A. Standards of Conduct 

· Unacceptable Activities - define - address activities that will not be tolerated (harassment, tardiness, attendance, violations of moral standards) 

· Disciplinary Actions - address action to be taken for violations of conduct standards 

· Dismissal - define - address what constitutes grounds for dismissal 

B. Compensation & Performance 

· Wage & Salary Policies 

· Computing Pay - address how pay is computed (salary, wage, commission) 

· Deductions From Paycheck (Mandatory) - define - identify mandatory payroll deductions (federal tax, state tax, FICA, etc.) 

· Deductions From Paycheck (Other) - define - identify non-mandatory payroll deductions 

· Error In Pay - define - address action to be taken by employee and employer situation involving error in pay 

· Overtime Pay - define - address computation of overtime 

· Pay Period & Hours - define address pay period, hours, and pay day 

· Reporting Time Pay - define - address procedure for reporting time pay (sign in sheet, time cards, etc.) 

· Time Cards / Records - define - address method for keeping track of time 

· Termination & Severance Pay - define - address grounds for termination and severance pay 

· Wage Assignments (Garnishments) - define - address how wage garnishments will handled 

· Performance & Compensation Reviews 

· Performance Reviews - address performance reviews, period of review 

· Compensation Reviews - address compensation review (criteria for salary wages) 

Employee of the Month - determine policy for employee of month selection, who is eligible for selection, criteria for selection, who makes recommendations for selection, who

