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Intellectual Property Statement

This document contains proprietary research, copyrighted materials and literary property of Gallup, Inc. It is for the guidance of your 
organization only and is not to be copied, quoted, published or divulged to others outside your organization. All of Gallup, Inc.’s content 
is protected by copyright. Neither the client nor the participants shall copy, modify, resell, reuse or distribute the program materials 
beyond the scope of what is agreed upon in writing by Gallup, Inc. Any violation of this Agreement shall be considered a breach of 
contract and misuse of Gallup, Inc.’s intellectual property.

This document is of great value to Gallup, Inc. Accordingly, international and domestic laws and penalties guaranteeing patent, 
copyright, trademark and trade secret protection safeguard the ideas, concepts and recommendations related within this document.

No changes may be made to this document without the express written permission of Gallup, Inc.

Gallup® is a trademark of Gallup, Inc. All other trademarks and copyrights are property of their respective owners.
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Welcome to Gallup®!

As a new associate, you likely have questions about Gallup’s personnel policies affecting 
your employment. (Luckily, we anticipated that.) The Guide to Gallup1 Citizenship and Code 
of Ethics and Business Conduct was designed specifically to acquaint you with our chosen 
ethics. It is your responsibility to read, understand and comply with all provisions contained 
in this guide, as well as the information on our intranet site. For more information about your 
benefits or our travel and expense reimbursement policies, refer to the corresponding guides 
available on accounting.gallup.com. 

Although we have done our best to outline all of our practices, policies, procedures and 
general information, we recognize that this document may not completely cover every 
circumstance. If you need additional information or if your question is not addressed in 
these materials, reach out to your Go To or the Legal Department.

Legal Note: Gallup reserves the right to interpret, amend, modify, or cancel and withdraw any or all sections or provisions 

contained in these materials at any time without notice. The current provisions supersede all existing policies and practices, 

and may not be amended or added to without the express written approval of Ken Andersen in Legal. Nothing in this document 

is intended to create an employment relationship of any definite duration. Nothing in this document should be interpreted as a 

waiver by Gallup of its rights to terminate any associate at any time, with or without cause or notice. Although Gallup believes 

wholeheartedly in the guidelines described here, they are not a contract of employment.

1 Gallup, as used in The Guide to Gallup Citizenship, refers to Gallup, Inc. and all of its subsidiaries.
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Everything we do at Gallup revolves around our fundamental ethics, beliefs and values. These guiding 
philosophies help us dictate the right type of behavior and actions to take as employees, and enable us to fulfill our 
mission to solve the world’s most pressing problems. At Gallup, we value:  

Mission-Based Work. To your fellow associates, work is more than just a job — it’s a calling. At Gallup, you work on 
meaningful projects that contribute to your purpose and our core mission to change the world through analytics and 
advice. You do work you are passionate about — the type of work that gets you out of bed every morning and changes 
lives. If you crave opportunities to help people live happier, more productive and engaged lives, you’ll fit right in with us.    

Innate Talents. At Gallup, we believe that a person’s unique talents and individual strengths are the foundation of a 
productive work environment. We know there is something you do better than anyone else and we selected you for your 
role because of your strengths. Our goal is to make sure you have the opportunity to do what you do best every single 
day… we cannot wait to see the results!

Employee Engagement. Fifty years ago, we set out to understand workers’ motivations on the job and we have not 
stopped since. We know from our research that when people feel engaged, or emotionally connected to their work, they 
are happier, more productive and loyal employees. (And who doesn’t want to be those things?!) We practice what we 
preach and at Gallup, we live and breathe engagement. Whether it’s making sure you know what is expected of you in 
your role, or it’s creating opportunities for you to strengthen your friendships at work, your engagement is our priority. 

Ongoing Learning and Development. At Gallup, you are in charge of your career path. While we offer companywide 
learning opportunities, the majority of your development and career growth is driven by your unique needs, talents and 
passions. And with Gallup’s work involving nearly every country and job sector worldwide, your opportunities to grow with 
us are limitless. 

Great Managers and Leaders. We know that having excellent leadership is essential to your success. Our managers 
act as coaches — empowering you, celebrating your achievements and removing obstacles so you can focus on doing 
what you do best. Our leaders create a culture of clear accountability and transparency, making decisions based on 
productivity, not politics. It’s not about who you know… it’s about what you do. 

Well-Being. Before you are an employee, you are a person. At Gallup, your well-being is important to us. It is why we 
have programs and activities designed around your financial, physical, social, community and purpose well-being. We 
want you to thrive in all aspects of your life, and we encourage you to do what it takes to achieve your well-being goals. 
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Code of Ethics and Business Conduct

For over 80 years, we have worked hard to build a brand and reputation founded in honesty, 
integrity and trustworthiness. It is something we are extremely proud of and something we do not 
take lightly. That is why Gallup is vigilant in protecting our brand and reputation and we demand 
careful observance to the spirit and letter of all applicable laws and regulations. We require our 
associates to adhere to the highest possible standards of ethics and professional business 
conduct when acting on behalf of Gallup.

