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About the Code of Business Conduct 
 

Purpose 
The code of Business Conduct is designed to promote a responsible and ethical work environment for all J 

Salon employees.  The Code contains guidelines on proper behavior in the workplace.  

 

Your Responsibilities 
In doing your job, you are responsible for abiding by all local, state and federal laws in the United States.  You 

are responsible for knowing and following the laws and policies that relate to your job, including the policies in 

the Code, Employee Manual and all other Company Policies.  Violating these policies may result in corrective 

action up to and including termination.  However, most problems can be easily avoided simply by using good 

judgment and seeking guidance when questions arise.  It is your responsibility to raise questions, make 

appropriate disclosures and bring potential problems to the Company's attention. 

 

Applicable Laws 
Throughout this Code, references to “applicable laws” include any law, rule or regulation applicable to the 

Company or its employees or directors. 

 

Reporting Code Violations 
It's important to report all violations or suspected violations of the Code.  If you have a question about the 

policies outlined in the Code, or want to report a possible violation, talk with management. Management will 

not take any action against you for reporting suspected misconduct in good faith. 

 

No Retaliation 
It is against Company policy for any supervisor or other employee to take any action against another 

employee, vendor or any other third party which has lawfully provided information, assisted in an investigation 

or otherwise disclosed information to a government agency when the employee has a reasonable belief that 

the information is true and reveals a violation of or noncompliance with applicable law and/or Company 

policy.   

 

Policy Changes 
Over time, new policies will need to be written, and old ones revised.  While we reserve the right to make these 

changes without notice, we will try to let you know about any changes affecting your employment as soon as 

possible. 

 

Legal Compliance 
 

J Salon employees are required to comply with all applicable laws and regulations where we do business.  Any 

instance of non-compliance with applicable law may subject the employee to corrective action up to and 

including termination.   

 

Equal Employment Opportunity  
J Salon is an equal-opportunity employer and is committed to providing a workplace free from harassment or 

discrimination.  All employment decisions are to be made without regard to race, color, age, gender, sexual 

orientation, religion, marital status, pregnancy, national origin/ancestry, citizenship, physical/mental disability, 

military status or any other basis prohibited by law.  This policy applies to our employees, applicants, customers 

and business partners (including independent contractors, vendors and suppliers. 

 

Zero Tolerance Policy: No Discrimination or Harassment 
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J Salon has zero tolerance for discrimination or harassment, and any employee who violates this policy will be 

subject to discipline up to and including termination.  For purposes of this policy, harassment includes slurs and 

any offensive remarks, jokes and other verbal, graphic, or physical conduct that could create an intimidating, 

hostile or offensive work environment. 

In addition to the above, "sexual harassment" includes unwelcome sexual advances, request for sexual favors, 

and other visual, verbal, electronic, or physical conduct of a sexual nature.  This definition includes many forms 

of offensive behavior including the following: 

 

• Unwanted sexual advances or propositions; 

• Offering employment benefits in exchange for sexual favors; 

• Making or threatening reprisals after a negative response to sexual favors; 

• Visual conduct: leering making sexual gestures, displaying of sexually suggestive objects or  

   pictures, cartoons or posters, electronic display or dissemination of such material; 

• Verbal conduct: making or using derogatory comments, epithets, slurs and jokes; 

• Verbal abuse of a sexual nature, graphic verbal commentaries about a person's body, sexually degrading 

words used to describe a person, suggestive or obscene letters, notes or invitations; and 

• Physical conduct: touching, assault, impeding or blocking movements. 

 

Complaint Procedures 
J Salon will promptly and thoroughly investigate all complaints of harassment.  Employees are expected to 

cooperate fully in any such investigation.  Failure to do so may result in discipline up to and including 

termination.  Moreover, neither management nor the company will take any action against you for making a 

complaint of discrimination or harassment or for cooperating in any such investigation. 

 

If any employee is determined to have violated the Zero Tolerance Policy, J Salon will take appropriate 

corrective action up to and including termination.  The complainant will be informed that remedial measures 

have been taken. 

 

We cannot help resolve a discrimination, harassment or retaliation problem unless we know about it.  Therefore, 

it is every employee's responsibility to bring those types of issues to management's attention so that the 

appropriate steps can be taken to resolve the issue.  If you feel you have been subject to discrimination, 

harassment or retaliation, or that you have witnessed it in the workplace, please report it promptly to 

management. 

 

Americans with Disabilities Act 
The Americans with Disabilities Act (ADA) is a civil rights law that protects qualified people with physical and 

mental disabilities.  Congress enacted the ADA to ensure that all qualified people, including those with 

disabilities, have equal access to jobs, public transportation and private businesses that serve the public.  It is J 

Salon policy to regard all people, with or without disabilities, as individuals - to look at each person's skills and 

abilities.  In accordance with this policy and the ADA, the Company will provide a reasonable 

accommodation to a qualified employee who has a physical and/or mental disability.  If you believe you need 

an accommodation, alert management. 

