Emergency Contact Information

Employee:

	Name
	Home Phone

	

	Address

	

	City
	State
	Zip

	

	Department
	Job Title


First Emergency Contact:

	Name
	Phone

	

	Address

	

	City
	State
	Zip

	

	Relationship to Employee


Second Emergency Contact:

	Name
	Phone

	

	Address

	

	City
	State
	Zip

	

	Relationship to Employee


Dear Name:

We are extremely excited about the prospect of you joining our team at QUEEN TENDER CARE.  Through your meetings and discussions we have become confident that you would be a great fit with our organization.  Your experience and abilities have impressed us, and we would like to extend this formal offer to join our team.  The offer consists of the following:

1. Your employee status will be non-exempt.   Your cash compensation will be $……… per hour} or   $………. based on a bi-weekly pay schedule.  

2. Regular medical benefits will begin the first of the month after the required 3-month waiting period from your start date.  Should you elect, you will be eligible to participate in the company medical, dental, vision, life insurance, and disability plans.

3. You will be allowed to participate in the company’s 401K savings plan program according to the terms of those plans.

4. You will be entitled to accrue 2 weeks vacation annually.  Your vacation will begin accruing on the first of the month following you’re your start date and you can start taking earned days the month following your first three months with the company If you work 40 hours a week.

5. As with all other employees of QUEEN TENDER CARFE, your employment with QUEEN TENDER CARE is AT-WILL, meaning you may terminate your employment at any time with or without cause or notice and, likewise, QUEEN TENDER CARE may terminate your employment at any time without prior notice, without any procedure or formality, for any reason or for no reason, and with QUEEN TENDER CARE’s sole obligation being payment of wages earned and benefits vested, if any, through the last day worked.

6. You agree to begin your employment on ………………………………………….

Note that this offer is contingent upon your successfully passing a company required background check. 

Name……………………………………………………. I look forward to working together with you and our mutual success.  If you accept the terms of this offer, please sign below and contact me to return via fax.

Sincerely,

__________________________



   ____________________________                          

{Manager’s Name}                                                                        {Employee Name}

__________________________                                                    ___________________________

{Manager’s Title}                                                                          {Date}

RELEASE AUTHORIZATION

Applicant Complete the Following

1. In connection with my application for employment, I understand that a consumer report or an investigative consumer report may be requested that will include information as to my character, work habits, performance, and experience, along with reasons for termination of past employment. I understand that as directed by company policy and consistent with the job described, you may be requesting information from public and private sources about my:

workers' compensation injuries, driving record, court record, education, credentials, credit, and references.

2. Medical and workers' compensation information will only be requested in compliance with the Federal Americans with Disabilities Act (ADA) and/or any other applicable state laws. According to the Fair Credit Reporting Act, I am entitled to know if employment is denied because of information obtained by my prospective employer from a consumer-reporting agency. If so, I will be notified and given the name and address of the agency or the source, which provided the information.

3. I acknowledge that a telephonic facsimile (FAX) or photographic copy shall be as valid as the original. This release is valid for most federal, state and county agencies including the New Jersey Department of Labor.

5. I hereby authorize, without reservation, any law enforcement agency, institution, information service bureau, school, employer, reference or Insurance Company contacted by Queen Tender Care or its agent, to furnish the information described in Section 1. The following information is required by law enforcement agencies and other entities for positive identification purposes when checking public records. It is confidential and will not be used for any other purposes. I hereby release the employer and agents and all person, agencies, and entities providing information or reports about me from any and all liability arising out of the requests for or release of any of the above-mentioned information or reports.

Please print your full name ___________________________________________________________

Please print other names you have used _________________________________________________

Home Address _____________________________________________________________________

City State Zip Code _________________________________________________________________

Social Security Number Date of Birth____________________________________________________

The following states require sex and race to obtain information: AL, AR, FL, GA, IA, IL, IN, OR, TX, WI.

 Male _______ Female  ______________

( Asian  
( Black 
 ( Hispanic  
( White 
 ( Other

Drivers License Number State Issuing License__________________________________________

Name as it appears on license________________________________________________________

Signature Today's Date_____________________________________________________________

Subscribed and sworn before me: ______________________________________________________

Name____________________________________________________________________________

Date ______________________________________________________________________________

Notary Public

My commission expires

If Required,

Notarize here

When using an embossed seal,

Please shade with a pencil before Faxing.

Customer Number

Date

Application for Employment 
	We are an equal opportunity employer, dedicated to a policy of non-discrimination in employment on any basis including age, sex, color, race, creed, national origin, religious persuasion, marital status, political belief, or disability that does not prohibit performance of essential job functions. 


	Date: 

	Section 1 – Personal Information 

	Name 

	First Middle Last 

	Current Street Address 

	City 
	State 
	Zip Code 

	Telephone - day 
	Telephone - evening 

	E-mail address 

	Position Applied For: 

	Federal law prohibits the employment of unauthorized aliens. All persons hired must submit satisfactory proof of employment authorization and identity (valid driver’s license, birth certificate, Green Card, etc.) within three days of being hired. Failure to submit such proof within the required time may result in immediate employment termination. 

