

Office Rules Cheat Sheet

(make sure you describe the items you want to present as actions (“sign the list when you enter the office”) and keep it short and simple. This should be 1 A4 that you can hand out & stick to the wall. You can refer to other documents for more details, see below the list for an example)

Ten things to know & do in our office
· When do we start the day? And when do we go home?
· What are standard procedures? (sign in & out, …)
· Do we lunch together?
· When are regular team meetings or coffee chats?
· What if I am ill/cannot come in?
· Who cleans the dishes?
· What to do when you leave your desk during the day?
· What to do when someone wants to come in?
· What to do when you leave the office?
· What is the password policy?

PS: In your personnel guide and our policies more rules, rights and responsibilities are described, and more details are provided. You can find these ….(mention location/link)
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