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Code of Conduct: How We Do Best




1st June 2020
Best Inc.
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How We Do Best
[bookmark: _Toc41000928]CEO Letter
From:	Dwayne Douglas
To:	All Employees/Staff
Date:	21st May, 2020
Subject: The New Code of Conduct for Best Inc.
Today is very humbling for me.  It is among the best days I dared to dream of ten years ago when I was only a Gym Teacher for a middle school. Today reminds me of the crucial steps it takes embolden a dream.  I had the burning tenacity of optimizing my dreams as the chief executive officer of a revered Fitness entity like Best Inc. It, therefore, is an incredible honour to be able to serve this incredible entity with competent fellows and enthusiasm like you.  It is my biggest desire to take the company a notch higher than how I have found it. The inclusions of the new code of conduct provisions that is herein attached are meant to stipulate individual directional responsibilities that will in effect catapult our grown as an organization.  
It should be taken with positivity that the new code of conduct provisions are not to infringe or threaten anyone but as much, it is to be taken as a key aspect of achieving both the terminal goals as well as long term objectives and goals. The codes of conduct are to aid in fostering ethical decision-making processes in the organization.  The opportunities that are offered by the ethical codes as they are sometimes called are greatly impactful on achieving the desired results.
Again, it is in accordance with stating what is due that while we have seen great success in this entity in the past, we should be yearning to do more. In the same spirits of delivering our work, let us find fulfillment and abundance in our work as we seek to implement the set code of conducts as we solder on together.
Yours Sincerely,
Sign
Dwayne Douglas (CEO)
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How We Do Best
[bookmark: _Toc41000930]Introduction to Code of Conduct
This code of conduct is made from the underlying principles, core values and mission statement of the Best Inc. In order to stipulate the cohesively desired work relations by all members of the organization including, the employees, the management team and the stakeholder (partners), this code is to serve fundamental roles of incorporating the organization’s key business aspects with the best social responsibilities for all that take part in the day-to-day running of the organization. It seeks to provide comprehensive guidelines that will enable amicable undertakings at Best Inc. This code of conduct, as have been generated by and overseen by the company Chief Executive Officer and the board of directors (stakeholders/partners) is from the time assenting effective and remains subject to amendments at any time deemed necessary for the effective running of the organization. It is conversely in this regard that the company can decide to call off the code whenever such necessity come calling under the laid down frameworks.
[bookmark: _Toc41000931]Mission Statement, Statement of Key Values and Vision
[bookmark: _Toc41000932]Mission Statement
As Best, we aim to leave out name and be the best fitness entity for all people within the areas in which we operate. We are dedicated to enhancing people’s health by boosting their fitness. We provide the best fitness programs and equipment as well as personalizes services for our customers to ensure that each person gets to their best shape and fitness possible. We bring together the young and the experienced in helping our clients realize their fitness dream and build a healthy country through our facilities, programs and services.
Our Mission: To Be the Best There Is.
[bookmark: _Toc41000933]Statement of Key Values
Our core values are respect for all, hard work, commitment to achieving success, creating change and fostering healthy bodies and physical fitness and above all, honesty.
Vision: To create a healthy nation by encouraging and helping people achieve physical fitness, peace of mind and through personalized programs that are in tandem with the personal desires by giving them the best at all times, giving them only the best equipment and advice and giving every effort our best.
[bookmark: _Toc41000934]Scope of the Code
This code shall apply to the entire fraternity of Best Inc. that is, the junior employees to the senior staff, and the management. The code shall be limit in practice among the partners as they are the supreme verdict. They are the ones to determine the course of all endeavors of the business. They are the exception. All the positions that come or fall beneath this bar are subject to the code.
The application of the code unveils from the moment it is assented by the board of directors in conjunction with Chief Executive Officer’s own signature.  This bit answers the question on when it is likely to take effect. That date can be any time the signatures are inked to the paper.
The manner of application of the code will remain current at all times as long as the organization is operating. This is to mean that every member of staff of the company shall be and remain privy to information contained in the code. The aim of the code of conduct is to provide all-time applicability of such information to reduce unwanted cases at the place of work. Therefore, in a nutshell, the code of conduct will be applied at all times in any Best’s subsidiary branch.