	Is there any information we would need about your name or use of another name for us to be able to check your work record?      (    Yes           (  NO        Please specify: 

	Do you have any relatives who are presently (or have formerly been) employed by QUEEN TENDER CARE?  (Yes        (No              Please give Name:

	How were you referred to QUEEN TENDER CARE? 

	Have you ever worked for QUEEN TENDER CARE? 
	 (Yes            (  No 

	If yes, please list position and dates of employment 

	Have you ever been convicted of a felony? 
	( Yes                    ( No 

	If yes, please explain: 


	College 

	School Name/ Location 
	Years Completed 

	Degree/Diploma/Certifications 

	College 

	School Name/ Location 
	Years Completed 

	Degree/Diploma/Certifications 

	Technical School 

	School Name/ Location 
	Years Completed 

	Degree/Diploma/Certifications 

	High School 

	School Name/ Location 
	Years Completed 

	Degree/Diploma/Certifications 

	


	Please include all employment for the last five years. Begin with most recent or current employer. 

	Company Name 

	Currently employed with this employer? 
	Yes No 
	Dates of Employment 

	Position(s) Held 
	Wage/Salary 

	Address 

	City 
	State 
	Zip Code 

	Manager/Supervisor 
	Telephone 

	May we contact this employer? 
	(Yes             (No 
	If no, please explain 

	Reason for leaving 

	Company Name 

	Currently employed with this employer? 
	(Yes         ( No 
	Dates of Employment 

	Position(s) Held 
	Wage/Salary 

	Address 

	City 
	State 
	Zip Code 

	Manager/Supervisor 
	Telephone 

	May we contact this employer? 
	(Yes             (No 
	If no, please explain 

	Reason for leaving 

	Company Name 

	Currently employed with this employer? 
	(Yes          (No 
	Dates of Employment 

	Position(s) Held 
	Wage/Salary 

	Address 

	City 
	State 
	Zip Code 

	Manager/Supervisor 
	Telephone 

	May we contact this employer? 
	(Yes                (No 
	If no, please explain 

	Reason for leaving 


	Section 4 – References 

	List three professional references familiar with your work ability. 

	Name: 
	Address/Phone 
	Years Known/Relationship 

	
	
	

	
	
	

	
	
	


	Applicant’s Statement 

	I certify that answers given herein are true and complete to the best of my knowledge. I authorize investigation of all statements contained in this application for employment as may be necessary in arriving at an employment decision. 

I understand that neither this document nor any offer of employment from QUEEN TENDER CARE constitutes an employment contract unless the Manager and employee in writing to that effect execute a specific document.

In the event of employment, I understand that false or misleading information given in my application or interview(s) may result in discharge. I understand, also, that I am required to abide by all policies and procedures of Alta/Westwood. 

	At Will Employment 

	All employment with QUEEN TENDER CARE is "at will" in that it can be terminated with or without cause, and with or without notice, at any time, at the option of either the company or yourself, except as otherwise provided by law. 

	Signature 
	Date 


New Employee Payroll Authorization

Employee Name:   _______________________________________________________

                            Last                                   

  First                                      Middle

Social Security #: _________________________ Birth Date: ________________________

Hire Date: ______________________________ Full/Part Time: ______________________

Department:___________________________Title/Position:_________________________

Location:

_______ Exempt Employee with a bi-weekly salary        $______________________

_______ Non-Exempt Employee with an hourly rate       $_____________________

_______ Non-Exempt Employee with a bi-weekly rate    $_____________________

Current Address:                                                     Back up Address:
Address:                                                                  Address:

City:                                                                         City:

State:                     Zip Code:                                   State:                          Zip Code:

Phone:                                                                      Phone:

Comments:____________________________________________________________________

The above information is required in order for employees to be paid. All documents must be COMPLETE in order to avoid delays.  The following must also be attached:

____ W-4 Withholding Allowance Certificate  ____ Employment Eligibility Verification (I-9)                                                                                                                                                                                                                      

____ State W-4 (if applicable)                                      

 with back up documentation

____ Affirmative Action Information                ____ Sexual Harassment Receipt Acknowledgement

____ Offer letter                                              ____ Conflict of Interest Policy Statement 

____ Application                                             ____ Arbitration Agreement (CA Only)
             

Department Approval: ______________________________   Date: ______________________

Executive Assistant Approval: ________________________  Date: ______________________

Payroll Approval: __________________________________   Date: ______________________

Benefits: _________________________________________  Date: ______________________

Deposit of Pay Authorization                 CONFIDENTIAL

NAME:________________________________________________________________


(First)


 (Middle)


(Last)

□ Please enroll me in the direct deposit pay program.  I authorize the company to make payments of my net pay by initiating credit entries or correcting entries to the bank account(s) I’ve designated below.  I understand that this authorization will continue in force unless discontinued by my written request, and it is also my responsibility to maintain the designated accounts as open to prevent rejected or returned entries.  

□ I hereby cancel ALL my direct deposit authorizations to Alta Colleges, Inc.  