 

Workplace Violence 
J Salon has zero tolerance for workplace violence.  Consistent with this policy acts or threats of physical 

violence, including intimidation, harassment, and/or coercion, which involve or affect the Company or its 

employees, will not be tolerated. 

 

Acts or threats of violence include conduct that is sufficiently severe, offensive, or intimidation to alter the 

employment conditions at J Salon or create a hostile, abusive, or intimidating work environment for one or 

several J Salon employees. 
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Labor Laws and Record Keeping 
All time worked by non-exempt employees - whether scheduled or unscheduled, overtime or straight time, 

authorized or unauthorized - must always be recorded exactly as it occurred.  Under no circumstances may 

you allow a fellow worker to complete your time sheet for you.  You must account for all time worked on your 

time sheet.  If for any reason the time sheet must be changed, management must make the change. 

 

Non-exempt employees may not: 

Fail to record hours for work performed at home; 

Move hours from one day to another on a time sheet so as not to reflect overtime; 

Inaccurately record time worked; or 

Remove correctly recorded hours from a time sheet. 

 

All employees must be properly categorized (as exempt or nonexempt and as employee or independent 

contractor) under all employment and tax laws.  In addition, you must comply with laws regarding the 

employment of minors.   

 

Alcohol and Drugs  
Employees may not use, sell, possess, purchase or transfer alcohol or illegal drugs on Company premises, in 

Company vehicles or during work hours.  The only exception is that alcohol may be consumed by people of 

legal drinking age at company-sponsored functions that are approved by management. 

 

Employees also must not be under the influence of illegal drugs or alcohol during work hours, regardless of 

when the drugs or alcohol were consumed.  It is also a violation of this policy to sell, transfer or distribute 

personal prescription drugs on Company premises, in Company vehicles or during work hours. 

 

Employees who violate this policy are subject to corrective action, up to and including termination. 

 

Company Information and Assets 
 
Confidentiality 
As a J Salon employee, you may have access to information about our company that people outside the 

Company never see.  Information relating to J Salon's business strategy is strictly confidential.  You must not give 

confidential information to anyone, internally or outside the company, unless specifically authorized to do so. 

 

Confidential information includes information that is not generally known to the public and is used by the 

Company in its business.  Some examples of confidential information include personal employee information 

(for example, salary, performance history or other information that might give others an advantage); 

unannounced product information or designs, financial information, organizational charts and information in 

company telephone directories.   

 

Confidential information should be used as necessary to do your job, and never for your own benefit.  You are 

responsible for the safekeeping of any confidential information, whether verbal, written or electronic, and for 

limiting access to those who have a need to know in order to do their jobs.  That means you should avoid 

discussing confidential information in common areas in our buildings or in elevators, restaurants, airplanes, 

taxicabs or other public areas. 

 

In addition, you must make sure that all third parties who will receive confidential or proprietary J Salon 

information agree to abide by this policy and enter into a non-disclosure agreement first. 

 

If you leave J Salon, all confidential information and materials (manuals, documents, software, etc.) must be 

returned on or before your last day of employment.  The obligation to preserve confidential information 
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continues even after employment ends.  You may not divulge or use confidential information (or documents 

containing confidential information) that you may have learned about or received during your employment. 

 

Media Inquiries 
Employees of J Salon must not speak to reporters on behalf of the company.  Employees who talk directly to 

reporters without going through Management risk providing incorrect information or revealing proprietary 

strategies.  Please direct members of the media with inquiries directly to Management. 

 

 

 

Company Property 
J Salon property (for example, merchandise, supplies and equipment) should be used only for business 

purposes and is not for personal use.  Taking or using Company property of any value for personal purposes 

without permission is stealing.  J Salon property may never be used for illegal purposes.  You are prohibited from 

doing anything that involves fraud, theft, embezzlement or misappropriation of Company property. 

 

Conflicts of Interest 
 

General 
All business decisions should be made solely in the best interests of the Company, not for personal benefit.  

Therefore, you should avoid any action that creates- or appears to create- a conflict of interest with the 

Company. 

 

Outside Employment 
Employees of J Salon must not receive compensation for personal services from any other hair salon or place of 

business that provides hair salon and related services.  This is considered a conflict of interest and is prohibited.  

 

Political Contributions and Activities 
 

Personal Contributions 
You are; of course, free to participate in personal political activities as you see fit.  In doing so, however, you 

should make it clear that you are acting in your individual capacity and not on behalf of the Company. 