The Code of Ethics and Business Conduct (“the Code”) explains Gallup’s policies and standards 
concerning ethical conduct for all associates. Gallup expects its directors, officers and 
associates to conduct business in accordance with the letter, spirit and intent of all relevant 
laws. Gallup prohibits any associate from engaging in any illegal, dishonest or unethical 
conduct. This includes, but is not limited to, such things as falsifying documents, not respecting 
the Intellectual Property of Gallup or others, inaccurately billing clients, failing to disclose 
relevant information, supplying false or misleading information or violating any other Gallup 
policies, including those that govern confidential and public release. 

If a situation arises in which it is difficult to determine the proper course of action, ask your Go To 
and, if necessary, Steve O’Brien, Bill Kruse or Ken Andersen in Legal for advice and consultation.

Act With Honesty, Integrity and Trustworthiness

You know that saying, “we are only as strong as our weakest link”? That same sentiment applies 
here. Our corporate ethics are the sum total of each and every ethical decision our associates 
make every day. Therefore, Gallup associates must act with honesty, integrity and trustworthiness 
at all times. 

Conflict of Interest

A potential or actual conflict of interest occurs when an associate is in a position to influence a 
decision that may result in a personal gain2 for that associate or a relative3 of that associate as a 
result of Gallup’s business dealings. 

2Personal gain may result when an associate or relative has a significant ownership in a firm with 
which Gallup does business, as well as when an associate or relative receives any kickback, 
bribe, substantial gift or special consideration as a result of any transaction or business dealing 
involving Gallup.

3For the purposes of this policy, a relative is any person who is related by blood or marriage, 
or whose relationship with the associate is similar to that of persons who are related by 
blood or marriage.

Associates are required to conduct business within guidelines that prohibit potential and actual 
conflicts of interest. These guidelines provide associates with general direction toward further 
clarification on when a potential or actual conflict of interest may exist.
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Transactions with outside firms must be conducted within a framework that is established 
and controlled by Gallup executives. Business dealings with outside firms should not result in 
unusual gains to those firms, its associates or any Gallup associate. An unusual gain is defined 
as the giving and receiving of bribes, product bonuses, special fringe benefits, unusual price 
breaks or other windfalls. Promotional plans that could be interpreted to involve unusual gains 
require specific executive-level approval.

Gifts

Who doesn’t like to get a gift? In today’s world, it is a common business practice to exchange 
tokens of appreciation. Gallup associates may accept some of these common courtesies (such 
as business meals), but always need to be mindful to avoid any gift that would put them in a 
situation where there is a real or perceived conflict of interest. 

A common rule of thumb is to ask yourself, “Is this something that I’d be willing to make full 
public disclosure of accepting or participating in?” 

Listed below are examples of items that should never be accepted: 

 • any gift, or combination of gifts, valued at more than $200 in one year from any one 
supplier, including, but not limited to, sporting or cultural event tickets, wine, etc.

 • any payments, fees, services, special privileges, vacations, pleasure trips, use of 
recreational facilities or vacation homes, loans (other than conventional loans from 
financial institutions), or other favors from any person or business organization that 
does or seeks to do business with, or is a competitor of, Gallup

 • gifts in the form of cash or securities 

Additionally, Gallup and all of its associates are prohibited from offering anything of value to any 
government employee. This includes, but is not limited to, refreshments, meals and books. 

We understand that associates may have relationships with outside firms, and that’s okay. 
However, if associates have any influence on transactions involving purchases, contracts or 
leases, it is imperative that they consult with Ken Andersen in Legal immediately to discuss the 
existence of any actual or potential conflict of interest so that safeguards can be established to 
protect all parties.

Outside Employment

When you are an associate at Gallup, we expect your job here to be your top work priority. If 
you have another job outside of Gallup or are involved in outside ventures, it cannot come at the 
expense of your job performance here. If Gallup determines that your outside work interferes 
with performance or the ability to meet Gallup’s requirements, you may be asked to terminate 
the outside employment if you wish to remain with Gallup.

Associates currently involved in or wishing to hold outside employment, or be involved in outside 
ventures in the future, must receive the approval of their Go To. The associate must provide 
their Go To with a written statement fully disclosing the activity, including the organization, 
responsibilities and required time commitment. 
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Outside employment that constitutes a conflict of interest is prohibited. 

Associates asked to serve on a board of directors, an advisory board or committee or in any 
similar capacity for an entity outside of Gallup that could create a conflict of interest, or the 
appearance of a conflict of interest, must follow the procedure outlined above. 

Note: These situations are fact-specific. For example, serving on the parent teacher association 
for your child’s school or the board of your neighborhood association is most likely okay once 
you have complied with the steps listed above. Serving on the board of a “for profit” corporation 
by contract will require the written permission of Gallup’s Chief Ethics Officer Steve O’Brien. 
Any associate who serves on such a board and receives any type of fee or compensation must 
submit the fee or compensation to Gallup.