	MAIN FINANCIAL INSTITUTION (This account will receive the balance of your payroll check)



	□Add


□Change

□Cancel


	Name of Financial Institution


	Bank Routing Number

___________________
	Bank Account Number

_____________     □ Savings

□ Checking


	Amount of Deposit

$ Net Check


	  PARTIAL DEPOSIT ACCOUNT(Maximum of 4)

	□Add
□Change
□Cancel

	Name of Financial Institution


	Bank Routing Number

_________________
	Bank Account Number

___________ □Savings

□Checking

	Amount of Deposit (per pay period)

$ __________



PLEASE ATTACH A VOIDED CHECK BELOW

It will take two payroll processing’s before direct deposit will become effective.  If you have listed more than one bank please specify the DOLLAR amount that you would like to go into the second account.   Please verify with your bank the routing number and account number.

AUTHORIZATION:

Employee Signature: ___________________________                               Date:____________

Location: ___________

VOLUNTARY EEO IDENTIFICATION

Various agencies of the United States government require employers to maintain information on applicants pertaining to factors such as race, sex, and type of position for which an individual applies.  The information requested on this sheet is for compliance with certain record keeping requirements.  The Company believes all persons are entitled to equal employment opportunities and does not discriminate against its employees or applicants for employment because of race, color, sex, religion, national origin, disability, veteran status, age, marital status or any other protected group status.

NAME: __________________________________________      DATE: _______________

Social Security Number: _____________________ Date of Birth: ___________ Gender: ٱ Male   ٱ Female

Position applied for: ________________________________________________________

Race/Ethnic Data:

ٱ White (Non Hispanic)         ٱ Asian or Pacific Islander                 ٱAmerican Indian or                                                                                                                     

                                                                                                                              Alaskan Native 

ٱ Black (Non Hispanic)          ٱHispanic

Regulations issued by the U.S. Department of Labor with respect to disabled individuals, disabled veterans, and Vietnam Era veterans require that federal contractors provide an opportunity for self-identification to candidates seeking employment. Such self-identification is submitted on a voluntary basis, on a confidential basis, for use only in accordance with regulations, and without subjecting the individual to adverse treatment.

Disabled/Veteran Classification(s): 

ٱ Disabled Person                   ٱ Vietnam Era Veteran                      ٱ Special Disabled Veteran

                                                                                                                  (30% or more disability)

EXPLANATION OF THE CATEGORIES:

White (non-Hispanic origin): Persons having origins in any of the original peoples of Europe, North Africa, or the Middle East.

Black (non-Hispanic):  Persons having origins in any of the black racial groups of Africa.

Asian or Pacific Islander: Persons having origins in any of the originals peoples of the Far East, Southeast Asia, the Pacific Islands or he Indian subcontinent including, for example, China, Japan, Korea, the Philippines, Samoa, India, and Pakistan.

Hispanic: All persons of Mexican, Puerto Rican, Cuban, Central or South America or other Spanish culture or origin, regardless of race. 

American Indian or Alaskan Native: Persons having origins in any of the original peoples of North America and who maintain cultural identification through tribal affiliation or community recognition.

Disabled Individual: Federal regulations define a disabled person as one who 1) has a physical or mental impairment, which substantially limits one or more of such person’s major life activities, 2) has a history of such impairment, or 3) is regarded as having such impairment.

Vietnam Era Veteran: Federal regulations define a veteran of the Vietnam Era as one who 1) served on active duty for a period of more than 180 days, any part of which occurred between August 5, 1964 and May 7, 1975, and was discharged or released with other than a dishonorable discharge, or 2) was discharged or released from active duty for a service connected disability if any part of such active duty was performed between August 5, 1964 and May 7, 1975.

Special Disabled Veteran:  Federal regulations define a special disabled veteran as one who is 1) is entitled to compensation under laws administered by the Veteran’s Administration for a disability rated 30% or more, or 2) was discharged or released from active duty because of a service-connected disability. 

CODE OF BUSINESS CONDUCT AND ETHICS

Code of Business Conduct and Ethics

A Message from the President and the Manager
QUEEN TENDER CARE (the” Company”) has been in business since 2007, and we are proud of our company and the reputation we want to build. This is a reputation that we are determined to protect and enhance. Our Code of Business Conduct and Ethics (“Code”) contains the policies that must be followed by everyone who does business on behalf of the Company.

All employees, agents, consultants and representatives of the Company have the responsibility to read, understand and abide by the principles and standards contained in this Code. The Code doesn’t have all the answers. It is difficult to make a policy that applies to every situation, and there will be times when the Code and our policies will not address a particular question. Applying common sense, good judgment and integrity to every business issue will help to ensure that your decisions are consistent with our values and this Code. If you are an employee and you have questions, please contact your supervisor or the Human Resources Department. If you are not an employee, please feel free to ask your Company contact.

The Company’s success depends upon everyone consistently behaving in accordance with this Code.  Acting with integrity and the highest ethical standards is not only good policy, it is also good business. Ultimately, the best test of the effectiveness of a code of conduct is whether it is practiced.  When our value judgments and operating styles are consistent with the highest standards of ethical behavior, the Company is better positioned to sustain a quality reputation that attracts and retains consumers and customers, employees and the capital required to grow the business and create enterprise value.  As you conduct your duties, ask yourself these two key questions:

· Am I conducting myself and is the Company conducting itself in the way I would expect if my family were receiving service from this company?

· Do I feel I am adding value to this company, my fellow employees and our customers?

