-address company policy on safety rules 

· Security - define - address company security policy 

· Seniority - define - address company seniority policy 

· Service Awards - define - address company service awards policy 

· Smoking - define - address company smoking policy 

· Substance Abuse - define - address company illegal substance policy 

· Theft - define - address company theft policy 

· Traffic Violations - define-address policy concerning traffic violations 

· Transfers - define - address company on department/company transfers - course of action for submitting request, which dept. to submit request to, etc. 

· Transportation - address company transportation policy(use of company vehicle, adhering to traffic laws) 

· Uniforms - address company policy concerning uniforms. You may wish to establish a weekly "Dress for Success" day, or a company spirit day where employees are required to wear their company shirts. 

B. Other Company Policies 

· Bonuses - define - address policy concerning bonuses - qualifications for receipt 

· Borrowing Tools & Equipment - address company policy on the borrowing of company tools and equipment 

· Bulletin Boards - address company policy concerning bulletin boards - what kinds of information can be posted, who maintains the board, to whom to submit requests for postings 

· Clean Desk Policy - define-address company policy concerning maintaining clean stations (including filing cabinets) 

· Communications - define - address company policy concerning the use of available company communication systems (recommendation: for company use only - no personal use) 

· Community Activities - define - address company policy concerning community activities and incentives for involvement (bonus, qualifications for bonus etc.) 

· Company Meetings - define - address proper etiquette for company meetings 

· Computer Software (Unauthorized Copying) - define- address the illegal nature of coping software and restrictions for downloading software to school computer systems 

· Contributions - address company policy concerning employee contributions (employee's voluntary contributions to charities, payroll deductions, termination of payroll deduction, etc.) 

· Conversion Privileges - define - address company policy concerning conversion privileges (convert profit sharing to IRA, etc) 

· Department Meetings - define - address company policy concerning department meetings, etiquette, etc.) 

· Discounting - define - address company policy on discounting for employees, relatives, customers, etc. 

· Dress Code / Personal Appearance - define - address appropriate dress code for: 

· Everyday attendance 

· Trade Fair - (formal dress or official company attire) 

· Formal Presentations - (BOYS: clean shaven or well-groomed beard/moustache, groomed hair, collared shirt, tie, slacks, and dress shoes w/dress socks - NO jeans, baggy pants, sandals, t-shirts, shorts, sneakers, hats, chains, sport socks, face jewelry, exposed tattoos. GIRLS: nice pantsuit, knee length or longer dress w/sleeves, knee length or longer skirt, blouse w/sleeves, hosiery, close-toed dress shoes, day-time makeup, groomed hair - NO denim, capris, low-cut dresses or blouses showing cleavage, hemlines shorter than knee length, no sleeveless dresses or blouses, lace or sheer clothing, bra straps revealed, exposed tattoos, facial jewelry, excessive earrings, body glitter, midriff clothing, stiletto heeled shoes, clogs, platform shoes, excessive nail art) 

· Employee Referral / Recruitment Bonus - define - address any incentive for employee referrals or recruitments 

· Entering & Leaving the Premises - define - address policy for entering and leaving the premises 

· Exit Interviews - define - address proper exit interview etiquette 

· Expense Reimbursement - define - address policy for expense reimbursements - authorization prior to expenditures, who provides authorization for expenditures and reimbursements 

· Fire Drills - define - address fire drill procedure 

· First Aid - define - address first aid procedures and who is responsible for administering first aid 

· Food in Office - define - address office policy for food in the office. Be specific. 

· Gifts - define- address policy for gifts received from business partners and employees 

· Grievances & Suggestions - define - establish grievance procedures 

· Housekeeping - address clean desk policy and office organization maintenance 

· Inspection of Packages - address office policy for handling of all mail (incoming and outgoing) 

· Labor Unions - define - address company policy on unionization 

· Layoff & Recall - define - address policy on layoff and employee recall 

· Managers - define - list managers and their subordinate positions 

· Off Premises Activities - Conducted off of the VE business premises - address expected behavior and disciplinary actions associated with violations 

· Office Equipment - define - address office policy for the operation of office equipment. (Recommendation - Establish restricted use for fax machines and telephones. Determine who has the authority to operate particular office equipment) 

· Open Door Policy & Counseling - define 

· Outside Activities - define - address policy on etiquette for outside activities (behavior, dress, etc.) 

· Parking Lot - define - address parking lot policy on campus and when visiting office 

· Payroll Advances - address policy on payroll advances 

· Personal Phone Calls & Mail - define - address policy on personal phone calls, email, mail, and faxes during company time. Address administrative action for violations (loss of phone, email, etc. privileges) 

· Personal Property - define - address policy on employee's personal property brought to or displayed at the worksite (photos, etc.) 

· Personal Use of Company Property - define - address personal use of company property. Address administrative action for violations (loss of computer/email, etc.) 

· Promotion Policy - define - address promotion policy (steps an employee make when he desires a promotion; steps management makes when promoting an employee) 

· Property & Equipment Care - define - address proper property and equipment care; Address administrative action for violations (loss of computer use, etc.) 

· Recycling, Waste Prevention & Conservation - define - address office policy 

· Reinstatement - define - address reinstatement policy when an employee has been suspended or removed from a position 

· Resignation - define - address proper etiquette for submitting a resignation (letter of resignation; two-week notice, to whom to address letter) 

· Restricted Areas - define - address all restricted areas for employee relevant to your worksite 

· Visitors - define - who is assigned to greet visitors, proper host/hostess etiquette for visitors (make feel welcome, all employees involved, employee attire, etc.) 

Violation of Company Policies - define-address policy for violations (Letter of Action; Demotion, Termination of Employment, etc.)