Intellectual Property

Gallup is known for having incredible data, analytics and advice. It is what our brand and 
reputation are built upon. We have invested countless resources and significant amounts of 
time and intellectual energy in the research and development of our products and offerings. 
Gallup’s intellectual property — i.e., our trade secrets, research and the products we have 
patented, copyrighted and trademarked — are vital assets to the continued success of Gallup. 
Because of this, we have developed very strict standards to maintain impartiality, protect the 
confidentiality of our respondents and govern the release of data and the use of our brand. 

What does this mean for you? Put simply: you must be vigilant in protecting Gallup’s brand 
and products at all times.

As a condition of employment, all associates are required to sign a non-disclosure agreement 
covering the protection of our intellectual property. Gallup prohibits you from disseminating or 
disclosing any confidential information4 to any person or organization outside of Gallup at any 
time (including after your employment) without written consent of the General Counsel. 

4Examples of confidential information include customer lists, financial data, labor relations 
strategies, marketing campaigns, report data, etc. If you are unclear about what is or is not 
confidential business information, reach out to our Legal department for clarity.

If you suspect an associate is abusing or violating this policy, say something. You are required to 
report the abuse to Ken Andersen in our Legal department. 

Associates who improperly use or disclose intellectual property or confidential business 
information will be subject to disciplinary action, including termination and legal action.

Confidential Information

We have all heard the saying “loose lips sink ships.” The same concept applies to how vital 
trust is to maintaining our client relationships. Our clients and respondents trust that Gallup 
will keep the information they share confidential. Without that trust, we lose their business 
and our reputation. 
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For this reason, Gallup requires all associates and suppliers to maintain the confidentiality of 
all client and respondent information. Gallup’s associates and suppliers may only access and 
use client, respondent and associate information to perform the necessary services required to 
complete Gallup’s business purposes for which they have been given access. All other use or 
access is strictly prohibited.

Accurate Records 

Accurate record keeping and reporting reflects Gallup’s reputation, brand, integrity and 
credibility. All associates are responsible for preparing, maintaining and retaining accurate 
records in compliance with applicable regulations, laws and Gallup’s record retention policies. 
Falsification5 of any company or personal information is prohibited. 

5Falsification includes, but is not limited to, knowingly misstating, altering, adding, omitting 
or deleting information from a Gallup proposal, invoice, record or system which results in 
something that is untrue or misleading.

Anti-Bribery and Anti-Corruption

It is against Gallup’s policy to engage in any form of bribery, directly or through an intermediary. 
This includes offering or accepting improper payments, gratuities or gifts to obtain or retain 
business or secure services anywhere in the world. All Gallup associates must comply with 
the U.S. Foreign Corrupt Practices Act and the U.K. Bribery Act (both of which apply globally), 
and all other anti-bribery and anti-corruption laws when dealing with domestic and foreign 
government officials.

Dealings With Government Officials

At Gallup, we often partner with governments around the world. It is imperative when 
interacting with government employees that you do not engage in behavior that could be 
interpreted as intended to improperly influence a business relationship. You are forbidden from 
offering, promising or giving anything of value to any executive, official or employee of any 
government agency, state-owned or controlled enterprise, political candidate or political party 
in order to influence a decision. Additionally, you must adhere to all Gallup expense reporting, 
recordkeeping and other policies regarding dealings with such government officials.

Political Contributions and Activities

We are all about you being active citizens in the world, and we encourage you to participate in 
political activities that resonate with your individual values and political preferences. However, 
it must be apparent that participation is on your individual behalf and not as a representative of 
Gallup. If you engage in political activities, you must do so on your own time and without the use 
Gallup’s equipment or facilities. 

U.S. federal and state laws, and the laws of many countries, prohibit corporations from making 
contributions to a political candidate. As such, Gallup, its board of directors and the members of 
the executive committee are prohibited from making any political contributions.
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Applicability and Training

The provisions of the Code apply to all Gallup associates, including officers, directors and 
members of the executive committee. All associates are required to agree to observe the Code 
and participate in the Code of Ethics and Business Conduct annual training. All associates must 
acknowledge their acceptance of the Code on an annual basis. 

Reporting Violations

Gallup maintains an Ethics Helpline as a central means for raising questions, seeking 
guidance and reporting ethics and compliance issues. You can access the Ethics Helpline at 
800-288-9439. The helpline is available 24 hours a day, seven days a week. To file a report 
online visit gallup.ethicspoint.com. 

Every associate has an obligation to promptly report any violation or suspected violation of this 
Code. No Gallup associate has the authority to direct, participate in, approve or tolerate any 
violation of the Code by anyone. Associates must report any behavior or action they witness or 
are aware of, regardless of the identity or position of the alleged offender. 

Non-Retaliation

Gallup values clear and open communication and respects the contributions of all associates. 
As such, Gallup will not retaliate against any associate who makes a good faith report in 
accordance with the Code. 

Violating the Code

Any associate who violates any provision of the Code or fails to cooperate fully with any inquires 
or investigations will be subject to disciplinary action, including termination of employment*. 