This Code represents a serious commitment.  We are personally committed to abiding by and carrying out this Code.  We ask you to share that commitment.  As a member of our team, we must always consider how our individual actions affect the integrity and credibility of the organization as a whole.  Every Company employee and customers relies upon you to do the right thing.  We know that our confidence in you is well placed.

Sincerely,

Bernard Fonrose

Cathy Celli

Hervianne Fonrose

Nothing in this code of conduct is intended to create a contract of employment, express or implied, nor does it alter the “at-will” nature of employment with Alta/Westwood Colleges.
ETHICS AND COMPLIANCE

QUEEN TENDER CARE operates its businesses in accordance with the highest ethical standards and all applicable laws, regulations and rules. The Company places the highest value on the integrity of each of its employees and representatives. In addition, all employees, agents, consultants and representatives of the Company are responsible for complying with all applicable laws, regulations and rules. The Company’s corporate culture demands not only legal compliance, but also responsible and ethical behavior.

The Code does not cover all Company policies or all laws. If a law, regulation or rule conflicts with a policy in this Code, you must comply with the law, regulation or rule.  In all of those instances, you must follow the stricter policy, practice or law. Think of this Code as a baseline, or a minimum requirement, which must always be followed. The only time you can go below the baseline is if a law, regulation or rule absolutely requires you to do so.

QUEEN TENDER CARE’S President and Manager, The nurse are the only people who can waive compliance with any policy in this Code by any employee, agent, consultant or representative. Any waiver of compliance with any policy in this Code with respect to any director, the President and the Manager can only be made in concert with approval by QUEEN TENDER CARE’S Administration.  All waivers must be formally documented.

Every director, employee, agent, consultant and representative must read and understand this Code before undertaking any work on behalf of the Company.

GENERAL REQUIREMENTS

All Company employees, agents, consultants and representatives must understand and comply with the Code In addition to the other provisions of this Code, the Company’s directors, officers and employees have particular obligations to promote honest and ethical conduct and to deter wrongdoing. All directors, officers and employees of the Company shall:

· Act honestly and ethically in the performance of their duties at the Company.

· Avoid actual or apparent conflicts of interest between personal and professional relationships.

· Provide full, fair, accurate, timely and understandable disclosure in reports and documents that Company files with, or submits to, public agencies and in other public communications by the Company.

· Comply with rules and regulations of federal, state and local governments and other private and public regulatory agencies that affect the conduct of the Company’s business and financial reporting.

· Act in good faith, responsibly, with due care, competence and diligence, without misrepresenting material facts or allowing the individual’s independent judgment to be subordinated.

· Respect the confidentiality of information acquired in the course of work, except when authorized or legally obligated to disclose such information. 

· Share knowledge and maintain skills relevant to carrying out the individual’s duties within the Company.

· Proactively promote ethical behavior as a responsible partner among peers and colleagues in the work environment and community.

· Achieve responsible use of and control over all assets and resources of the Company entrusted to the individual.

· Promptly bring to the attention of the Chief Compliance Officer any information concerning (a) significant deficiencies in the design or operation of internal controls which could adversely affect the Company’s ability to record, process, summarize and report financial data or (b) any fraud, whether or not material, that involves management or other employees who have a significant role in the Company’s financial reporting, disclosures or internal controls.

· Promptly report to an appropriate person or persons identified in this Code any violations of this Code.

· Be accountable for adherence to this Code.

POLICY VIOLATION

Violation of the Code will not be tolerated and may result in discipline for employees and other appropriate consequences for non-employees. If you have any questions about the Code, please see “Seeking Advice”.

Each employee, agent, consultant and representative is responsible for adhering to Company policy in all matters. If you know or have good grounds for suspecting that any illegal or unethical conduct has occurred or is planned by any employee, you must report it. Your report may be anonymous and we have established a formal policy and procedure to allow you to do this with no fear of retaliation or repercussions.  Reports of Code violations will be promptly investigated. Reasonable measures will be undertaken to preserve the confidentiality of information that is reported during the investigation and to protect persons who report information. Following the investigation, corrective measures will be taken, including, but not limited to counseling, training, reprimand, suspension or discharge of individuals. Appropriate documentation of the matter will also be made.

All managers and supervisors are accountable for the actions of their employees. They must make sure that all of the employees reporting to them adhere to Company policy. The primary responsibility for compliance rests on their shoulders and this responsibility cannot be delegated. To achieve compliance, it is the managers’ and supervisors’ assignment to ensure that all employees are made fully aware of the importance of compliance, are well trained on the contents of the Code and understand the procedure for reporting violations.

NON-RETALIATION

Anyone who in good faith raises an issue regarding a possible violation of law, regulation, rules or Company policy will be protected from retaliation by any Company employee. It is a violation of this Code for anyone to be discriminated against or harassed for contacting the Chief Compliance Officer or for making a good faith report to the Company of a suspected violation of law, regulation, rule or policy. If you feel that you are being retaliated against in violation of this policy, please follow the procedures for reporting suspected violations (please see “Seeking Advice”).

