
  

  

 

Understand Ethics in the Workplace 

Workplace Ethics 
Quick Reference Card 

 

What is a Code of Conduct? 

 

Explore Common Ethical Principles 

1.7 MILLION People 

 

What Are Ethics in the Workplace? 

 

Workplace ethics guide decisions and behavior in the workplace, creating a moral framework that encompasses not just 

the do's and don'ts but the very essence of good business practice. 

3. Fairness  Making unbiased decisions, like evaluating candidates 

equally. 

1. Integrity  Acting ethically in all situations, such as returning a found 

wallet.. 
2. Respect  Valuing others, like cooperating with diverse 

approaches.wallet.. 

4. Accountability    Owning your actions, such as admitting to a project's 

delay.a found wallet.. 
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Build an Ethical Culture 

The Principle of Respect for 

Autonomy: Consulting team members  

on projects, respecting their ideas. 

The Principle of Beneficence: A 

manager mentoring a new employee for 

better integration. 

 

The Principle of Non-Maleficence: 

Ensuring safety in manufacturing to 

prevent accidents. 

 

The Principle of Justice: Transparent, 

skill-based promotion processes for  

all. 

The Principle of Fidelity: Upholding 

commitments, like on-time project  

delivery.  

 

The Principle of Veracity: Consistently 

honest and transparent in all  

situations. 

 

 

 

 

 

 

✓ Develop a Clear Code of Ethics 

✓ Provide Training and  

Resources 

✓ Lead by Example 

✓ Foster a Culture of Integrity 

✓ Monitor and Assess Regularly 

 Master Ethical Leadership, focusing on more than rule 

adherence, by deeply committing to key principles and values 

in an organization. Key aspects include: 

✓ Modeling ethical  

behavior 

✓ Creating trust by being open  

✓ Empowering others to make 

ethical choices. 

Create an Ethical Work Environment 

that transcends mere rule-following by 

cultivating a culture of integrity and 

responsibility. Here's how to achieve  

this: 

 

 

 

 

 

▪ Mission Statement: Outlines company  

purpose and goals. 

▪ Values: Defines core organizational beliefs. 

▪ Behavioral Expectations: Sets conduct 

standards. 

A Code of Conduct is a document detailing an organization's principles, values, and standards, 

serving as a rulebook to align and direct members' behavior. It typically includes: 

 

 

▪ Compliance Guidelines: Details legal  

compliance. 

▪ Reporting Mechanisms: Explains how to report 

violations. 

▪ Consequences: Describes penalties for breaches. 
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Recognize Ethical Dilemmas 

 

Compliance and Reporting 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Develop a Code of Conduct 

1. Identify Core Values  

by defining the  

organization's  

fundamental beliefs. 

 

2. Consult  

Stakeholders to  

include diverse  

perspectives in planning. 

 

3. Draft the Code by  

writing down rules and expectations. 

 

4. Provide Examples to clarify rules with real-world 

scenarios. 

 

5. Set Enforcement Procedures by establishing 

reporting and consequence mechanisms. 

Implement a Code of Conduct 

Effectively implementing a Code of  

Conduct in an organization involves: 

• Educate Everyone with  

training on Code of Conduct. 

 

• Create Accessible Resources  

for easy code availability. 

 

• Encourage Open Dialogue to promote code 

discussions. 

 

• Regularly Review and Update to keep the code 

relevant. 

What's an Ethical Dilemma? 
An ethical dilemma occurs when choices conflict with 

moral principles, presenting no clear right or wrong 

decision. 

 

Conflicting 

Values: Choices 

clash with 

personal values. 

Ambiguity and 

Confusion: 

Unclear right 

course of action. 

 

No Easy Solution: 

All options have 

negative  

outcomes. 

Feeling 

Uncomfortable: 

Internal alarms signal 

ethical issues. 

Legal ≠ 

Ethical: Legal 

actions may 

defy ethics. 

Here's how you can spot those tricky ethical dilemmas, 

even when they're hiding in plain sight: 
 

Remember: "In ethical dilemmas, where choices challenge 

moral principles, the key lies not in perfect solutions, but in 

aligning with our core values and principles for the greater 

good."  

Understand the Standards 
To comply with ethical standards, it's important to first 

understand them. In the workplace, these standards are 

often outlined in various layers: 

 

Report Ethical Concerns 
If you encounter questionable practices in the workplace, 

knowing how to report ethical concerns is essential. 

Step 1: Analyze the Situation 

Detail the incident, participants, and context. 

Step 2: Consult Company Policy 

Understand reporting guidelines and process. 

Step 3: Consider Informal Resolution 

Assess appropriateness, approach with care. 

Step 4: Prepare Your Report 

Gather evidence, write a clear report. 

Step 5: Make the Report 

Follow company procedures, consider anonymity. 

 

Step 6: Follow Up 

Request updates, maintain report confidentiality. 

1. Laws and Regulations 

govern the legal rules and 

regulations for industries. 

 

2. Company Policies 

encompass an 

organization's own rules 

and guidelines. 

 

3. Industry Guidelines  

offer sector-specific ethical 

practices. 
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Free Cheat Sheets
Use the links below to download and

distribute with our compliments.

Business Skills
Accounting
Communication
Professional Development

Career Development
Career
Entrepreneurship
Higher Education
Job Hunting
Personal Branding
US Citizenship

Compliance & Safety
Active Shooter
Discrimination
Drugs & Alcohol
Harassment
Safety
Security

Customer Service
Customer Care
Customer Service Basics

Diversity
Bias
Diversity in HR
Inclusion

Sales & Marketing
Marketing
Sales

Technology
AI
Computer Basics
CRM
Mac
Software

Training
Course Authoring
Instructional Design
Train the Trainer

Wellness
Mental Health
Personal Growth
Relationships
Well-Being
Work/Life Balance

Google
Calendar
Chrome
Classroom
Docs
Drive
Forms
Gmail
Sheets
Slides

HR
Hiring
HR
Talent Management

Leadership 
Leadership 
Management 
Project Management

Microsoft
Access
Excel
OneDrive
OneNote
Outlook
PowerPoint
Teams
Windows
Word

AI Powered Training Made Easy

Customizable Courses
Make ready-made training
yours with 300+ courses

AI Course Builder
Create stunning courses

in minutes with AI.
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LMS
A friendly learning platform

your users will love.
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Spanish versions
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