Inclusion

At Gallup, we are committed to maintaining a culture of respect and inclusion, and we have zero 
tolerance for harassment or discrimination of any kind. We welcome and encourage diverse 
ideas, opinions and backgrounds, and we stand up for people when we see someone being 
treated the wrong way. Our unique talents, strengths and experiences make us more effective 
as a company and closer as team members and friends — so be who you are. You will be 
celebrated here.

*Gallup will timely disclose, in writing, to the agency Office of the Inspector General (OIG), with a copy to the Contracting Officer, all 

disclosures as required by FAR 52.203-14(b)(3)(i) and FAR3.1003(b).
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Associate and Employer Relations
We want Gallup to be the best place for you to work. Whether it’s regarding working conditions, 
compensation, flexibility, development or benefits, we want you to strongly agree that Gallup’s 
work environment can’t be beat. 

Our experience has shown that when associates deal openly and directly with their Go To, the 
work environment is one of trust and openness. Communications are clear and attitudes are 
more positive. If you have concerns about your work environment, we encourage you to voice 
these concerns openly and directly to your Go To so that Gallup can effectively respond. 

In an effort to protect and maintain direct employer/associate communications, we will resist 
union organization, within applicable legal limits, and protect the right of associates to speak on 
their own behalf.
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Equal Employment Opportunity 
and Anti-Harassment Policy
Gallup has an unequivocal policy of equal employment opportunity. That means all qualified 
applicants are considered for employment and all associates are treated equally during 
employment, without regard to their race, color, religion, national origin, gender, age, sex, sexual 
orientation, gender identity or expression, marital status, mental or physical disability, genetic 
information, veteran or military status, or any other basis protected by applicable law. Gallup’s 
policy against discrimination applies, but is not limited to, recruitment or recruitment advertising, 
employment, job assignment, upgrading, demotion, transfer, rates of pay or other forms of 
compensation, and selection for training, including apprenticeship, pre-apprenticeship, and/or 
on-the-job training. Gallup absolutely prohibits discrimination or harassment based on any of the 
criteria listed above. Violation of this policy will result in discipline up to and including termination.

Harassment and Discrimination

Gallup is committed to providing a workplace free of discrimination and harassment based on a 
person’s race, color, religion, national origin, gender, age, sex, sexual orientation, gender identity 
or expression, marital status, mental or physical disability, genetic information, veteran or military 
status, or any other basis protected by applicable law.

Gallup will not tolerate, condone or allow harassment, whether engaged in by fellow associates, 
Go Tos, contingent workers, customers or other non-associates who conduct business with Gallup. 
Gallup encourages associates to report all incidents of harassment.

Gallup encourages individuals who believe they are being harassed to clearly and promptly notify 
the offender that their behavior is unwelcome. If for any reason an individual does not wish to 
confront the offender directly, or if such confrontation does not successfully end the harassment, 
the individual should promptly provide a written or oral complaint to any of the following:

 • Jane Miller, Chief Operating Officer

 • Ken Andersen, Senior Counsel in Legal

 • Matt Mosser, Chief Talent Officer

 • Ethics Helpline (800-288-9439) 

 • Ethics Website (gallup.ethicspoint.com) 

Investigation of the Complaint

Gallup will investigate complaints promptly. The individual who reports the complaint will be informed 
as to the status of the investigation and its outcome, to the extent possible. The investigation may 
include individual interviews with the parties involved and, if necessary, with individuals who may 
have observed the alleged conduct or who may have relevant knowledge. Gallup will maintain 
confidentiality of the investigation to the extent practicable and consistent with an adequate 
investigation and appropriate remedial measures. Gallup expects all employees to fully cooperate 
and provide truthful information in an investigation.
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Sanctions for Misconduct

Individuals found to have engaged in improper conduct will be appropriately disciplined, up to 
and including termination.

False Accusations of Misconduct

We take your word seriously. Making a false or malicious harassment claim will result in 
appropriate discipline, up to and including termination should we find there was no evidence or 
proof of harassment.

Protection Against Retaliation

Gallup prohibits any form of retaliation against an individual who makes a bona fide complaint 
under this policy, assists in a complaint investigation or makes any determination necessary 
under this policy. Retaliation is a serious violation of this harassment policy and should be 
reported immediately to the Chief Operating Officer, Senior Counsel, Chief Talent Officer 
or the Ethics helpline and/or website. Any person found to have retaliated against another 
individual for reporting harassment will be subject to appropriate disciplinary action, up to and 
including termination. However, as noted above, if after investigating a complaint of harassment 
or unlawful discrimination Gallup determines that the complaint is not bona fide or that an 
associate has provided false information regarding the complaint, disciplinary action may be 
taken against the individual who filed the complaint or who gave the false information.

Conclusion

At Gallup, you will never be required to endure insulting, degrading or exploitative treatment. We 
require every person (associate and non-associate) to exhibit sound judgment and respect for 
the feelings and sensitivities of every associate in all conduct and communications.

Gallup has developed this policy to ensure that all associates can work in an environment free 
from harassment. Gallup will make every reasonable effort to ensure that all associates are 
familiar with this policy and will investigate and appropriately resolve any complaint received.

