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1. Introduction

Wellness & Co. Counselling & Psychology is committed to maintaining a
professional, productive, and safe work environment. This policy outlines
expectations regarding dress code, equipment requirements, and workplace
conduct. All staff are expected to adhere to these guidelines to ensure a positive and
professional workplace culture.

2. Dress Code Policy

Team members are expected to maintain a professional appearance at all times. Our
dress code is designed to reflect the company’s brand and industry standards while
ensuring comfort and functionality.

Dress Code Guidelines:
o Business Professional: Required for client-facing roles and executive
meetings (e.g., suits, dress shirts, blouses, dress shoes, closed-toe shoes).
o Business Casual: Allowed in non-client-facing roles (e.g., slacks, polo shirts,
skirts, blouses, closed-toe shoes).
o Prohibited Attire: Clothing with offensive language, excessive rips/tears,
overly revealing oultfits, and flip-flops, track pants and track jumpers.
Exceptions: Certain departments or positions may have specific dress code
requirements based on job responsibilities (e.g., uniforms, safety gear).
Accommodations will be made for religious or medical reasons upon request.

3. Equipment Requirements
Team members are responsible for properly using company-provided equipment and
maintaining it in good condition.
Company-Provided Equipment/Facilities:
« Team members will receive access to office equipment and facilities
dependant on location.
« Team members are responsible to keep facility tidy and clean after use.
e All equipment must be used solely for work-related purposes unless otherwise
approved.
o Team members are responsible for reporting any malfunctions, damage, or
loss immediately to the Practice Manager.
Team Member-Owned Equipment:
« Team members using personal devices for work purposes must ensure data
security and compliance with company policies.
o Personal devices must have appropriate security measures, including
password protection and antivirus software.
« Team members must have their own work laptop, phone and note taking
device or note pad.
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4. Workplace Expectations
All Team members are expected to conduct themselves professionally and
respectfully. The following expectations apply to all team members:
General Conduct:
« Treat colleagues, clients, and partners with respect and professionalism.
Adhere to company values and ethical guidelines.
Adhere to company training and compliance.
Adhere to professional registration and licencing requirements.
Adhere to professional indemnity insurance requirements.
e Maintain a positive and collaborative work environment.
Attendance & Punctuality:
« Team members must be available, prepared and ready to commence session
at the Clients scheduled appointment time.
« Team members are expected to be on time and adhere to scheduled
appointment hours.
o If a Team member is unable to work, they must notify the Practice Manager as
soon as possible.
Confidentiality & Data Security:
o Team members must protect sensitive company and client information.
« Unauthorised sharing or misuse of confidential data is strictly prohibited.

5. Policy Enforcement

Non-compliance with this policy may result in disciplinary action, up to and including
termination. Practice Managers and HR are responsible for addressing any violations
appropriately.

6. Acknowledgment
Team members are required to acknowledge that they have read, understood, and
agree to comply with this policy.

Team member Acknowledgment:

l, , have read and understood Wellness & Co.
Counselling & Psychology’s policy on dress code, equipment requirements, and
workplace expectations. | agree to adhere to these policies and understand that non-
compliance may result in disciplinary action.

Signature:
Date:




