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                                 Code Of Conduct 
The Purpose:
The purpose of this Code of Conduct is to establish the standards of behavior expected of every employee, supervisor, manager, contractor, temporary employee, and representative of H&D; Fiber LLC. Our reputation is built upon integrity, quality workmanship, professionalism, and respect. Every individual representing H&D; Fiber LLC is expected to always uphold these standards.
This Code of Conduct applies while performing work for the company, traveling for company business, attending company events, operating company equipment, interacting with customers, or representing H&D; Fiber LLC in any professional setting.
Our Mission
At H&D; Fiber LLC, we are committed to delivering safe, reliable, and high-quality fiber optic solutions through exceptional workmanship, honesty, accountability, and professionalism. Every employee plays an important role in maintaining our reputation and earning the trust of our customers and business partners.
Professionalism
Employees are expected to always conduct themselves in a professional manner.
Professional conduct includes:
Maintaining a positive attitude.
Treating customers, coworkers, subcontractors, inspectors, and the public with courtesy and respect.
Using appropriate language in the workplace.
Representing H&D; Fiber LLC in a manner that reflects positively upon the company.
Remaining calm and professional during disagreements or stressful situations.
Accepting responsibility for mistakes and working toward solutions.
Honesty and Integrity
Employees are expected to be truthful in all business dealings.
This includes:
Accurately recording time worked.
Reporting completed work honestly.
Providing truthful information on company documents.
Protecting company property.
Never stealing, falsifying records, or misrepresenting work performed.
Avoiding dishonest or deceptive business practices.
Integrity is expected whether working under supervision or independently.
Respect in the Workplace
H&D; Fiber LLC is committed to maintaining a workplace where everyone is treated with dignity and respect.
Employees shall not engage in harassment, bullying, threats, intimidation, discrimination, retaliation, offensive jokes, unwelcome comments, or physical or verbal abuse.
All employees are expected to work together professionally regardless of position, race, age, religion, disability, sex, national origin, or any other characteristic protected by law.
Equal Employment Opportunity
H&D; Fiber LLC provides equal employment opportunities to qualified individuals without unlawful discrimination. Employment decisions are based upon qualifications, performance, experience, and business needs.
Workplace Violence
Violence of any kind is prohibited including threatening behavior, fighting, intimidation, assault, destroying property, or possession of weapons in violation of company policy or applicable law. Employees should immediately report any threatening behavior or safety concern to management.
Attendance and Dependability
Employees are expected to report to work on time and prepared to perform assigned duties. Employees are responsible for reporting absences promptly, notifying supervisors of delays, following scheduling requirements, and remaining at assigned work locations unless authorized.
Quality of Work
Every employee is expected to perform quality workmanship by following customer specifications, following engineering prints, completing work correctly the first time whenever possible, inspecting completed work, taking pride in craftsmanship, and immediately reporting errors or concerns.
Safety Responsibilities
Safety remains a condition of employment. Employees shall follow all company safety policies, use required personal protective equipment, operate equipment safely, report hazards immediately, never perform work beyond their level of training, and stop work when unsafe conditions exist.
Customer Relations
Employees represent H&D; Fiber LLC whenever they are on a job site and shall treat customers respectfully, avoid arguments, maintain a clean work area, answer questions professionally when appropriate, refer customer concerns to management when necessary, and never make promises or commitments outside their authority.
Protection of Company Property
Employees are responsible for protecting company assets including vehicles, trailers, tools, fusion splicers, Optical Time Domain Reflectometers, optical power meters, fiber test equipment, ladders, computers, mobile devices, documents, and materials.
Employees shall immediately report damaged, lost, or stolen company property.
Company Vehicles
Employees operating company vehicles shall maintain a valid driver’s license, follow all traffic laws, drive responsibly, wear seat belts, avoid distracted driving, report accidents immediately, and never operate a company vehicle while impaired.
Confidential Information
Employees may have access to confidential information regarding customers, business operations, pricing, contracts, engineering documents, employee information, and financial information. Confidential information shall not be disclosed without authorization.
Electronic Communication
Company phones, computers, tablets, electronic mail accounts, and electronic systems are provided primarily for business purposes. Employees shall not access inappropriate material, share confidential information without authorization, use company equipment for illegal activity, or install unauthorized software.
Social Media
Employees should use good judgment when posting online and shall not disclose confidential company information, post photographs from customer job sites without authorization, represent personal opinions as company statements, or publish content that could damage the company reputation.
Drug Free Workplace
Employees are expected to always comply with the company Substance Abuse and Drug Free Workplace Policy. Reporting to work under the influence of drugs or alcohol is prohibited.
Conflict of Interest
Employees shall avoid situations where personal interests conflict with company interests and shall disclose any situation involving financial interests, outside employment that creates a conflict, personal relationships affecting business decisions, or receiving improper gifts or favors.
Dress and Appearance
Employees shall maintain a clean and professional appearance suitable for construction and fiber optic work. Required personal protective equipment shall always be worn when applicable. Clothing shall be appropriate for the work environment and shall not present a safety hazard. If required for a certain job location, it is required for the person.
Communication
Employees are expected to communicate respectfully and professionally.
Reporting Violations
Employees are encouraged to report violations of this Code of Conduct, company policies, unsafe conditions, harassment, theft, or unethical behavior. Reports made in good faith will be treated seriously. Retaliation against an employee for reporting concerns made in good faith is prohibited.
Discipline
Violations of this Code of Conduct may result in verbal counseling, written warning, suspension, or termination of employment. The level of discipline will depend upon the seriousness of the violation and the circumstances involved. Nothing in this policy changes the employment relationship at will where permitted by law.
Employee Acknowledgment
I acknowledge that I have received, read, and understand the H&D; Fiber LLC Code of Conduct. I agree to follow these standards and understand that failure to comply may result in disciplinary action, up to and including termination of employment.
Employee Name _______________________________________
Employee Signature __________________________________
Date ________________________________________________
Company Representative _______________________________
Date ________________________________________________
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