If you have any direct questions or concerns about this policy, reach out to Jane Miller, Chief 
Operating Officer.
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Flexible Work Culture
Gallup has been a leader in flexible work cultures for decades. We recognize that your life has 
demands outside of your career and our culture embraces a lifestyle that allows work and life to 
thrive together. For most roles, as long as you meet your deadlines and your customers receive 
high-quality work with world-class service, when and where you choose to do your work is yours 
to configure in partnership with your Go To. This flexibility relies heavily on personal responsibility, 
clear communication and an unwavering commitment to client needs and deliverables.

Office Hours

Gallup’s priority is our customers and our goal is to arrange our work around their needs. As 
a global company, “work hours” can include any and all hours of the day. Depending on your 
region or where most of your customers are located, you may find it more beneficial to start 
your day at 6:00 a.m., while others get more work done when they begin at 10:00 a.m. Early 
birds may leave mid-afternoon while the night owls might stay into the evening hours. If you 
need to leave for a while, you can usually pick back up and work from home. The bottom line? 
Find the time that allows you to get the most from work and from life. 

Working Remotely 

We like to see your face here in the office! It helps build internal partnerships and strengthens 
team collaboration. However, we understand that you may need to occasionally work from 
home. Whether you have a doctor’s appointment, a child’s soccer game or you just feel more 
productive at a local coffee shop every now and then, you have the luxury and choice to work 
remotely when you need to. Just be sure to inform your Go To and ensure your team is aware 
that you are working and available from another location.

Vacation Policy

At Gallup, we do not have a traditional vacation policy with a set number of vacation days. You 
may choose to take off as little or as much time as you would like, permitted that it does not 
interfere with your job performance and that you meet your annual required hours. (For more 
information about your minimum work hours, please speak with your Go To.) A general rule 
of thumb is two weeks of vacation, plus a day for every year of service (up to 20 days), with 
exceptions for special life events and major holidays. To ensure all internal and external client 
needs are met, arrange and communicate your schedule with your coworkers and Go To.

What about holidays? Since Gallup operates 365 days a year, we never really “close.” 
However, the majority of associates take off the following holidays: New Year’s Day, 
Memorial Day, Independence Day, Labor Day, Thanksgiving Day and Christmas Day. 

Note: If you are employed in a country that has statutory requirements concerning time off, 
Gallup follows the statutory minimums. Additionally, some U.S. government contracts prohibit 
associates from working on certain U.S. holidays. If you are assigned to these contracts, you will 
be notified of the specific requirements. 
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Sick Leave Policy

Keep your germs to yourself. If you are sick, stay home! You can always choose to work remotely if 
you feel up for it, but if rest is what the doctor called for, go for it. Take care of yourself so you can 
get back to peak productivity as soon as possible.

Civic Responsibility

At Gallup, we want you to be productive, responsible and contributing members of your community. 
As such, we support and encourage you to fulfill your civic responsibility.

Jury Duty: If you get called for jury duty, inform your Go To so that arrangements can be made to 
cover client needs. Contact Ken Andersen in Legal to discuss compensation during jury service.

Military Service: Gallup recognizes the responsibility of associates who perform military service 
and will honor the legal rights of those associates. Gallup follows the guidelines of the Uniformed 
Services Employment and Reemployment Rights Act. If you questions or need to take military leave, 
contact Ken Andersen in Legal.

Additional Leaves of Absence

If you need time off for maternity, medical or FMLA leave, contact the Gallup Benefits team to 
discuss your options. If you wish to take a leave of absence that is not covered under medical leave, 
discuss your request with your Go To.
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Recording Your Hours
You aren’t the only one who thinks your time is precious - we think it is too. It’s why we require 
you to record the hours you spend working on your timesheet at accounting.gallup.com. Your 
timesheets help us make decisions that affect our company, our prospects and our clients, and 
they help us determine costs and individual productivity. Our commitment to continued growth 
and sustainability is dependent on these records. 

 • Record the time you spend working at the end of each day on your timesheet. 
Time is measured by 15-minute increments and is rounded to the nearest quarter.  
(Example: one hour and 45 minutes would be recorded as 1.75; 10 minutes would be 
rounded to 15 minutes and recorded as .25; anything less than seven minutes would 
not be recorded.)

 • Record all time by project number. You are only allowed to work on projects or 
accounts (and subsequently allocate time for billings) if you have prior authorization 
in writing. Prior authorization typically comes via email from either your Go To or the 
Project Lead for the account.  

 • Submit your timesheet on a weekly basis for approval. Gallup’s workweek starts on 
Monday and ends on Sunday, and timesheets cannot be predated nor submitted 
until the week has ended. If you fail to submit your timesheets in a timely manner, 
your paychecks may be withheld and you will be subject to other disciplinary 
actions, up to and including termination. 

 • Do not record time spent not working (i.e., time taken for meals, breaks of 30 
minutes or more, etc.). We are all about your well-being goals, but an afternoon walk 
around your office building is not time spent working and should not be recorded. 

