6.2.1 Upholding the [Employer’s] Mission

[Employer] [e.g., creates the best widgets in the world; provides quality dental care to the southwest region; is dedicated to helping foster children find homes].
Upholding the Mission

Our [e.g., employees, people, associates] are important in helping us achieve our mission. Meeting the standards set by our mission requires your participation as an individual and as a part of [Employer]’s team. 

Teamwork demands that we show each other respect; treat each other with dignity; and exhibit goodwill toward anyone who interacts with us in our workplace.
To our [e.g., customers, clients, shareholders, the public, students] our [e.g., employees, people, associates] are the face of [Employer] at, and away from, work. Therefore, our employees must engage in conduct worthy of our mission at all times.

We welcome your involvement and look forward to working together as we strive to meet the high standards of [Employer].  

Reporting a Violation of This Policy

If you know of, or suspect a violation of, this policy, you must report it immediately to [e.g., your manager, your supervisor, Human Resources Department, Personnel Department, EEO Department, Compliance Department]. 

If you do not feel comfortable reporting as listed above, or if you did report and are not satisfied with the response, then you should direct your report or dissatisfaction to [e.g., Human Resources Department, Personnel Department, EEO Department, Compliance Department or the President, CEO, owner]. 

Please note that you are not required to confront the person or persons who have given you reason to report.  Discussing or reporting acts that violate this policy to any person not listed above does not constitute a report.   

Retaliation Prohibited
Retaliation can include, but is not limited to harassment, discrimination, or any other unfair treatment or abuse of power.
If you believe you are being subjected to retaliation for reporting a violation of this policy, or participating in an investigation of a violation of this policy, you should report the retaliation immediately in the manner provided above. Please note that you do not have to confront the person who is the source of the retaliation before reporting it, but to help prevent retaliation from continuing, you must report it.  

Any employee or workplace participant who retaliates against another employee or workplace participant for making a good faith complaint of a violation of this policy, or for assisting in an investigation of a complaint of a violation of this policy, is subject to discipline or termination. 

Workplace Investigations

A report of retaliation for reporting a violation of this policy or a report of a violation of this policy, that is made to those listed above will result in an appropriate investigation of the allegations. [Employer] may use third parties to investigate allegations. All employees and workplace participants have a responsibility to cooperate fully with any investigation. The interviews, allegations, statements, and identities will be kept confidential, on a need-to-know basis, consistent with the law and the investigation process and goals. Unreasonable refusal to participate in an investigation may lead to discipline, including termination. 
Those found to have retaliated against another in violation of this policy or who have violated this policy are subject to discipline including, but not limited to, termination, consistent with the law, the results of the investigation, the severity of the conduct, and the policy violator’s employment history, including any similar reports of policy violations and/or retaliation.  
Knowingly False Reports Prohibited

Any employee or workplace participant who makes a knowingly false report of a violation of this policy or retaliation will be subject to discipline, including termination.
Questions About This Policy

If you have questions, suggestions or concerns about this policy, you should direct them to [e.g., your manager, your supervisor, Human Resources Department, Personnel Department, EEO Department, or Compliance Department].

If you feel uncomfortable discussing your questions, suggestions or concerns about this policy with those listed above, you can direct them to the [e.g., Human Resources Department, Personnel Department, EEO Department, Compliance Department, or the President, CEO, owner].
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