[bookmark: _Toc41000935]Code Provisions with Examples
Code 1: All the personnel working in all the branches of Best Inc. from the main branch to the recently established outlets shall comply with laws, regulations, and abide by this Code.
Code 2: All the personnel shall protect company’s physical/ tangible property, rights and confidential information shall be protected as this is in line with the provisions made about defending the ownership of Best’s emblem/image/ professional integrity.
Code 3: All the personnel or members of this organization shall serve and strive to make work-related endeavours easier and smooth for the clients as well as for the other members and help reduce conflicts of interests.
Code 4: All the personnel from the senior positions to the junior are to adhere to positive social work relations as opposed to peripheral and uncultured relations at the workplace that would deter customer relations.
Code 5: All the members of the company are to abide by the financial laid down procedures that entail the filing of financial reports pertaining to the estimated quotas as assigned.
Code 6: Best Company shall not take or engage in any biased actions against any of its workforce and with emphasis on the customer base.
[bookmark: _Toc41000936]Code 1: All the personnel working in all the branches of Best from the main to the recently established outlets shall comply with laws, regulations, and abide by this code.
1.1 All the personnel working at all the given branches of Best are to comply with the laws, the regulations and all the provisions of this code.  The laws that stipulate the duties he or she is supposed to take should be preliminary to the duties one is expected to take while working as a member of this company.  In any given area of one’s domain that seems to be incorrigible with the set procedures, it is advised that the company’s legal team be sort in clarifications.
1.2 All the regulations that that are to be adhered to are those emanating from individual responsibilities. Truancy and untimely reporting to work are among the personal regulations that should cease and least be heard of in the company.  The repercussion of this will result in customer inconvenience thus portrayal or irresponsible image of the company. The same shall warrant penalties.
1.3 The staff members are hereby expected to live by the laid structural rules upon which additional procedures may be developed in accordance to the situations given at hand. The fitness type of entity is mandated to adhere to health regulating safety and policies that will need total vigilant participation of the staff members. It is according to this reason that the company portends on its staff to strictly stick to the regulations. It is equally on the best efforts of each staff that the company aspires to know through transparency any kind of violation of the regulations. You are asked to immediately notify the management team in case such practices should be witnessed.  
1.4 In a given case where violation of the laid down laws or regulations are reported on the part of the senior member of the management and when it has been spotted by junior staff, one is expected to speak out through anonymous channels in the toll free number that is outlined below and also through the company’s website. Individuals are asked to act as discretely about this as possible. 
1.5  Subjective application of the laws is not permitted and if any, shall surmount to procedural disciplinary action with strict consequences. This demeanour takes into account actions by staff members acting on their own accord either to solicit funds from the customers indirectly in the form of hefty tips and such like activities shall not go unmerited. 
[bookmark: _Toc41000937]Code 2: All the personnel shall protect company’s physical property, rights and confidential information shall be protected as this is in line with the provisions made about defending the ownership of Best emblem/image/professional integrity.
2.1 All the staff or members of the organization shall at no given time see any property of the organization lying in waste within or on the periphery of the premises and fail to accordingly act to it. This is also in the attempt to equip the moral responsibilities among our workforce. The equipment that belongs to the gymnasium should at all costs remain in the gymnasium. The care that needs to be accorded to the equipment equally calls for all individual participation regardless of the position one holds.
2.2 The company being a business entity remains with the total custody that deals with price determination, profit and compensation strategic allocations for both the clients and staff. It is therefore unsound-mind for any member of the organization to determine and perpetuate undocumented fitness rations to any service offered by the company.  The company thrives on thresholds such as this and keenly depends to a greater deal on the confidentiality of the same. It is thus in accordance with the stipulations that all personnel take this without contempt.
