
Compliance is important for a business so that all 
employees work according to set standards. 

Employee compliance means that employees adhere 
with laws and regulations.  

Employees are required to conduct themselves in a 
manner consistent with company policies.

Creating a compliance strategy can help teams 
maintain a safe, efficient process, produce quality 
products, and adhere to relevant legal regulations.



SOME KEY AREAS

• Code of Conduct and Ethics: Employees are expected to 
abide by the organization's code of conduct, which 
outlines acceptable behavior, ethical standards, and 
guidelines for interactions with colleagues, clients, and 
stakeholders.

• Data Protection and Privacy: Staff members must 
comply with data protection policies and privacy 
regulations, ensuring the confidentiality, integrity, and 
security of sensitive information.

• Time and Attendance Policies: Adhering to work hours, 
attendance policies, and time-tracking procedures is 
essential for productivity and organizational efficiency.

• Training and Development Requirements: Employees 
may be expected to participate in training programs, skill 
development initiatives, and continuing education to 
enhance their job performance and stay updated on 
industry trends and regulations.

• Conflict of Interest: Employees must disclose any 
conflicts of interest and avoid situations where personal 
interests may conflict with the organization's interests or 
result in bias or favoritism.

• Communication and Reporting: Employees should 
communicate effectively, maintain accurate records, and 
report any violations, concerns, or suspicious activities 
to the appropriate channels, such as supervisors, 
compliance officers, or HR departments



REPORTS

Mandatory documents are statutory reports 
in ADSR that are compulsory for submission 
either monthly or quarterly.

-----------------------------------------------------------------------------------------------------

Analysis/Reporting
Departmental Appraisal Form
Employees Appraisal Form



APPRAISALS

Last Friday

MPR- Monthly 
Performance Review 

conducted last 
Friday of the month

Last Friday

QPR- Quarterly 
Performance Review

last Friday of the 
quarter e.g. March, 
June, September.

Weekend

APSR- Annual 
Performance & 
Strategic Review

2nd weekend in 
December.

December.

ACAC- Annual 
Conference & Award 
Ceremony

3rd week in 
December.



DISCIPLINARY ACTION POLICY
(Extract from ADSR Employees Handbook)

o Refusal or failure to follow directions from management which resulted in loss of 
revenue.

o Breach of confidentiality regarding employer, employee, customer, or provider 
information.

o Altering, damaging, or destroying Company property or records, or another 
employee’s property.

o Dishonesty. Stealing of Company’s property, data, information, and other resources

o Providing false or misleading information to any Company representative or on any 
Company records, including the employment application, benefit forms, time cards, 
expense reimbursement forms, and similar records.

o Fighting or engaging in disorderly conduct on the Company’s or a customer’s premises.

o Violations of any of the Company’s employment policies including, but not limited to, 
confidentiality, security, solicitation, insider trading, conflict of interest and code of 
conduct.



CONCLUSION

Staff workplace compliance is crucial for 
maintaining integrity, safety, and ethical 
standards. It fosters a positive work 
culture, upholds the organization's 
reputation, and minimizes risks. 

Continuous training and effective 
enforcement are key to ensuring ongoing 
compliance and success. Thank you for 
your dedication to compliance.



Thank You for 
Listening