FULL, FAIR, ACCURATE AND TIMELY DISCLOSURE

It is the Company’s policy to provide full, fair, accurate, timely and understandable disclosures in all reports and documents that the Company files with or submits to regulatory agencies as well as in all other public communications made by the Company. In furtherance of this policy, the Company will design, implement and amend as necessary disclosure controls and procedures and internal controls for financial reporting (collectively “Controls and Procedures”). All officers, directors and employees will comply with the Controls and Procedures to promote full, fair, accurate, timely and understandable disclosures by the Company.

Employees can express any complaints or concerns they may have regarding accounting, internal accounting controls or auditing matters to the Audit Committee of the Administration by contacting the Chief Compliance Officer, which can be done on a confidential or anonymous basis. The Chief Compliance Officer will cause any such complaint or concern to be presented to the Audit Committee, which will direct an investigation of such complaint or concern. The Audit Committee will determine what action if any, is appropriate based on the results of its investigation and will ensure that the Company carries out any such action.

CONFLICTS OF INTEREST

Employees must exercise sound judgment guided by the highest personal standards of honesty and integrity in all matters affecting the Company. No employee may abuse a corporate position for personal advantage or to promote any action contrary to our stated ethical standards. 

All new employees must complete the Conflict of Interest Policy and Disclosure Statement.  Private interests of employees that interfere or appear to interfere with the Company’s interests are required to be reported on this form as well as any actions or interests of an employee that make it difficult to perform his or her Company work objectively.

Employees must attempt to avoid conflicts of interest, and if an apparent conflict of interest develops, the employee must promptly complete a new Conflict of Interest Policy and Disclosure Statement and disclose the situation to his/her supervisor.

No employee or full-time faculty may be affiliated with any competitor, customer or supplier of the Company without prior written approval of the Vice President of Human Resources.

No employee having any influence on any business decision, and no member of any such employee’s immediate family, may have any financial interest in a non-publicly owned enterprise if that enterprise is a competitor, customer or supplier of the Company, without prior written approval of the Vice President of Human Resources.

No employee may take or approve any action that would result in incurring any obligation or paying or promising to pay any funds that are not authorized under Company policy.

No employee may use Company facilities, property or working time to promote non-work-related interests of the employee or of third parties without the prior consent of his/her supervisor.

Employees and their family members may not accept any gifts of cash, food or other items of more than token value from anyone in connection with Company business or as a result of the employee’s position in the Company. Each employee must report immediately to his/her supervisor any offer or attempted gift of more than token value. Each director must report immediately to the Vice President of Human Resources any offer or attempted gift of more than token value.

It is prohibited for the Company, without the approval of the President or Chairman, to extend or maintain credit, arrange for the extension of credit or renew any extension of credit in the form of a personal loan to or for any executive officer of the Company. 

CORPORATE OPPORTUNITIES

Employees are prohibited from:

•
Using Company property, information or position for personal gain

•
Competing with the Company

All employees owe a duty to the Company to advance its legitimate interests when the opportunity to do so arises.

FAIR DEALING

Employees must deal fairly with the Company’s customers, suppliers, competitors and other employees. No unfair advantage should be taken of anyone through manipulation, concealment, abuse of privileged information, misrepresentation of material facts or any other unfair practice.

PROCUREMENT PRACTICES

All procurement decisions must be governed by objectivity and must be based solely on securing the best value for the Company.  The Company may only enter into business with a supplier when Company policies contained in our Purchasing Policy are followed.  Typically, this involves obtaining competitive bids, verifying quality and service claims, and validating the financial and legal condition of the supplier. 

GIFTS AND GRATUITIES

No employee, agent or representative will directly or indirectly give, offer, ask for, or accept a gift or gratuity from an employee or other representative of any current or potential customer or supplier, or of a regulatory authority, in connection with a transaction or proceeding between the Company and the other person or organization. Gifts and gratuities that are not connected with a transaction or proceeding are acceptable if they meet the rules set forth in the paragraphs below. However, if a customer, supplier or government agency has adopted a more stringent policy than ours regarding gifts and gratuities and we are aware of that policy, Company employees, agents and representatives must comply with that more stringent policy.

Government Employees:

No Company employee, agent or representative will give, offer or promise an employee of a local, state or federal government, or a member of their immediate family, any gift (a gratuity, favor, discount, entertainment, hospitality, service, transportation, lodging, meal, or any other item having monetary value), anything of value, with the following exceptions:

Federal Government Executive Branch: (This includes all federal government agencies with the exception of the courts and the Congress.) Gifts from the Company worth $20 or less, with a calendar maximum value of $50 for any one federal government employee are allowed; and refreshments during a business meeting are allowed. The following are also permitted and not considered to be gifts: the provision of food to a federal government employee at an event where the federal government employee speaks; and payment of a federal government employee’s attendance at “widely attended” gatherings (i.e., convention, conference, panel discussion, symposium, reception, dinner, and similar events), provided that the invitation is from the sponsor of the event and the federal government employer has determined that the employee’s attendance is in the interest of the agency.
State and Local Government: In some states, no gift of any kind may be given. In other states, gifts of token value are allowed; lunches and dinners in connection with a business meeting, conference, seminar or convention are allowed; and refreshments during a business meeting are allowed. Where state law is more stringent than Company policy, the state law must be followed.

