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APPENDIX: Lichtenstein Creative Media Code of Conduct 



LICHTENSTEIN CREATIVE MEDIA, INC. 
Employee and Independent Contractor  

Company Policies and Code of Conduct 
 

 
CODE OF CONDUCT 
Our company, Lichtenstein Creative Media, Inc. (“LCM”) values its reputation for 
integrity.  While practices may vary in different business environments, honesty and 
integrity have always characterized and must continue to characterize our business 
activities.  LCM's employees, officers and independent contractors are not permitted 
to achieve results by illegal or unethical methods.  Given the importance of LCM’s 
reputation, there is much more to be lost than could ever be gained from a breach of 
the standards contained in this code of conduct. 
 
DISTRIBUTION OF COMPANY POLICIES AND CODE OF CONDUCT 
This document is distributed to all officers of LCM (“the Company”), as well as 
staff on the LCM payroll, and those working for LCM in an independent 
contractor status.  Collectively, these parties are referred to in this code of 
conduct as “employees,” and each person is asked to sign a copy of the 
agreement, verifying that they have read it and agree to abide by its policies 
and guidelines.   
 
COMPLIANCE 
Each employee shall immediately report possible violations of this code of conduct to 
his/her immediate supervisor or to any manager or corporate officer.   
 
ETHICS IN BUSINESS TRANSACTIONS 
LCM does not permit the unauthorized disclosure of confidential or proprietary 
information or the unauthorized use or dissemination of such information.  Such 
information includes: unpublished financial data such as financial results; information 
regarding funding sources or relationships with funding sources not normally made 
public; production costs or financial forecasts; details of agreements regarding sales, 
purchases, employment and other agreements; normally confidential personnel data 
concerning LCM’s staff such as compensation or home address; project proposals, 
production budgets, correspondence relating to business, legal, administrative, or 
other confidential matters; and plans for future projects including research and 
development information.   
 
Employees shall not appropriate or divert LCM’s assets or employee services for 
their personal benefit.  Examples of such prohibited activities include: unauthorized 
removal of materials, equipment and supplies; unauthorized retention or duplication 
of LCM’s documents, materials, films, audiotapes, videotapes and computer disks; 
unauthorized use of Company paid labor for an employee’s personal benefit; and 
submission of fraudulent expense reports. 
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CONFLICTS OF INTEREST 
When acting on behalf of LCM, it is the responsibility of each employee to conduct 
himself/herself in the best interests of the company.  Maintenance of LCM’s good 
name requires that those in positions of responsibility avoid not only conduct which 
in fact involves a conflict, but also the appearance of impropriety.  Conflicts of 
interest arise when an employee’s objectivity in reaching, or influencing business 
decisions, or news decision-making is affected or may be perceived to be affected 
by factors other than the company's best interests as a journalistic organization.  It is 
the employee's responsibility to properly document, and then report, possible 
conflicts of interest, as soon as possible, to the president so that an objective 
determination may be made as to whether those circumstances adversely affect the 
company and should be avoided or discontinued.   

Because our news products, media productions and other work must be perceived 
as impartial, employees should avoid outside activities that could conflict with their 
jobs.  Furthermore, the business and commercial activities of employees and their 
families shall not influence news decisions.  Employees shall not benefit financially 
from news decisions they make or information they obtain, nor shall they make news 
decisions with the intention of creating a financial gain or loss for someone else. This 
means, for example, we should not own stock in or maintain outside business ties to 
individual companies or industries we cover, or make news decisions about them, as 
part of our regular assignment, regardless of where those companies are located.  

Investments in the securities of publicly traded corporations may represent possible 
conflicts of interest which would be reportable in the same manner as other possible 
conflicts whenever:  such investments are those that can affect or can be construed 
to affect the employee's objectivity to make or influence decisions for the company; 
the employee is in a position to make or influence decisions on behalf of the 
company which may affect the value of those investments; or such investments have 
been made on the basis of confidential or proprietary information obtained through 
the company. Although employees, particularly independent contractors, may work 
for or operate a business in addition to their employment at LCM, it should not 
conflict with their journalistic duties or give the appearance of conflict.   

Circumstances in which possible conflicts of interest could arise and which must, 
therefore, be reported include, but are not limited to, the following:  
 

1. Acceptance of any payment, service or loan from any enterprise with whom 
LCM does business without adequate consideration or at other than regular 
commercial terms.  This includes gifts, trips, entertainment or other benefits of 
more than nominal value. 

