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Business Ethics and Conduct 

The successful business operation and reputation of the Asheville ABC Board is built upon the 
principles of fair dealing and ethical conduct of our employees. Our reputation for integrity and 
excellence requires careful observance of the spirit and letter of all applicable laws, regulations 
and customs as well as a scrupulous knowledge of and regard for the highest standards of 
conduct and personal integrity. 

In general, the use of good judgment, based on high ethical principles, will guide you with 
respect to lines of acceptable conduct. If a situation arises where it is difficult to determine the 
proper course of action, the matter should be discussed openly with your immediate supervisor 
or the General Manager. 

The continued success of the Asheville ABC Board is dependent upon our customers' trust and 
we are dedicated to preserving that trust. Employees owe a duty to the Asheville ABC Board 
and its customers to act in a way that will earn the continued trust and confidence of the public. 

The Asheville ABC Board will comply with all applicable laws and regulations and expects its 
officers and employees to conduct business in accordance with the letter, spirit, and intent of all 
relevant laws and regulations, to refrain from any illegal, dishonest, or unethical conduct. 

Customer Relations 

To deserve the goodwill of the public is of the utmost importance. It is best gained by giving 
cheerful, competent service in attractive, well-stocked and clean stores. 

Customers must be attended to promptly and pleasantly. Greet them with "Good morning 
(afternoon or evening)". Ask, "May I help you?" After a sale is completed, say "thank you". If 
engaged in other duties at the counter, stop such work when customers enter and be prepared 
to serve them. If additional help is needed for better service, ask a co-worker, manager or 
assistant manager for help. Refrain from cell phone use while a customer is in the store. 

Should a customer be difficult in his or her attitude, remain courteous and patient. If 
communications deteriorate, do not hesitate to request assistance from the manager 

The use of profanity or boisterous conduct is not acceptable. Do not read newspapers, 
magazines or books at the cash register. Do not eat or drink in the sales area of the store. Be 
attentive to your customers and their needs as soon as they enter the store. 

Employee Relations 

The Asheville ABC Board believes that the work conditions, wages, and benefits it offers to its 
employees are competitive with those offered by other employers in the Asheville area. If 
employees have concerns about work conditions or compensation, they are strongly 
encouraged to voice such concerns directly to the management team. 

Our experience has shown that when employees deal openly and directly with supervisors, the 
work environment can be excellent, communications can be clear, and attitudes can remain 
positive. We believe that the Asheville ABC Board amply demonstrates its commitment to 
employees by responding effectively to all employee concerns. 







































































Unusual Occurrence Report Form Directions 

To be completed by the end of the shift the occurrence took place and returned to or recovered 
by the administrative representative upon completion, 

1. Incident Date and Time: Please be sure to indicate the date and time of the incident
2. Agency Name: Please enter store location
3. Event#: Each event sequence begins at the start of the calendar year, Check the

previous unusual occurrence report for this event number.
4. Reporting Time: This should be the time that this report is generated
5. Address or Location of Incident: Self explanatory
6. Person Reporting Incident: To include name and title
7. Preferred Method of Contact: This the information that will allow the reporting person

to be contacted for additional details as needed. This contact could take place outside
of the work environment so provide information accordingly.

s. Affiliation: lftlieTrivolved person ls affiliatelwith a subc�ntract or contract agency
provide the name and contact number for the agency, co. or person for further
information should it be needed.

9. Time, Dates: Referring to date, time and camera number for recovery of digital images.
It will be necessary to search the DVR/Surveillance system to provide accurate
information in this block.

10. Type of Incident: Provide an accurate type of incident for example: Customer injury,
shoplift, physical encounter or confrontation, medical emergency, etc,

11. Incident description: Please print clearly and legibly, a typed incident description would
be acceptable but the time constraint is still in place. The description should be one
that is clear and accurate to allow the reader to have as good an understanding as
someone who was present at the time.

12. Attachments: If additional information is attached to this report circle yes and provide
the total number of pages. These additional documents should be stapled to the
original report so they cannot become separated in transit












