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Policy on the Preservation of Company Property

[Company] wants to provide the best environment and tools for the employees to perform
work at a high level and enjoy their surroundings. Accordingly, the purpose of this policy is to
establish the responsibilities for the care and maintenance of the work environment, including
the physical facility, the machinery and equipment needed to perform our work, and the
furnishings, appliances, and necessities to provide a clean, functional, and pleasant work
environment. Collectively, these things are considered “Company Property” for purposes of this

policy.

According, all employees, workers, contractors, customers, and other visitors to the [Company]
or those who have access to Company Property are expected to treat that property with care
and respect.

Company will provide training on the use of certain equipment and other Company Property to
achieve best use of these items and to inform and educate about their unique characteristics.

Should you encounter company property that is damaged or is malfunctioning in some manner,
it is your responsibility to report that damage to your supervisor, facilities manager, or a
member of the management team as soon as possible. Reporting damage or malfunctioning
Company Property helps [Company] keep business running smoothly and efficiently and
maintains a functional and pleasant working environment.

Exercising caution when using or accessing company property is very important. For Company
Property that is portable, take extra care to ensure that the property is in a safe place, free
from hazards such as extreme temperatures, dropping/falling hazards, theft, food, liquids,
xrays, strong magnets, and other known hazards.

Of course, accidental damage happens. Also, normal wear and tear from regular use may result
in damage. In these circumstances, [Company] will cover 100% of the cost to repair and/or
replace the Company Property if appropriate.

Negligence or misuse of Company Property, as well as intentional harm or destruction, will is
subject to disciplinary action for any employees involved, including but not limited to wage
deductions to cover the cost of repair or replacement. Such conduct could result in immediate
termination based on the nature of the destruction and the conduct of the employee(s)
involved.
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