 
2. Ownership of an interest in or acting in any capacity for any enterprise in 

competition with the Company.  This includes acquiring an interest in the 
production or distribution of theatrical or television motion pictures, radio 
programming, tapes, or any other product or service similar to those 
produced, distributed or furnished by the Company.  
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3. Ownership of an interest in any property whose value has been or could be 
affected by any action of the Company which is influenced by or results from 
a decision or recommendation of the employee owning such interest.  

 
4. The appropriation to oneself or the diversion to others of any business 

opportunity in areas where the Company conducts business or to the 
employee's knowledge anticipates conducting business. 

 
DISCRIMINATION AND SEXUAL HARASSMENT 
Lichtenstein Creative Media, Inc.  and its subsidiaries are committed to providing 
equal employment opportunity and a work environment free from discrimination 
prohibited by law, including sexual harassment and discrimination because of an 
individual's race, religion, creed, color, national origin, ancestry, medical condition, 
mental and/or physical disability, marital status, sex, age, veteran status or sexual 
orientation.  
 
This policy prohibits all forms of conduct, such as verbal, physical or visual conduct 
which are unwelcome and indicate race, religion, sex, creed, color national origin, 
ancestry, medical condition, mental and/or physical disability, marital status, sex, 
age, veteran status or sexual orientation. 
 
Sexual harassment is defined as including, but not limited to, unwelcome sexual 
advances, requests for sexual favors, and other verbal, physical or visual contact of 
a sexual nature when either (1) submission to such conduct is made either explicitly 
or implicitly a term or condition of the individual's employment, (2) submission to or 
rejection of such conduct by an individual is used as the basis for employment 
decisions affecting such individual, or (3) such conduct has the purpose or effect of 
unreasonably interfering with an individual's work performance or creating an 
intimidating, hostile or offensive working environment.  
 
It is essential and required that employees immediately report conduct which is 
believed to be in violation of this policy to the Lichtenstein Creative Media, Inc. 
president, Bill Lichtenstein. If the conduct involves the president, or the individual is 
uncomfortable reporting conduct to the president, the individual may report to any 
supervisor or officer of the Company.  Any report of a violation of this policy will be 
treated confidentially and promptly investigated.  Appropriate disciplinary action will 
be taken against any person who has violated this policy and other action will be 
taken as appropriate to remedy problems caused by the misconduct.  
 
USE OF COMPANY EQUIPMENT, COMPUTERS AND SUPPLIES 
Please do not take office equipment or supplies from the premises without the 
knowledge and permission of your supervisor. 

Office equipment, including phones, computers, fax machines and Internet 
connections, is for business, not personal, use.  Occasional personal calls, or calls to 
check messages on your home machine, are acceptable.  Similarly, checking your 
personal email once in a while is acceptable and appropriate business conduct. 
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It is absolutely NOT OK to install instant messaging programs on your work terminal, 
nor is it appropriate to spend time on the web for personal or social reasons. Time 
spent on the web should relate directly to the performance of your work at LCM. 

Please do not load other personal programs -- including games, non-Microsoft 
screensavers, etc. onto your computers.  Our computer consultants want the 
terminals as unencumbered with computer programs as possible for ease in 
maintenance and smooth operation. 

And please respect all operating programs, configurations, and other system settings 
on your computer. Like opening up the hood of the car, you can accidentally do 
serious damage.  If you change something and sense there is a problem, please 
notify your supervisor immediately. 

COMPUTER FILE MANAGEMENT 
All documents and files within LCM’s office, without exception, must be saved on the 
SHARE drive.  The reason we have a network is so that we can share documents 
and files.  A file on anyone's desktop C: drive is no good to others who may need it.  
Repeat, there are no exceptions to this.   
 
All files on the share drive must be in a folder relating to the file.  A folder called 
"Bill's letters" or "Stuff for Production" makes it hard for others to find documents. 
Create a new folder if you need one that is appropriate for your document or file.  
 
Every document must have a name with three parts:  
 

• First, the name of the person or entity that the file relates to ("Basic Brain 
show," “Suzanne Vega," “Medscape," etc.) 

 
• Second, what the file is (contract, letter, script, etc.) 

 
• Third, the date with year (remember to use a "-" and not a "/" when writing the 

date.  
 
Therefore, "Bill's notes," "Material for show" "List of books" are not acceptable 
as file names.  
 
"Suzanne Vega letter 1-24-00," "The Infinite Mind Story Ideas 1-10-01," 
"Medscape contract 1-14-00," "Dr. Smith interview notes 1-10-01," and "Sense 
of Smell show discussion guide (draft) 1-9-01" are proper file names.     
 
