This tool provides an example of general rules to be respected in the work environment to help you manage your human resources. You may adapt it to match your business needs. It is recommended to ask for a lawyer/expert’s advice.

Sample of General Work Rules
The following is a list of behaviors that the company considers mandatory. Violation of any of these regulations may result in disciplinary action ranging from reprimand, warning, layoff, or dismissal depending on the gravity of the offense. 
· Employees shall maintain a professional appearance at all times while on duty and shall wear clothing appropriate to their duties. 
· Employees shall be at the work place, ready to work, at the regular starting time.
· Employees must notify their supervisor as far in advance as possible if they are unable to report for work, or will be late for work.
· Employees must comply with time limitations on rest and meal periods.
· Leaving the workstation (except for reasonable personal needs) without prior permission from the supervisor is prohibited. 
· Neglect of duty and insubordination will not be tolerated. 
· Employees must take all practicable steps to perform the job in a way that is safe and healthy for themselves and their co-workers. Physical violence, verbal abuse, inappropriate or indecent conduct and behavior are prohibited. 
· Reporting to work under the influence of alcohol or drugs or the unauthorized introduction, possession or use of alcohol or drugs on Company premises is prohibited. 
· An employee taking prescribed medication(s) shall inform the supervisor if the medication(s) may affect her/his performance. 
· Smoking regulations shall be observed 
· [bookmark: _GoBack]Possession of firearms (licensed or unlicensed) or other weapons is prohibited while on Company premises. 
· Employees shall not falsify or submit inaccurate or untruthful information on any client records, work reports, employee records, or other official documents. 
· Not taking proper care of, neglecting, or abusing company equipment and tools is prohibited. 
· The removal or destruction of Company property, documents, and/or other equipment or material, including client property or records, from work sites without authorization is prohibited. 
· Employees shall not use Company equipment, materials or facilities for personal purposes. Use of email, phones and the internet is for work purposes only
· Employees shall not engage in outside employment that is detrimental to the Company's interest.
· Employees shall not reveal information in Company records to unauthorized persons.  
· Employees shall immediately report alleged violations of existing work rules, policies, procedures or regulations to a supervisor. 