Common Types of Recorded Hours

 • Client Time. Client time is any time spent working on, well, client projects. Examples 
of tasks that count toward client hours include attending client meetings or calls, 
traveling to client meetings, internal meetings related to client work, analyzing or 
reviewing client data and deliverables and responding to client emails.

 • Administrative Time. Administrative time is for general administrative activities or 
events. Examples of tasks that go toward administrative time include completing 
timesheets, filling out expense reports, attending team meetings and participating 
in office recognition events.

 • Learning Time. Learning time is time you invest in your learning and development. 
Examples include role-specific training, security and ethics training or approved 
external learning events. Gallup has different types of training numbers including 
Onboarding, Role and Corporate, so talk with your Go To about which project 
number is most appropriate for your learning event.

Altering, falsifying and over- or under-reporting of hours worked are violations of the timesheet 
compliance policy and will result in discipline, up to and including termination.  
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Exempt Associates 

If you are deemed an exempt employee under the United States Fair Labor Standards Act, you 
will not be paid overtime for hours worked in excess of eight hours per day or beyond a 40-hour 
workweek. Continue to record all of your work hours, however, hours worked in excess of eight 
hours per day or beyond 40 hours in a workweek will be treated as uncompensated overtime.6 

6Uncompensated overtime is defined as the hours worked without additional compensation 
in excess of an average of 40 hours per week by direct charge associates who are exempt 
from the United States Fair Labor Standards Act. Compensated non-working time shall be 
included in the normal workweek for purposes of computing uncompensated overtime hours.

For questions regarding overtime versus uncompensated overtime in city centers outside of the 
United States, please contact Ken Andersen in Legal.

Non Exempt Associates

If you are deemed a non-exempt employee under the United States Fair Labor Standards Act, 
you may not work more than 40 hours in a given week (or eight hours in a given workday, if 
applicable) unless overtime is pre-approved by your Go To. Compensation for hours worked in 
excess of 40 hours in a workweek and daily overtime, if applicable, will be in accordance with 
overtime calculations authorized by the Department of Labor. 

Recording Your Hours While Traveling for Business

Time doesn’t stop when you travel. Record the time you spend traveling on Gallup-related 
business just as you would time spent working at the office or from home.  

Example: 

You arrive at your local airport at 6:30 a.m. for an 8:30 a.m. flight to Chicago. Your 
flight arrives in Chicago at 10:00 a.m. and you take a taxi to your hotel and arrive at 
11:00 a.m. Record the time from when you arrived at the airport at 6:30 a.m. until 
you arrived at your hotel at 11:00 a.m., which is 4.5 hours. If you continued working 
once in your hotel or went to a Gallup client or office, you would count this time as 
you normally would. Time spent commuting from your home to your home city center 
office is not travel time and as such, is not counted.

For additional information about travel policies, please refer to our Global Travel & 
Expense Reimbursement Policy guide available at accounting.gallup.com.
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Computer and Equipment Use
At Gallup, we have incredible intellectual property and confidential client data. Therefore, it is 
imperative that all of our associates act as human firewalls to protect the security of our data, 
network and information systems, and comply with Gallup’s information and security protocols. 
Any associate selected for training must complete the required training by the deadline.

Gallup with provide you with the materials and equipment7 needed to complete your work. 
However, let’s be clear — the equipment is the property of Gallup. Anything you save, send or 
access on Gallup’s equipment or systems (including emails) is treated as business information 
and there should be no expectation of privacy. To ensure compliance, internet, computer and 
email usage is monitored.

7Typical materials and equipment include, but are not limited to, computers, computer files, 
data, the email system, internet access and software. 

The following actions are prohibited: 

 • accessing offensive websites or sending emails that are not in accordance with our 
anti-harassment policy 

 • using Gallup equipment for non-business purposes

 • allowing non-Gallup associates to use Gallup equipment

 • using a password, accessing a file, downloading or retrieving any stored 
communication without authorization 

 • sending unprotected account information such as Primary Account Numbers 
(PANs), credit card numbers or card security codes via end-user messaging 
technologies (i.e., email, instant messaging, etc.) 

 • forwarding Gallup email, data, information or materials to other email accounts 
including, but not limited to, personal email accounts 

 • storing or transferring email, data, information or materials to any non-Gallup owned 
media; you may store or transfer email, data, information or materials only to Gallup 
owned media when authorized 

 • sharing passwords, ID numbers, PINs or ID badges with anyone

 • using other associate’s passwords, ID numbers, PINs or ID badges for any purpose 

 • placing incorrect information in Gallup records, including deleting, amending or 
modifying any business records, except in accordance with Gallup’s record 
retention policies  

 • connecting any non-Gallup device to our computer system at any time. You may 
connect remotely through Gallup’s approved methods so long as the device you are 
using complies with Gallup’s security requirements. To ensure you have the most 
updated security requirements, reach out to the Help Desk.
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If you access our systems remotely, use a laptop or have information on approved media, you 
must take reasonable steps to prevent any unauthorized access. If you use a Gallup laptop, we 
expect you to keep the physical laptop and the information in the computer secure and safe.  

