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1: Attendance policy

We require employees to follow their assigned work schedules as determined by a contract of
employment or based on decisions made by supervising staff members. Employees should arrive at
work at the agreed time and maintain a consistent work schedule. Employees must communicate
when they will not be at work due to illness or emergency situations. Communication is key to
maintaining an honest work environment where employees notify leadership of their situation when
they cannot report to work.

2: Employee dress code

While our office environment maintains a professional but casual atmosphere, we expect employees
to take care in presenting a neat and clean appearance while at work.

3: Technology use

Our company provides computer hardware and software for all employees. While using this
equipment to perform daily job duties, it is the employees responsibility to take due care and caution
to maintain the technological tools assigned and to use these tools in a manner appropriate for work.
This includes portable devices like laptop computers that employees may transport in and out of the
office. Regarding personal technology, employees may use personal devices for the duration of
breaks and mealtimes. During work hours, employees may use personal mobile phones with
discretion for short amounts of time. Employees may post on social media during break periods while
at work. If posting about The Herb Cottage or work-related situations, employees should use
respectful language and indicate that their opinions do not represent The Herb Cottage.

4: Leave policy

Sick leave can be requested immediately once symptoms prevent you from working. After three
consecutive days of sick leave, employees must provide documentation from a medical professional
to continue receiving paid sick leave. For time off for holidays, employees should ask their manager
for a request form, an fill it out.

5: Conflict of interest

Although we encourage employees to explore talents and business opportunities beyond their role
within our company, certain practices could result in a conflict of interest between confidential
business practices and or competing efforts between the employer and employee. This includes
personal actions that can affect The Herb Cottage in a negative way such as loss of revenue,
customers or company ideas.Conflicts of interest also occur when outside opportunities influence the
way an employee performs their job responsibilities. If you are unsure whether a personal venture
would constitute a conflict of interest, schedule a time to discuss the situation with your supervisor
and explain the situation.
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7: Confidentiality

Because our organisation stores, analyses and processes sensitive information regarding our
customers, it is our responsibility to maintain the privacy of our clients. All employees are expected to
maintain the confidentiality of our records and business practices to ensure the safety of all parties
involved. Confidential records should be accessed and shared solely for work purposes with the
appropriate recipients.

8: Break and mealtime policies

Employees working for eight hours a day receive a 60-minute paid meal break and two 15-minute
breaks that can be taken in intervals throughout the day. Employees have the option to extend their
meal break to an additional unpaid 30 minutes after clocking out. You may stay on the property to eat
during mealtimes or leave to purchase food. If coverage is needed for job responsibilities to
customers or other employees, please communicate with fellow staff members and/or your manager,
to coordinate and vary mealtimes.
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