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Using this template
The User Notes and the statements in the footer (all marked in green) are included to assist you to prepare this document. They are for reference only. You should delete all user notes and the statements in the footer from the final form of your document.
The use of [square brackets] around black text means that:
• the requested details need to be inserted.
• there are different options for you to consider within a clause.
• the whole clause is optional, and you need to consider whether to include it, based on your circumstances and the other issues set out in the user notes.
Before finalising your document, check for all square brackets to ensure you have considered the relevant option and ensure that all square brackets have been deleted.
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[bookmark: _Toc166499213][bookmark: _Toc166341137]1. Introduction
[bookmark: _Toc166437943][bookmark: _Toc166499214]At [Company], we believe that our people are the core of our company, and we are committed to creating a supportive and empowering environment that encourages growth and development. We understand that autonomy is essential in decision-making and day-to-day activities, but it's important to establish a shared understanding so that we can work together efficiently.
[bookmark: _Toc166437944][bookmark: _Toc166499215]Our policies and procedures are thoughtfully designed to align with key NZ legislations, including the Employment Relations Act, the Parental Leave and Employment Protection Act, and others, ensuring that we provide a safe and secure working environment. As our work environment evolves, we may introduce new policies or update existing policies, and we promise to keep you informed as we do so.
[bookmark: _Toc166499216]If you have any questions or concerns about our policies, please reach out to your manager for clarification.
[bookmark: _Toc166341138][bookmark: _Toc166499217]2. Mission and values
If you have a Vision, mission or purpose, you can share it here.
[bookmark: _Toc166499218]Our values are the foundation of everything we do. They guide our actions, decisions, and interactions. We believe in living up to our principles and holding ourselves accountable to the highest standards. By staying true to our values, we build trust and earn respect from our customers, partners, and fellow team members. (delete if not applicable)
[bookmark: _Toc166341139][bookmark: _Toc166499219]3. Health and safety 
[Company] is committed to creating a safe and healthy work environment for all [Company] team members, customers, suppliers, and visitors guided by the Health and Safety at Work Act 2015.   	 
[bookmark: _Toc166499220]Our safety, health and wellbeing at work is a shared responsibility that we all have. You need to work safely, follow all health and safety processes and instructions, and ensure your actions, or your inactions do not hurt or endanger yourself or others. If you are involved in an accident or an incident where someone is injured or almost injured, where property has been damaged, or where there has been a serious near miss, you must tell your manager as soon as practical is of it happening. Your manager will investigate and take action to stop it from happening again. 
If you feel any pain of discomfort at work, please let your manager know as soon as possible. They will work with you to assess your workplace and practices to help you create a safe and comfortable work environment so you can perform at your best.
If you notice a risk in the workplace that could cause harm and you think it is not being properly managed, please inform your manager as soon as possible. This way [Company] can take the right steps to address and manage/reduce or mitigate that risk.  
Breaching this policy may be considered serious misconduct which may lead to disciplinary action up to and including summary dismissal.

[bookmark: _Toc166341140][bookmark: _Toc166499221]4. Drug and alcohol
At [Company], everyone must work safely and be fit for duty. Alcohol and drugs can jeopardize your safety and that of others and impact your performance.  Alcohol should only be consumed in moderation at approved work-related social functions and customer events.  
Certain roles and locations are 'no-go' zones for alcohol consumption, such as customer service, equipment operation, and driving. The use of drugs, except for medicine, is prohibited. If you're taking medication that may affect your work, you must inform your manager. Impaired workers may be asked to take a drug or alcohol test and may be suspended until a negative result is obtained. 
Amend or delete clause to meet your company’s requirements.  
Alternative section 
To ensure customer confidence and/or health and safety you are not able to attend work if you have alcohol in your system. 
Amend or delete clause to meet your company’s requirements. 

[bookmark: _Toc166341141][bookmark: _Toc166499222] 5. IT acceptable use
Our IT resources are important to our business success. We must use them ethically and avoid any misuse that could harm our company, partners, or customers. We must keep the system secure and data confidential. 
[Company]’s IT resources include all devices and systems used for business purposes. 
General rules include not using IT resources for illegal purposes or accessing inappropriate material. You should only access systems for legitimate business reasons, verify sensitive files, and secure important documents. 
IT resources can be used for personal reasons as long as it complies with this policy. [Company] owns all digital data and activity. 
To maintain security, passwords must be strong, confidential, and only shared with authorised personnel. Never leave your password unprotected, assume another person’s identity, or download unauthorised software. 
For remote access, you can use Microsoft Office 365 with up-to-date anti-virus protection. 
You must report any incidents with legal or security ramifications immediately. 
Breaching this policy may lead to disciplinary action, including summary dismissal. 
 
[bookmark: _Toc166341142][bookmark: _Toc166499223] 6. Social media
Social media has become a part of our daily lives. There are times when your activity may be of a concern for the company.  For example, if you make derogatory remarks, either directly or indirectly, about [Company], its business, team members, customers, or competitors and you can be identified as a [Company] employee, breach confidentiality, or bring [Company] into disrepute. 
Breaching this policy may be considered serious misconduct which may lead to disciplinary action up to and including summary dismissal. 