People not employed by any Government:

Unsolicited gifts, gratuities or business courtesies from or to a non-governmental business associate, including meals and entertainment, are permissible if they: (1) are customary in the trade or industry; (2) do not exceed token value; and (3) are given and accepted without an express or implied understanding that the recipient is in any way obligated. It is never acceptable to solicit gifts, gratuities or business courtesies for the benefit of a Company employee, family member or friend. Many vendors routinely offer gifts to sporting, other events, or service render. Our policy is that these Gifts may be accepted under the following conditions:

· The gifts are routinely offered by the vendor to other customers of similar size.

· The gifts were not solicited or accepted in exchange for a promise of business or any other obligation by the Company.

· Gifts should be accepted infrequently.

· You must report all offers of gifts to your supervisor prior to acceptance. 

· The gifts must be accepted under the condition that the Company representatives accepting the gifts will be determined by supervisory personnel. 

.

Bribery and Kickbacks:

Bribery is unacceptable. It is absolutely imperative that each and every person who does business with the Company understands that we will not, under any circumstances, give or accept bribes or kickbacks.

CONTRIBUTIONS

Company employees are encouraged to take an active interest in political and government activities and to support principles, issues, parties or candidates of their own choice.  Such activity must remain separate and distinct from employment with the Company.

Employees may not be given time off with pay for political activity unless they use earned vacation time, although time off without pay may be possible if consistent with local policies and laws and approved by a supervisor. 
All Company employees must comply with campaign finance and ethics laws.  Federal law and Company policy prohibits the use of Company funds, assets, services or facilities on behalf of a federal political party or candidate except under certain limited circumstances.  The Company is prohibited from compensating or reimbursing any employee or individual associated with the Company, in any form, for a political contribution that the person has made.  State and local laws vary widely among jurisdictions.

Under no circumstances will the Company support or permit contributions to any group or association listed by the Office of the United States Attorney General as being subversive to the interests of this country.

CONFIDENTIALITY OF INFORMATION

All employees must maintain the confidentiality of information entrusted to them by the Company or its customers (except when disclosure is authorized or legally mandated), including all non-public information that might be of use to competitors or harmful to the Company or its customers if disclosed. Employees must protect and restrict the transfer of confidential Company and customer information to anyone outside of the Company. No director or employee may disclose or use any confidential information of the Company for the personal profit or advantage of the director or employee or of any other person. This prohibition includes speculation or investment in securities.

The Company strives to disclose financial and operational information consistent with legal and regulatory requirements. The following Company officials are the Authorized Spokespersons for the Company:

                                 President

Chief Financial Officer

Manager

Chief of Compliance Officer

The Authorized Spokespersons are the only representatives authorized to communicate externally on behalf of the Company with respect to matters pertaining to the Company’s finances and operations, including, without limitation, the Company’s financial condition, revenues, financial forecasts, earnings, cash flows, growth plans, student census, student enrollments, school expansions or stock performance.  This policy does not prohibit communications in the normal course of marketing the Company’s programs.

This policy also prohibits any employee who is not an Authorized Spokesperson from initiating or responding to any information, rumor, speculation or any other reference regarding the Company’s finances or operations in a public forum, unless authorized to do so by an Authorized Spokesperson. A public forum includes, but is not limited to, external communication with one or more individuals via verbal or written communication and participation in any form of Internet communication, such as chat rooms or bulletin boards. If an employee hears or sees any misinformation, factual error or speculation in any public forum, the employee must report it promptly to the Chief Financial Officer.

It is the policy of the Company not to comment on rumors or speculation.

RESPONSE TO INQUIRIES AND REQUESTS FOR INFORMATION

Any inquiry and/or request for information from newspapers, magazines, television or radio stations or consumer organizations is to be communicated to the President immediately, and no response can be made until approved by the President.

PROTECTION AND PROPER USE OF THE COMPANY ASSETS

Employees must protect Company assets and ensure their efficient use. Theft, carelessness and waste have a direct impact on our profitability. All assets should be used for legitimate business purposes.

All equipment and supplies purchased by the Company are the property of the Company and is intended for business use. This includes, but is not limited to: office supplies, office furniture, fax machines, computers, software and hardware, internet access, telephone equipment and electronic mail.  Waste or disregard for Company property is also prohibited. Employee use of any Company property, including, without limitation, its telephone, computer and e-mail systems may be monitored and/or searched by the Company, subject to compliance with applicable laws and regulations. By engaging in such use, employees consent to such monitoring and searching and employees should have no expectation of privacy with respect to use of company e-mail, voice mail or computer systems.

Information, intellectual property and innovative ideas are valuable Company assets. These intangible assets must be appropriately managed and protected. Information pertaining to growth and strategic plans, technology, competitive position, directional strategy, students (including census and enrollment data), salaries, trade secrets, etc. must be protected from misuse. Intellectual property rights, including patents, trademarks, copyrights, trade secrets and know-how must be managed with the same degree of care as any other valuable asset. 

Employees have an obligation to protect and manage Company software and intellectual property rights. Software” includes programs, routines and procedures that cause a computer system to perform a predetermined function or functions, as well as the supporting documentation. This includes algorithms, flow charts, diagrams, specifications, diagnostic and testing materials and operating or maintenance manuals.  Please refer to the Software Code of Ethics and policies: Software License Compliance 1.0 and Software Use 1.0 for further guidance.