What do I do if I lose something? If you lose your ID badge, mobile device or laptop 
or believe your passwords, ID numbers or PINs may be compromised, contact the Gallup 
Help Desk immediately to have them changed. 

Internet Access

Internet access is provided for business purposes. If you need to access it for a personal 
reason, make it brief (and be sure it is aligned with Gallup’s other policies). If you are spending 
too much time accessing the internet for non-business reasons, your privileges may be 
restricted or revoked and you may be subject to further sanctions, including but not limited to 
termination. To ensure compliance with this policy, Gallup monitors internet usage by computer.

Computer Software

To keep our networks safe, you may only use approved software that is provided by Gallup. 
If you have a business need for additional software, you must go through the software 
approval process. 

Adhere to the software license agreements and store all files on a Gallup network. External 
media sources, hard drives or any other equipment are not allowed and the illegal duplication of 
software and its related documentation is prohibited.

Security 

Associates must abide by Gallup’s Information Security policies and procedures, which can be 
found at http://mygallup/sites/security/sitepages/home.aspx.

Associates and contractors using our information systems should report any observed or 
suspected information security weaknesses in systems or services to the help desk or security 
analysts. Unless you are authorized to do so, do not attempt to prove suspected security 
weaknesses… leave that to our experts. Testing weaknesses may be interpreted as a potential 
misuse and could cause damage the information system or service, resulting in liability for the 
individual performing the testing. 

Mobile Devices

If you use a mobile device to connect to Gallup’s network for email, contacts, calendar, etc., you 
must adhere to Gallup’s security requirements. These security requirements include a minimum 
of a five (5) digit passcode to access the device and a screen lock feature that locks after 10 
minutes of inactivity and may only be unlocked by the passcode.
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Additionally, all devices will be completely cleared of all information and returned to the original 
state it was in when the device was taken out of the box (including erasing all apps, data, 
contacts, pictures, etc.) if any of the following events occur: entering the passcode incorrectly 
seven times, the device is lost or stolen or employment ends with Gallup. To prevent the loss of 
any personal data, we recommend that you back up your mobile devices on a monthly basis. If 
you lose your mobile device, immediately contact the Help Desk. 

Let’s all agree to be safe drivers, okay? Do not text, email or conduct any Gallup business 
on a mobile device while operating a motor vehicle, unless you are using a hands-free option.

Usage of Additional Equipment

Gallup’s equipment and supplies are to be used only for business-related activities. You are 
prohibited from using any Gallup equipment or supplies for any non-business reason without 
prior approval of a Go To, and are required to reimburse Gallup for any applicable costs or 
charges for non-business usage.

Social Media

When posting on social media platforms, it is imperative that your points of view are clearly 
yours¸ and not a representation of Gallup’s values or beliefs. In addition, never post anything, 
including photos or locations, that would identify a client or disclose confidential information.

If you learn of any violations of these computer and equipment policies,  immediately notify your 
Go To or Ken Andersen in Legal. Associates who violate this policy will be subject to disciplinary 
action, up to and including termination.
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Gallup Workspace
Your Immediate Workspace

When leaving for the day or stepping away from your desk, make sure you leave your area clean 
and presentable. Anything that identifies a client or contains confidential information should be 
stored in a secure spot. 

Personal Property

You are welcome to bring in personal items so long as they are professional and inoffensive, 
excluding candles, incense, outlet scents, space heaters or holiday lights. Due to the dangers 
associated with these items, we ask that you leave them at home. You assume all risks and 
liabilities for any personal property you bring; Gallup is not responsible for any theft, loss or damage. 

Dress Code

At Gallup, our general dress code policy is “dress for your day.” Depending on location and role, 
one day a sweater and jeans may be appropriate, while another day demands a suit and tie. If 
you have any questions about what is acceptable, speak with your Go To. 

Visitors

Do you have family or friends who want to visit you at work? Great — bring them in, we love 
having guests! Invite them to lunch, introduce them to your partners and give them a tour of 
the office. Our only caveat? Register your guests in the reception area and stay with them 
at all times. To ensure the confidentiality of our work and to provide safety and security for 
associates, unauthorized visitors (i.e., individuals not currently employed by Gallup) are not 
allowed beyond the reception area unless they are escorted by a Gallup associate. 

If you observe an unauthorized individual on Gallup’s premises, immediately notify the security 
guard and direct the individual to the reception area.

Building Evacuation

In the event of an emergency, each city center has a building evacuation plan. Familiarize 
yourself with the evacuation plan and address any concerns or questions with your city 
center manager. In the event of fire alarm or civil defense siren activation, you must follow the 
evacuation plan.

Workplace Monitoring

To identify safety concerns and maintain quality control, Gallup may conduct video surveillance 
of non-private workplace areas. This workplace monitoring is in addition to what is covered in 
our computer monitoring policies. 

