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PRACTICES FOR ETHICAL EMPLOYEE CONDUCT
SECTION A
Standard procedures
Unacceptable behavior
I. No aggressive behavior towards other employees such as shouting, insulting or aggressive confrontation.
II. [bookmark: _GoBack]Employee relationships that lead to fraternization and employee dating one another or development of intimacy feelings is not acceptable in the company (Dowd, 2018).
III. Company resources such as email, computers, books, capital, cars, expertise and others are only purposed for work and services related to the company and nothing else.
IV. People should dress in official attire or smart casual, nothing else is acceptable while in the company’s premises. 
· For men, complete suits or khaki trousers with official shirts is acceptable. No sagging or exposing body parts that make other employees uncomfortable
· For women, complete suits or skirts with official blouse. Skirt should not be above the knee and no exposing body parts that make other employees uncomfortable.


SECTION B
Training program
	Training for ethical standards to be expected in the company standards will be provided by the company and this includes every employee in the company to participate. The training helps create trust between employees and also between an employee sand the company. It also provides the knowledge about what is expected from everyone as a professional ad this eventually creates a good working environment (Acceptable and Unacceptable Behaviour | Human Resources. 2018).
Components of an ethic training program
I. The ethics training will happen one in every three months.
II. The specifics of the training include; employee relationship, knowledge on aligning personal expectations and those for the company, How to know if you are walking past ones expected zone and how to manage pressure got at work.
III. The trainings will be expected to take place from 9 am to 12 noon.
IV. Trainings shall be facilitated by different life coaches and professional speakers who deal with company employee motivation and the time stated would accommodate 2 trainers.
V.  The training will be delivered through conference presentation sessions that involve question and answer with one trainer and the second trainer will undertake practical training which will need the employees to work in teams or groups to accomplish tasks with short deadlines.
SECTION C
Misconducts
Monitoring employee misconduct
Different procedures will be taken to identify different misconducts among the employees. This includes:
I. Identifying employee performance 
II. Undertaking a research if the employee follows the contract of employment.
III. Relating the employees behavior to their input to the company.
IV. Looking to if the employee sticks to their regulatory duties.
The type of employee misconduct that we will be looking at will be:
I. Internet Misuse, this will be looked into through use of specific IP addresses that are allocated to specific computers hence one can monitor the activity of a specific computer.
II. Using inappropriate language, this will be determined by word to word from other employee accounts.
III. Being late at work, this will be determined by automated clock-in devices which show the specific time an employee arrives and leaves. 
Monitoring of the above misconducts will be monitored by specific top officials of the organization who provide monthly report on employee and their progress over time. The officials include managers from human resource, IT department and the manager in charge of security and information regarding the check-in devices (Acceptable and Unacceptable Behaviour | Human Resources. (2018). 
Reporting employee misconducts
Different criteria are adopted and accepted by the company when one wants to report employee misconducts (Dowd, 2018). It includes different procedures:
I. Accepting and considering anonymous reports on misconducts
II. Consideration of signed reports on suspected ethical misconducts
III. Having private meetings with employees to report behaviors that are not accepted.
IV. Having a free phone line where employee misconducts and unethical behavior is reported.
An employee can report their co-worker who is violating the company’s policies through: (Dowd, 2018).
I. Anonymous reports
II. Private meetings with the managers
III. Use of email address to raise concerns.

SECTION D
Audit of ethics program
	Developing an audit for the ethics program is necessary since the organization gets to know if indeed the services they provide are useful to the employees or not. The company uses different tools to understand after the implementation of the program if it had effect on the employees. The company categorizes the audit in two, long term and short term. The long term audit checks if with time employees change or adopt different this that they are taught over time while the short term checks if the employees fell that the program was essential (Kusserow, 2017).
Tools to measure effectiveness of the ethics program
I. Questionnaires that require the employee to state what they felt about the program
II. Interviews, this are essential since it becomes hard to know if someone is lying when they present documents, their facial expression and movement might give the information required.
	The frequency review of the ethics program would be 5 and the employees will need to rate the performance of the whole experience with it. The review will be done by managers of different departments and later submit a report to the directors. After the reviews are looked into, a conclusion will be arrived at and improvements will be made if they seem necessary. If they are necessary then shuffling employees or and ensuring that different employees work together becomes the next action, this helps the company identify if the initial problem is with the company or the people who conduct the programs (Kusserow, 2017). Employees will be notified of the changes through their emails and departmental newsletters as soon as the decision  to make the changes is arrived at and their managers have confirmed it. 
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