2.3 In the event of falsehood publications, brand name illegal use, the company embeds on all its staff and partner subscribers to inform the Human Relations desk as soon as possible. Under no given circumstances should any member of the company illegally use the name of the organization in misaligned events. The name of the company will only be used in the proper channels that entail aspects of marketing strategies and promotional fares. The primary techniques of doing the same shall remain the same until further ways are communicated. In the meantime, purported unlawful online exhibitions shall warrant immediate prosecution.  We aim to divulge our workforce from such cases and if anything, they are to be reported to the compliance offices and the necessary response shall be the exact implicit act that waits such offences.
2.4 All personnel are to defend the company from all that may engage in verbal, commercial and even judicial exchanges. Whereas the company ensures that the recommended personal and corporate privileges are provided in accordance with the remunerations of the amount of work done, the same in terms of defending the company is expected of you. This is a depiction of self-worth in relation to one’s perception about his job.  This further prevents job-related hurdles that frequent commitment to workforce.
2.5 There shall be no embezzlement of the company’s funds or engaging in corrupt practices and / or use of the same for personal prestige.
2.6 No personnel shall hitherto prompt any harm to the company at any given cost.
[bookmark: _Toc41000938]Code 3: All the personnel or members of this organization shall serve and strive to make work-related endeavours easier and smooth for the clients as well as for the other members and avoidance of conflicts.
3.1 All personnel shall relate and exemplify the best customer service as shall be outlined from time to time through member trainings. This display of kind relation shall not only stop with the client but also shadow the general workforce among staff, management and executive team.  This in turn shall cease spontaneous disputes associated with hierarchy.  Any party (ies) that may feel unsatisfied with this provision is advised first hand to consult the recommended team. 
3.2 The company shall have zero tolerance to violence. Violence, in this case, will not necessarily be the physical exchange but also verbal assault, insubordination, humiliating public exchange and evidence of conflict among parties involved. The conflict-driven violence between the client and the attendant, the conflict between a staff and management, the conflict that involves parties among whom the majority are staff members are herein included. The company shall solely hold as liable, the only staff for (1) disregarding the chain of company’s command to fight with a superior or client (2) disrupting and abusing the composure of this code of conduct.
3.3 The company shall, however, not turn a blind eye on the practice of the senior members. They are equally subject to the dictates of this code of conduct. Purported violations shall not go unaddressed.  They are expected to provide the conceptual foundational values for the junior staff and in so doing the best of what is to transpire is efficient work relation captured in teamwork. This will greatly help reduce tension at work and replace that with much-needed work fulfilment among individuals.
3.4 The company shall reserve the rights to listen to the complaints and investigate the alleged one before taking the appropriate course of action. The action shall also be as per the decision reached by the overseeing committee.  All these attempts should be understood to reflect the need that the company seeks to implement a conducive working atmosphere for everyone, including those whom the services are provided for.  
3.5 A conflict between personnel in the company shall be proactively prevented through various communication channels.  
[bookmark: _Toc41000939]Code 4: All the personnel from the senior positions to the junior are to adhere to positive social work relations as opposed to peripheral and uncultured relations at the workplace and customer relation
4.1 All the personnel at the workplace are to be adhering to positive work relationship that impacts only growth of individual staff and the company. There shall not be romantic relationships among the staff of any rank.  All there shall be is teamwork to provide effective ways of improving the strategic implementations of organizational goals.
4.2 The company shall reserve treatment of clients with ultimate respect regardless of their age, appearance and economic background at all times. The code that earlier outlined sustained effectiveness in service delivery corresponds to this by ensuring double-checking relation envisaged in the gymnasium. 
4.3 Those found to flaunt this rule shall be dealt with in accordance with the company’s set ways of handling such cases. In the extreme end, there shall be dismissal from active duties the offenders of this code. It more than gravely important to point out the necessity of this code to the members.  It is extremely unmerited for the consequences are dire.
4.4 In the provision of respectful behaviours to the staff and clients, the attendants or staff that works at the gymnasium must politely remind users to wipe perspiration and any other marks from equipment after use. This is addition exemplifies the hygiene conditions of the place, for participants and newcomers.
4.5 On peak seasons, the company reminds its staff to disengage users from resting on equipment at busy times. This should be carried out in a rather courteous language that does not harm, threaten or be taken to push away the client.