[bookmark: _Toc166341143][bookmark: _Toc166499224] 7. Privacy of personal information
Your personal information is private and [Company], as your employer, will respect that and follow the privacy principles of the Privacy Act 2020 to protect your data. Personal information is any information that can identify you and it can be in different forms, such as notes, emails, recordings, photos, documents, forms etc that may be held in any format.
[Company] will only collect your personal information where we have a lawful purpose. We will get it directly from you when it relates to you and inform you about what we are collecting and why.  
We will take steps to prevent it from being lost, misused, or disclosed to others. You can access your personal information at any time by asking your manager. If any information is wrong, you must have it corrected. Your personal information will not be kept longer than necessary, and only be used for the reason it was collected. Any disclosure of personal information will be in accordance with the Privacy Act.  In the unlikely event of a privacy breach that involves your personal information, [Company] will advise you, and inform the Privacy Commissioner. 
You should be aware that any information shared on [Company] systems is not private and can be used by the Company. 

[bookmark: _Toc166341144][bookmark: _Toc166499225] 8. Vehicle policy
[bookmark: _Toc166437953][bookmark: _Toc166499226][Company] is committed to the safety of our team members and the public. This policy outlines the expectations for safe driving practices for all team members who operate a vehicle for work purposes, including company-owned vehicles, rental vehicles, personal vehicles used for work, and when driving a company vehicle outside of working hours. 
[bookmark: _Toc166437954][bookmark: _Toc166499227]When driving vehicles for work purposes the vehicle is considered the “workplace” and all other relevant [Company] policies and procedures apply. 

Safe driving 
[bookmark: _Toc166437955][bookmark: _Toc166499228]When you drive a vehicle for work purposes or are driving a company vehicle outside of working hours put safety first and follow safe driving practices.
You are required to: 
· Comply with traffic laws and be courteous towards other drivers. 
· Hold a current driver's license for the vehicle you are driving and comply with any conditions e.g. wear corrective lenses. 
· Drive within the legal speed limits, always wear a safety belt, assess hazards, and drive to the conditions.
· To avoid fatigue, plan appropriate rest breaks. It is recommended to take a break of at least 30 minutes after 5.5 hours of work time, no matter what type of work takes place during that period (even if they are not driving).
· Safely store equipment and items that are being transported. 
· Heavy items in the boot or secured behind a cargo barrier. 
· Smaller items e.g. briefcases, laptops, in the boot, behind a cargo barrier or secured by a safety belt. 
· Never drive under the influence of alcohol or drugs, including prescription and over-the-counter medication if they cause drowsiness.
· Avoid distraction when driving; the driver will adjust car stereos/mirrors etc before setting off or pull over safely to do so. 
· Do not text and only answer calls if you have a hands-free unit fitted. 
· Immediately notify your manager if your driver's licence has been suspended or cancelled or has had limitations placed upon it.  
· Report any near-misses, scrapes, and accidents to your manager, including those that do not result in injury. 
Company vehicles 

If you have a company vehicle, there are some additional responsibilities that you need to keep in mind.   

· Inspect the oil, tyre pressures, radiator, and battery levels of company vehicles you frequently use. 
· Make sure registration, warrants, maintenance, and servicing are done on time. 
· Never leave the vehicle unlocked. 
· No smoking or vaping in the vehicle. 
· If the company vehicle is kept at home, it must be kept safe and off the street where possible. 
· You are not allowed to let others drive the vehicle. 
· You should not drive the vehicle in harsh environments e.g. salt water, along beaches, or off-road.
Personal vehicle 
[bookmark: _Toc166437956][bookmark: _Toc166499229]When you do [Company] work, you can use a [Company] vehicle. Sometimes, that's not possible, in which case you need to follow these additional rules: 
· Ask your manager before using your own vehicle for work.
· Your vehicle must have legal registration, warrant, and insurance.  
Accident reporting 
[bookmark: _Toc166437957][bookmark: _Toc166499230]If you are driving for work purposes and get involved in an accident, or you are driving a company vehicle outside of work hours, it is important that you report the incident to your manager immediately. When reporting the accident, you should provide the following:
· Details of the accident. 
· Details of any other vehicles involved, including registration numbers. 
· Names and addresses of the other vehicle owners and drivers. 
· Names and addresses of any witnesses. 
· Names of the insurers involved. 
[bookmark: _Toc166437958][bookmark: _Toc166499231]If possible, it is also recommended that you take photos of the damage and the driver involved using your cell phone. This will help provide a clear picture of the incident.   
Monitoring 

