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Unwritten Office Rules

	Position:


	

	Department:


	

	Service Area:


	

	Environment:

(Please complete a brief description of the office environment; busy, quiet, open plan, which floor?)
	

	Extra responsibilities outside the job description:

(Please list any extra responsibilities such as managing petty cash, managing the tea and coffee budgets, watering the office plants)


	

	IT Restrictions:

(Can employees use the Council internet for personal use during break times?)

	

	Office Dress code:

(Can employees wear jeans, trainers? Can employees dye their hair any colour they want? Can employees have visual piercings? Visual tattoos?)

	

	Hours of work:

(Do people tend to just work the normal office hours or work over time? When do people take lunch? Unofficial breaks?)


	

	Personal Appointments:

(If employees need time off to go to the doctor, dentist etc, are they expected to give this time back through flexible working?)


	

	Break Times:

(Where do people go for breaks or lunch? Do people bring in their own lunches?)


	

	Etiquette around managing personal affairs at work:

(Everyone from time to time needs to organise personal affairs during the working day, how does this work in this department? Is there anywhere private where employees can go to make personal phone calls?)


	

	Any other relevant information not covered above?


	

	Who manages the department:


	

	Who are the buddies:
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