4.6 Clients are to be reminded of the time allocations and must not sit or rest on equipment and machines in between reps if people are waiting for equipment.  The underlying mode of this doing is use of engaging courteous language.
4.7 It is advisable that clients must not hog equipment either when exercising alone or in groups. Equipment must be made available to any other user within a reasonable time and this relates back to being vigilant on the time frames allotted for every exercise.  
4.8 At no given time should there be use of profane or foul or abusive/ derogative language or behaviour that in a glimpse is threatening or intimidating in manner towards any other person present at the gymnasium. 
[bookmark: _Toc41000940]Code 5: All the members of the company are to abide by the financial laid down procedures that entail filing of financial reports pertaining to the estimated quotas as assigned.
5.1 All the personnel shall follow the laid down financial acts.
5.1.1 Filing of individual tax reports should be carried out at one’s dispensed time that does not contravene the normal operations of the company.  It is equally expected of the staff to work out their tax compilations according to the State issued guidelines.
5.1.2 The company shall remain a facilitator of prompt payments as per the agreed dates of remunerations procedures subject to dates as to when one reports officially on the job. This concept to privy to circumstantial changes as shall be communicated through writing to the member staffs.
5.2 All the personnel shall comply with the domestic accounting standards in accordance with stipulations provided in State laws and the company’s and shall announce major financial and organizational information in timely good faith in order to provide accurate and transparent information to management and partners of Best Inc.
[bookmark: _Toc41000941]Code 6: Best Company shall not take or engage in any biased actions against any of its workforce and with emphasis on the customer base.
6.1 The company shall not make any unjust justifications for its activities that may render it socially, economically and independently biased. 
6.2 The company shall thrive on merits in its hiring /recruitments, promotion of staff and evaluations of the work done by the working staff. Again, the company shall not subject its workers to prejudiced tendencies occasioned by differences in race, region, sex and nationality.  6.3 The underlying benchmark for all equivalent treatments and course of action shall be based on an individual’s capabilities and merit as shall be exemplified from tasks accorded to every staff.
6.4 The management and staff shall respect each other’s opinion and will use their best communicating skills and creativity to have an organizational culture that shares creative ideas. The organization shall also endeavour to provide a mutually cooperative environment that can resolve problems at work more peaceably.
[bookmark: _Toc41000942]Framework Providing Employees with Guidance
7.1 The company shall provide for two distinct teams that ensure the elaboration of necessary guidelines for the employees. 
7.2 Human Resource team will offer ground up office facilitation of addressing counter-effective procedures for staff wellbeing.  They will be mandated with the duty of ensuring expositional breakdown of every staff’s role/ duties and dilemma are all critically addressed.  The team shall also be responsible for wage disbursements, privilege determination and general performance scores for all the staff.
7.3 The company shall also reiterate anonymous employee feedback through hot mail company-provided numbers and user login websites when individual opinion will not be made public in effects that call for whistling on offenders.  
[bookmark: _Toc41000943]References to Disciplinary Actions
8.1 The company shall act accordingly to the impacts of the violations occasioned by any code violator. It will assess the case and determine a proper course of action.
8.1.1 The penalty for violating these given Code of Conduct shall range from a term issuance of suspension of between two to three weeks and on extremes a fine shall be passed on the offenders.
8.1.2 The last case scenario for code violators within the company will be fining followed by job acquittal as per the company’s description of code in question. 
8.2 The company shall be obliged to charge the offenders with State referred commissions if the circumstantial events lead up to that point. 
[bookmark: _Toc41000944]List of Resources
9.1 Human Resource team will offer ground-up office assistance in addressing counter-effective procedures that affect the mundane work of the staff wellbeing.  
9.2 The company shall also include the use of hot mail numbers and user login websites platform where individual opinions will properly be taken into consideration.
9.3 The company shall also make available to the entire workforce a sealed and safe suggestion box for collecting random opinions of the staff.
9.4 Assistance about clarification of any provision of the code or clarification of any human relation issues will be handled by the office human resource management.
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