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ATTENTION EMPLOYEES
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Code of Ethical Behavior
 The company maintains the position that an employee’s acceptance of favors, loans, gratuities or other forms of gifts from residents/families or suppliers may present a conflict of interest to Pine Care Management, Inc. (PCS) (includes Middle Georgia Nursing Home and River Willows Nursing Center).  The following guidelines are developed with the goal to convey principles and standards that our profession considers to be just, fitting, and correct.  An underlying precept is that an employee should never use his or her position for personal gain.  The following guidelines are not all-inclusive and are designed to cover most domestic and international business issues.  All employees are expected to adhere to the following guidelines regarding Standards of Conduct or further disciplinary action will be taken up to and including termination.
Guidelines
In the normal course of business with PCS residents/families and suppliers, questions often arise concerning the receipt (and provision) of meals, entertainment, gifts, and etc.  The following guidelines are to be followed.  If you have a situation that is questionable or not addressed in this Code, review it with your Administrator.
Business Relationships
Business meals as a guest of the same supplier or resident/family member should not occur more than once per month.  As a general rule, a PCS employee should not have a business meal that is paid for by a supplier or resident/family member more than once per week unless there are extenuating circumstances and it has been pre-approved by your Administrator.
Attendance at sport events, shows, or other forms of entertainment as a guest of the same supplier or resident/family member is allowable to a maximum of twice per year.  The hosting representative must be present.  

The use of PCS suppliers or dealers to provide goods or perform personal work is strongly discouraged, even though such goods or services are paid for by the employee.  If unavoidable, the employee must pay the fair market value for the goods and services.  The employee must be able to provide proof of payment.

Travel and overnight accommodations paid for by a supplier are prohibited.

Personal financial assistance of any kind provided by a resident/family member or supplier, other than a financial institution in the ordinary course of its business, is prohibited.

Sponsorship by a resident/family member or supplier of PCS for recreational activities or retirement parties is prohibited.

Promotional materials or gifts of nominal value (not to exceed $25.00) from suppliers or resident/family members may only be accepted if there is no reasonable likelihood that such acceptance will influence the employee’s judgement or actions in performing duties for PCS.  When not accepting a gift of greater value would be discourteous to the supplier or resident/family member, the gift must be promptly turned over to the Administrator.  Such gifts are usually contributed by PCS to charitable institutions.

Perceptions
Avoid the intent and appearance of unethical or compromising practice in relationships, actions, and communications.

Know and obey the letter and spirit of the laws governing the supplier and the resident/family member relationships and remain alert to the legal ramifications of all related decisions.

Conflict of Interest
Engaging in business, or employment by a company, which is in any way competitive with, or in conflict with, any service, activity, or objective of PCS is prohibited.  Refrain from making use of employment with PCS or the association of any of its residents, to further outside business or employment.  Engaging in business with, or employment by, a company that is a supplier to PCS or in competition with PCS is prohibited.

Owning or leasing any property with the knowledge that PCS has an active or potential interest therein is prohibited.

It is prohibited to lend money to, or borrow money from, any resident/family member or supplier to PCS.

Refrain from any private business or business activity that creates a conflict between personal interests and the interests of PCS.

Gratuities
Employees are prohibited from soliciting or accepting any money, loans, credits, or prejudicial discounts from present or potential suppliers or resident/family members.

Confidential Information
Handle confidential or proprietary information belonging to PCS, suppliers, or resident/family members with due care and proper consideration of ethical and legal ramifications and governmental regulations.
Both during and after employment with PCS, the employee shall not disclose to any persons not authorized by PCS any confidential or proprietary information relating to PCS or any of its resident/family members or prospective resident/family members.  Confidential or proprietary information includes, but is not limited to, financial information, resident/family member lists, prices, medical records and business methods and processes, matters contained in personnel records or other personnel information, security procedures, or business plans.

An employee shall not use any such confidential or proprietary information except in connection with job duties at PCS.

Upon leaving PCS’s employment, the employee must promptly return to PCS all PCS property and all documents which contain any confidential, medical or proprietary information concerning PCS or any of its resident/family members or prospective resident/family members.


_934713967

