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STANDARDS OF CONDUCT:

Goodwill provides equal employment opportunity in all aspects of employment. We prohibit
unlawful discrimination against applicants or employees on the basis of age (40 and over), color,
disability, sex/sexual orientation (including gender identity, gender expression, transgender status,
sexual orientation, pregnancy, childbirth, or related conditions), genetic information (including
family medical history), military or veteran status, national origin/ancestry, citizenship, race
(including traits historically associated with race, such as hair texture and length, protective
hairstyles), religion, marital status, familial status, or any other applicable status protected by State
or local law.

Violation of Goodwill’s Code of Business Conduct.

Willful violation of any company rules or deliberate action that is extreme in nature and is
obviously detrimental to Goodwill’s efforts to operate continuously and profitably.

Any conduct deemed by Goodwill as unbecoming a Goodwill employee.

Violation of written or verbal policies, directives, or procedures.

Any act of dishonesty, including but not limited to, falsification or misrepresentation on
your application for employment or other work records, lying about leave, giving false
reasons for a leave of absence, or alteration of company records or other company
documents.

Fraud, falsification, deceit, or departing from the truth.

Sexual harassment and other forms of illegal harassment.

Being intoxicated, impaired or under the influence of alcohol or illegal drugs or refusing
to test while at work.

Use, possession, or sale or illegal drugs while on Company premises.

Use of unpermitted alcohol during company time, company property, or company events.
Engaging in criminal conduct or acts of violence.

Failure to keep proper time records or alteration of your own timecard, records, or
attendance documents.

Altering another employee’s time-card records or attendance documents.

Fighting or provoking a fight on Company property.

Insubordination or refusing to obey instructions issued by your supervisor pertaining to
your work.

Making threats of violence toward anyone on Company premises or when representing the
Company away from those premises.

Willful or negligent action at work that endangers the life or safety of another person or
damages company property.

Conducting personal business while on Company time/property.

Theft of Company property or the property of fellow employees.

Unauthorized possession or removal of any Company property from the premises, without
prior permission from management.
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e Unauthorized use of Company equipment or property for personal reasons.

e Violation of Goodwill’s Cyber Assets policies which include, but not limited to, the
internet, computer systems, computer network, technology tools, and social media.

e Possession of dangerous firearms, weapons, or explosives on Company property or while
on duty.

e Willful violation of security or safety rules or failure to observe safety rules or safety
practices.

e [Excessive absences or lateness, abuse of the Company’s Attendance Policy.

e Unsatisfactory work habits including but not limited to: tardiness, violation of break and
lunch policy, departing prior to the designated time, not maintaining regular and reliable
attendance, neglecting work duties, or wasting time during working hours.

e Failure or refusal to truthfully cooperate in a Goodwill investigation or interference with
an investigation.

e Creating or contributing to an unproductive work environment, unreasonably using one’s
position to harass another, participating in or allowing horseplay, hazing and/or disorderly
conduct; interfering with the work of another employee on the job.

e Abusive, offensive, swearing, profanity, or obscene language or conduct towards
customers, venders, and other employees/management while on Company property/time.

e Bullying behaviors including but not limited to, derogatory remarks, humiliation,
ridiculing, insults, spreading rumors, and any other conduct that is hostile, offensive,
physical, threatening, or unrelated to Goodwill’s legitimate business interest.

e Excessive use of Goodwill’s telephone or personal cell phones while on Company time.

e Failure to immediately report damage to or an accident involving Company equipment.

e Failure to report the loss of a required license or certification.

e Failure to immediately report a conviction for traffic related offenses as a CDL holder or
while driving and conducting business on Company time.

e Failure to report criminal charges and/or conviction of criminal charges.

e Failure to maintain a neat and clean appearance or any departure from accepted
conventional modes of dress and/or personal grooming.

e Leaving work before the end of a workday or not being ready to work at the start of a
workday, without approval of your supervisor.

e Malicious gossip, spreading rumors, or engaging in behavior that could create employee
discord and lack of harmony.

e Speeding or careless driving on any worksite.

¢ Unauthorized soliciting for another business during working hours and/or in working areas.

e Violation of the policy against Solicitation and Distribution.
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Goodwill is committed to honesty and the highest standards of business ethics and employee
conduct. Conducting our business with absolute integrity is a fundamental duty to our customers,
to our communities, and to all our stakeholders. Our business practices must not only comply with
the letter of the law, but also the spirit of the law.

All those employed by Goodwill must accept personal responsibility for compliance with
Goodwill’s Code of Business Conduct and Ethics and strive for the highest ethical standards, not
just the minimum required to meet legal or procedural requirements. Goodwill reserves the right
to exercise discretion in discipline. Prior warning is not a requirement for termination decisions.

If you are disciplined in writing, copies of your warning are placed in your electronic personnel
file. Any action taken by management in an individual case should not be assumed to establish a
precedent in other circumstances.

Policy 45-61 (Code of Business Conduct and Ethics) is available for all employees via Goodwill’s
Helpdesk (Fresh Service) — Support — Solutions. Employees may also contact HR at
HRhelpdesk@goodwillcolorado.org, HR hotline 1-800-710-4098. or by using the following QR
code.



https://discovergoodwill.freshservice.com/support/solutions/folders/11000089288
https://discovergoodwill.freshservice.com/support/solutions/folders/11000089288
mailto:HRhelpdesk@goodwillcolorado.org