FRAUD, THEFT OR SIMILAR CONDUCT

Any act that involves theft, fraud, embezzlement or misappropriation of any property, including that of the Company or any of its employees, suppliers or customers, is prohibited.

COMPUTING AND ELECTRONIC INFORMATION

The Company in furtherance of its educational objectives provides computing and network services, usually without charge, to its educational community. These services, the hardware associated with providing them and all information transmitted by, received from or stored therein are all considered part of the Company infrastructure and are the properties of the Company. Use of the Company’s computing and network systems is limited to authorized users (i.e., students admitted and attending class and employees). All usage of the Company’s computing resources, networks and software is to be made for legitimate business, educational, research or employment purposes related to the Company. Any commercial or other use of the Company’s computing resources, networks or software is strictly prohibited.

User network IDs, computer sign-ons and passwords are the property of the Company and should never be shared. Please refer to MIS Policies Account Management 1.0 and Password 1.0 for further guidance.
All electronic mail (“e-mail”) accounts and the contents thereof are the property of the Company. We provide e-mail services to employees and students at our expense to assist them in furthering our business and educational mission. E-mail messages should not be regarded as private, and the Company cannot guarantee the confidentiality of e-mail messages.  The Company has the capability to access, review, copy and delete any messages sent, received or stored on the Company e-mail system. The Company, reserves the right to inspect, monitor, disclose or discontinue e-mail communications without consent or notice for any reason whatsoever, including, without limitation, when consistent with and/or required by law, there is evidence or reason to believe violations of law or Company policy are taking or have taken place, or computer maintenance or operational concerns require such action. 

Our e-mail systems are intended for business purposes and our educational mission. If employees do make incidental personal use of the e-mail system, however, such personal communications are not private and are subject to the same conditions as all other e-mail, as described above. Users shall also not give the impression that they are representing or otherwise making statements on behalf of the Company in such personal communications.

Employees must exercise a greater degree of caution in transmitting confidential information or educational records on the e-mail system than with other means of communication (such as letters and phone calls) because of the reduced effort required to redistribute such information. Confidential information must never he transmitted or forwarded to individuals or entities outside of the Company not authorized to receive that information and must not be forwarded to other employees not authorized to receive that information. Particular care should be exercised when using distribution lists to distribute sensitive information.  Some of the messages sent, received or stored on the e-mail system will constitute confidential, privileged communications between the Company and its attorneys. Upon receipt of a message either from or to counsel, a user must not forward such message to anyone without authorization from the President or Chairman.

Users of the Company’s computing systems must respect the privacy and rules governing all information accessible through the systems. For example, users must not intentionally seek information on, obtain copies of or modify files, tapes or passwords belonging to other users or the Company available on the Company’s computing systems. Users of our computing systems must respect the finite capacity of the computing systems. For example, users shall limit usage of the computing systems so as to not interfere with the usage of others and must not use the computing systems for outside profit-making or fund-raising activities without specific written authorization from the Director of Human Resources to do so. Users of our computing systems must respect the integrity of the computing systems. For example, users must not knowingly download, transmit or install any virus, Trojan horse, worm or other potentially destructive code on any computing system. Users of our computing systems must ensure that their usage of such systems complies with all applicable local, state and federal laws.

If the Company receives any evidence of any violation of this policy, security breach or use of Company resources for an illegal purpose (including the unauthorized use of copyrighted materials or licensed software), the Company may terminate the user’s network access without consent or notice and impose other disciplinary action.

MAINTAIN ACCURATE AND COMPLETE RECORDS

Every employee has the responsibility to maintain accurate and complete records. No false, misleading or artificial entries may be made on the Company’s books and records. The Company may maintain no funds or assets for any illegal or improper purposes. All transactions must be fully and completely documented and recorded in the Company’s accounting records.

TRUTH IN ADVERTISING

It is the Company’s policy to avoid any misstatement or misrepresentation of fact or misleading impression in any of its advertising, literature, exhibits or other public statements. All statements made in support of our products and services should be true and supported by documentation.  All advertising or marketing materials must be approved by the Regulatory Affairs Department.

EQUAL EMPLOYMENT OPPORTUNITY AND HARASSMENT

The Company believes in providing a work environment free of discrimination and harassment. That means that employment discrimination or harassment based on sex, race, age, disability, sexual orientation, religion, national origin, color or any other protected status of employees or applicants for employment, students or student applicants, or any other customer, or licensee, will not be tolerated. Employment selection and related decisions are made without regard to race, color, creed, religion, national origin, sex, disability, age, sexual orientation, veteran status or any other reason prohibited by law.

The Company believes that it is the responsibility of managers and employees alike to make known to the appropriate supervisor of any Equal Employment Opportunity (“EEO”) violations, complaints or concerns so that corrective action may be taken. It is the policy of the Company to give prompt attention and review to any complaints by employees regarding alleged violations of Company EEO policies.  This policy is contained in HR Policies/Practice Equal Employment Opportunity and Harassment.

Employees are prohibited from harassing students, customers and other employees, whether or not the incidents occur on Company premises and whether or not the incidents occur during business hours. 

Please refer to HR Policies/Practice Equal Employment Opportunity and Harassment for a complete discussion of our policies in these areas.