To protect the confidentiality of our associates, respondents and clients, recording any activity, 
meeting or conversations at Gallup is prohibited, unless prior written authorization is given by 
Ken Andersen in Legal. Any photo or video taken of you at work or at work-related events is 
considered Gallup property, and can be used without your permission.
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Personnel Data and Employment 
Reference Checks
We like data to be current, and we need your help here! If you have changes to your 
personnel data (i.e., personal mailing address, individuals to be contacted in the event of 
an emergency, educational accomplishments, I-9 status, etc.), update your profile information 
at accounting.gallup.com.

Need an Employment Verification? All requests should be directed in writing to the payroll 
administrator or via the Automated Verification Line at 1-888-541-5757. Responses to inquiries 
will confirm dates of employment, wage rates and position(s) held, only. Gallup does not give 
letters of reference unless they have an academic purpose such as school or scholarship 
applications; such letters must be addressed to an individual.
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Alcohol and Drug Policy
Gallup recognizes that its own health and future is dependent on the physical and psychological 
well-being of its associates; as such, we maintain a drug-free workplace.

Prescription Drugs

Use of prescription or legally obtained drugs, including over-the-counter drugs, by an associate 
while performing Gallup business or while in a Gallup facility is permitted only when such drugs 
are used in accordance with directions or by prescription, and then only to the extent that such 
use will not adversely affect the safety of coworkers or members of the public, job performance or 
the security and safe operation of Gallup property and facilities. 

If use of prescription drugs or over-the-counter drugs adversely affects your capacity to properly 
perform job duties or creates a potential danger to yourself or others in the workplace, you are 
required to report such use to Ken Andersen in Legal.

Illegal/Synthetic Drugs

The use, possession, manufacture, sale or distribution of illegal drugs on Gallup property, as 
well as the presence of an illegal drug in an associate in any detectable amount while on Gallup 
premises or on Gallup business, is strictly prohibited. You do not need to be affected by usage or 
“under the influence” of an illegal drug to be subject to discipline under this policy. 

Alcoholic Beverages

Consumption of alcohol is not prohibited at our offices, but we trust that the people we hire act 
responsibly at all times. No one wants to be that person at a Gallup-sponsored event with alcohol, 
so please — drink responsibly and never drink in a way that leads to impaired performance, 
inappropriate behavior, violation of laws or endangerment to safety. 

Being under the influence of alcohol on Gallup premises or while operating Gallup vehicles or 
Gallup equipment is prohibited. Off-duty abuse of alcohol that results in excessive absenteeism or 
tardiness, accidents at work, poor performance related to Gallup duties or a DUI conviction while 
driving a Gallup vehicle will result in discipline, up to and including termination.

Nicotine

Nicotine products of any sort (including nicotine, cigarettes, e-cigarettes, chewing tobacco, etc.) 
are not allowed within 50 feet of any Gallup owned or leased property. Nicotine use is not 
allowed in personal vehicles parked on Gallup owned or leased property. 
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Safety and Violence Prevention
Bottom line: If you see something, say something. We are committed to maintaining a safe 
work environment and preventing workplace violence. If you experience any unsafe conditions, 
immediately report it to your Go To.

The following are prohibited on the premises of Gallup:

 • firearms, weapons, bombs, biohazardous materials and other dangerous or 
hazardous devices or substances (without prior written authorization)

 • conduct that threatens, intimidates or coerces another associate, client or 
member of the public at any time, including off-duty periods. This includes all 
acts of harassment.

All threats of violence or actual violence, both direct and indirect, must be immediately reported 
to your Go To, city center manager and Ken Andersen in Legal. 

If you are involved in an accident while at work that results in injury, immediately notify your 
Go To and Ken Andersen, regardless of how insignificant the injury may appear. These reports 
are necessary as they comply with laws and initiate insurance and workers’ compensation 
benefits procedures.

When deemed necessary because of safety threats, authorized persons are permitted to search 
and inspect both Gallup property and personal items (including vehicles) brought onto Gallup 
property. Refusal to cooperate in a search, inspection or investigation will result in disciplinary 
action, up to and including termination.

Gallup will promptly and thoroughly investigate suspicious individuals or activities, as well as 
all reported threats of violence or actual violence. The identity of the individual making a 
report will be protected as much as is practical. In order to maintain workplace safety and 
the integrity of its investigation, Gallup may suspend associates, either with or without pay, 
pending investigation.
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Ending Your Time With Gallup
Resignation

Although we hope that your time employed here will be a mutually rewarding experience 
for both yourself and for Gallup, we understand that you may choose to pursue other career 
opportunities in your life. If this occurs, we have some guidelines we expect you to follow, 
including providing us with a written resignation letter. Generally speaking*: 

 • If you resign and go to a competitor (as determined by Gallup), you are expected 
to leave immediately. 

 • If you resign to pursue non-conflicting interests, you may have up to one to two 
weeks to transition your work. 

*There may be exceptions based on tenure or timing of the transitions that require for a shorter or more quick leave from Gallup. 

Termination

If you are terminated from Gallup, you will be required to leave immediately.