CONFIDENTIAL DOCUMENTS 
The financial records of Lichtenstein Creative Media are to be accessed only by 
senior management.   If financial records need to be moved or dealt with in any way, 
please speak with one of us.  The payroll records are also off-limits.  Going through 
payroll records, or discussing anyone else's salary is considered a serious breach of 
company protocol and may be grounds for dismissal. 
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Likewise, the company maintains a listing of employees and key contractors, which 
includes home phone numbers, mobile number and other personal information.  This 
information is for internal use only and should not be shared with outside contacts.  If 
you receive a time-sensitive call for one of your colleagues, please take the 
message and then call the person yourself at their home or on their mobile phone. 
 
Also confidential are the credit card numbers provided to us for the purpose of 
ordering our goods and services. Any inappropriate use of credit card numbers will 
be prosecuted to the full extent of the law, and will be grounds for immediate 
dismissal. 
 
Finally, information regarding our underwriters should also be considered 
confidential and should not be shared with anyone outside the company. 
 
If you have a question about disposal of papers that may contain confidential 
information, please see Bill.  Papers containing confidential information as described 
above should not be placed for recycling. 
 
FREELANCE AGREEMENTS 
In line with our distribution of The Infinite Mind on line, for educational purposes, and 
other uses, every freelancer or outside producer producing material for LCM should 
be informed before an assignment is made, of our longstanding policy that all the 
work done for Lichtenstein Creative Media, Inc is a buy-out as work for hire, and we 
have all rights to use it, in all media, throughout the world in perpetuity.  Freelancers 
need to confirm their understanding of this by submitting a signed release/letter of 
agreement before the check for the payment can go out.  Any exceptions must be 
expressly authorized by Bill Lichtenstein or June Peoples prior to assignment.  
 
COMPANY HOLIDAYS, LEAVE TIME AND VACATION POLICY 
Company holiday for each year are posted in the “Public Folders” section of our 
email server. Holidays are as follows: 
 
NEW YEAR'S DAY                                                    
MARTIN LUTHER KING BIRTHDAY (Observed)     
MEMORIAL DAY                                                      
INDEPENDENCE DAY                       
LABOR DAY                                                           
THANKSGIVING                                                   
CHRISTMAS  
NEW YEARS DAY 
 
Our vacation policy: 
After six months, you are entitled to one week paid vacation.  After one year, you are 
entitled to two weeks of paid vacation.  After two years, you are entitled to three 
weeks of paid vacation.  Production staff for The Infinite Mind is encouraged to 
schedule vacation time with consideration to the program's production schedule.  If 
possible, we appreciate it if you can take your time off during our 13 weeks of 
repeats. 

5 



6 

Policy regarding "sick time:" 
If you are sick, or your minor child is sick, we do not expect you to work. You will, 
however, be paid. 
 
Employees with a prolonged or repeated absence due to illness may be asked to 
provide a doctor's note. 
 
If continued or repeated absence due to illness affects your ability to satisfactorily 
perform your job, we will review your performance accordingly. 
 
Bereavement: 
In the event of a family loss, please let us know and to arrange time off. 
 
Just a reminder -- staff should expect to work 40 hours a week. Generally, our 
schedule is either 9 to 6 or 10 to 7 with an hour for lunch.  We encourage all staff 
members to take a non-working lunch hour. If you plan to be here significantly more, 
or less, than 40 hours a week, please see your supervisor about working out a 
schedule for comp time. 
 
WORK AND SAFETY OUT OF THE OFFICE 
Please note that anytime you leave the office on company business, you must notify 
someone here where you are going. If there is a change in plans, the office needs to 
be apprised.  This is especially important if you are out of the office for an extended 
period of time, are traveling in difficult or potentially dangerous situations, or when 
traveling with gear.   
 
If you are in the field on a story, you must leave an itinerary before you leave with 
flights, hotel(s), interview sites and contact phones.  If there is a change in plans 
while shooting or taping, you must touch base with the office.  Finally, if you believe 
that the situation you will be traveling in is potentially dangerous, please make it a 
point to discuss the most appropriate way to protect yourself -- whether by means of 
transportation or having someone go with you, or other appropriate measures.  We 
care about your safety! 
 
Thanks so much for taking time to read this.  We’re so pleased you’ve joined 
Lichtenstein Creative Media.  Please sign below that you’ve read and that you 
understand the policies stated here, and return a copy to Bill.  If you have any 
questions about any of it, please ask.  Thanks again! 
 
 
_____________________________________ 
Your Name 
 
 
_____________________________________ 
Today’s Date 
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