Managers and employees with supervisory responsibility may not have a romantic, dating or sexual relationship with any employee with whom they assign work, evaluate or influence employment or compensation decisions.

Reports and/or complaints of a discriminatory working environment for employees, learning environment for students or business environment for customers, sexual advances, or other discriminatory or harassing conduct or practices will be promptly investigated.

WORKPLACE VIOLENCE, ALCOHOL, DRUGS AND WEAPONS

The use and abuse of alcohol and the illegal use of drugs can affect an employee’s productivity and efficiency, jeopardize the safety of the employee, co-workers and the public, and harm the reputation of the Company and its employees. Accordingly, the possession, use, distribution, manufacture or sale of illegal drugs or alcohol on Company premises on Company time or in connection with Company business is prohibited. See HR Practice/Policy Drugs, Alcohol and Controlled Substances Practices for a complete discussion of our policies in this area.

The Company maintains a policy of zero tolerance for violence, threats of violence and intimidation.  This prohibition includes threatening language, both verbal and written, threatening gestures, actual physical fighting, pushing, shoving or brandishing weapons. Carrying or possessing any handguns, firearms, weapons, explosives or other dangerous weapons, instruments or materials on Company premises, or while on job- related business is not acceptable conduct and is prohibited. Any violations of this policy can lead to disciplinary action, up to and including termination.

QUEEN TENDER CARE

CODE OF BUSINESS CONDUCT AND ETHICS

ACKNOWLEDGEMENT FORM

Please read, sign and return this form to your Human Resources representative.

I_________________________ acknowledge that I have received a copy of the Alta Colleges, Inc. Code of Business Conduct and Ethics.  I have read, understand and agree to abide by the Code.

_________________________
___________________

Employee Signature
Date

__________________________
___________________

Print Name
Location


___________________


Department

Effective November 1, 2008 PRACTICE: Computer/Internet and Communications Usage & Access 
Purpose: 
In the course of conducting business as an employee of Alta Colleges, Inc., many employees will make use of available technology as an important resource for efficiently performing the required functions of their position. This will serve to provide guidance on the appropriate and inappropriate usage of such resources. 

Practice: 
1. Systems 
A. The use of personal company-provided desktop and laptop computers, local and wide area networks, while on or off the Company’s premises, is restricted to Company business only. 

B. Documents and/or files created thereon are the property of the Company. 

C. All information regarding access to the Company’s computer resources, including, but not limited to user identifications, modem phone numbers, modem access codes passwords and account codes are Company confidential information and may not be disclosed to non-Company personnel. 

D. All files, documents and software created or stored on the Company’s computer systems are subject to review and inspection at any time. In this regard you should not assume that any such information is confidential, including e-mail. 

E. Computer equipment should not be removed from the company premises without written approval from a department head. Upon termination of employment, all computer hardware and software must be returned to the employee’s immediate supervisor or local IT support team. 

2. Software 
A. Employees are indirectly responsible for the ongoing integrity of the company’s computer data and computer security system. Access to computer files is restricted to job-related need and the appropriate department head must authorize access. 

B. The company has numerous licenses to utilize computer software. The license agreements contain restrictions concerning the software use, duplication and federal copyright protection. Each employee who uses the Company’s computer resources assumes the responsibilities listed below: 

1) Only software that has been authorized and purchased by the company should be loaded or used on any Company computer. Personal or loaded software may contain viruses that could be potentially damaging to the Company’s systems and database. 

2) The Company or vendor software and software manuals should not be duplicated or reproduced in any manner. Such actions are in violation of the license agreements the Company and its employees are obligated to abide by. 

3) The Company software is not to be altered in any manner, including, but not limited to de-compiling, disassembling, cross-compiling, reverse engineering, or creating derivative works. 

4) Upon termination of employment, all computer software and manuals should be returned to the employee’s immediate supervisor. 

5) Violation of any of the above provisions will result in disciplinary action, up to and including termination of your employment. 

3. Internet & Intranet 
A. The Company’s Internet account is to be used for business purposes only. Information downloaded from the Internet must be scanned for viruses prior to being introduced on the Company network or hard drives. 

B. The Internet provides users with virtually limitless access to information. Although many web sites may be useful in connection with the Company’s business, many are not, including in particular sites that deal with or promote sexual conduct, violence and extreme ideological positions such as racism. No Company employee may access such sites, or any other site unrelated to the employees duties on behalf of the Company during work hours or from or through any Company computer, phone line, or other electronic device or connection. 

C. The Company may monitor employee’s use of the Internet, including web sites that are accessed. Employees should not consider their use of the Internet to be confidential. 

D. Distribution of Company information over the Internet is strictly prohibited unless approved in advance by a manager of at least Executive Director or above. 

4. Telephone, Electronic Mail, Voice Mail 
A. The Company has telephone, electronic mail and voice mail systems for the purpose of transmitting business-related information. Although Employees are able to use personal access codes, the Company maintains the ability to access any messages left on or transmitted over the systems. Because of this fact, employees should not assume that such messages are confidential or that access by the Company or its designated representative will not occur. 

B. Employees may disclose information or messages from any of these company resources only to authorized 

Name__________________________________ Date______________________ 

Signature  {___________________________________________________   

( NJ –Monmouth County