[bookmark: _Toc166437959][bookmark: _Toc166499232][Company] uses GPS technology so be aware your driving behaviour may be monitored. Breaching this policy may be considered serious misconduct which may lead to disciplinary action up to and including summary dismissal. 
[bookmark: _Toc166341145][bookmark: _Toc166499233] 9. Workplace harassment, discrimination, bullying, and victimisation
[bookmark: _Toc166437961][bookmark: _Toc166499234][Company] embraces a diverse and inclusive workplace where you can come to work and be your authentic self. We will not tolerate workplace harassment including sexual, racial discrimination, bullying, or victimisation. Under the Human Rights Act 1993 it is against the law to harass sexually or racially victimise someone, or to discriminate. 
[bookmark: _Toc166437962][bookmark: _Toc166499235]This policy applies to all team members, contractors, and anyone else who works for or with [Company]. It covers any behaviour that occurs in our workplace, as well as any work-related events, trips, social activities, or other communications between anyone who works for or with [Company] (including online and social media). 
[bookmark: _Toc166437963][bookmark: _Toc166499236][Company] is committed to creating and maintaining a work environment that is free from any form of harassment, discrimination, victimisation, or bullying. We value diversity and respect, and we expect everyone to treat each other with courtesy, fairness, and professionalism. 
For the purpose of this policy, we define the following terms as: 
· Discrimination: Treating someone less favourably or unfairly because of their personal characteristics, such as age, sex, race, disability, religion, or sexual orientation. 
· Harassment: Any unwelcome or offensive conduct that creates a hostile, intimidating, or humiliating environment for the person who experiences it. This can include verbal, physical, or sexual harassment, as well as jokes, insults, gestures, or images that are based on someone's personal characteristics. 
· Bullying: Any repeated or systematic behaviour that is intended to hurt, humiliate, or undermine someone's dignity, confidence, or performance. This can include verbal, physical, or psychological abuse, such as threats, intimidation, isolation, or exclusion. 
· Victimisation: Subjecting someone to a detriment or disadvantage because they have made a complaint, given evidence, or supported someone who has experienced discrimination, harassment, or bullying. 
[bookmark: _Toc166437964][bookmark: _Toc166437965]Harassment, discrimination, victimisation, and bullying are unacceptable and unlawful. They can hurt the wellbeing, performance, and morale of individuals and teams, and they can damage the reputation and culture of [Company]. 
[bookmark: _Toc166437966][bookmark: _Toc166499237]If you have been subjected to any form of harassment, discrimination, victimisation, or bullying you should report it to management. 
[bookmark: _Toc166437967][bookmark: _Toc166499238]We will treat every complaint seriously, investigate it and take whatever steps are practicable to prevent any repetition of such behaviour. 
Breaching this policy may be considered misconduct which may lead to disciplinary action up to and including summary dismissal. 

[bookmark: _Toc166341146][bookmark: _Toc166499239] 10. Code of Conduct
[bookmark: _Toc166437983][bookmark: _Toc166499240]At the heart of our success is a culture of inclusivity that values and celebrates the unique contributions of every single person. We understand that the key to achieving our goals is to create an environment where every individual feels appreciated and inspired to give their best effort. To foster this environment, we follow a set of [Company] behaviours that guide our actions and interactions. These behaviours include: 
· Living by our values [insert values if desired].
· Working together as a team with respect and professionalism.
· Valuing our customers and stakeholders.
· Taking initiative.
· Adhering to our policies.
· [bookmark: _Toc166437984]Protecting confidentiality. 
By upholding these [Company] behaviours, we ensure that we continue to create a thriving and supportive workplace that enables us to achieve success together. 
[bookmark: _Toc166499241]11. Conflict of interest
[bookmark: _Toc166437987][bookmark: _Toc166499242]A conflict of interest occurs when personal interests or obligations interfere with the responsibilities of your position or [Company]'s interests. This can raise questions about your impartiality, objectivity, or independence. 
[bookmark: _Toc166437988][bookmark: _Toc166499243]There are three types of conflicts of interest: actual, potential, and perceived. An actual conflict already exists, while a potential conflict may arise in the future. A perceived conflict is where others may reasonably believe that you have been compromised. 
[bookmark: _Toc166437989][bookmark: _Toc166499244]There are many situations where conflicts of interest may arise. These include selling business software or services, using the [Company] brand for personal gain, giving or receiving gifts or hospitality that could influence decision-making, directing business to a friend or family member without following proper processes, preferential recruitment or promotion of a partner, relative, or friend, and situations where a family member, spouse, or partner reports directly or indirectly to you. 
[bookmark: _Toc166437990][bookmark: _Toc166499245]If you have an actual, potential, or perceived conflict of interest, you must inform your manager. [Company] encourages you to disclose any possible conflicts, and we will work with you to put in place a plan to manage it. This could involve acknowledging the conflict with no further action required, restricting your involvement in the matter, removing you entirely from the matter, relinquishing your private interest that created the conflict, or resigning from your position as a last resort. 
Breaching this policy may be considered serious misconduct which may lead to disciplinary action up to and including summary dismissal.
This template document is provided for guidance purposes only. We recommend you obtain the help of a qualified lawyer to complete it. Use of this document is subject to the terms and conditions set out at www.kindrik.co.nz/templates.
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