ACKNOWLEDGEMENT
I acknowledge that I have received a copy of the Personnel Policies of (company name) and that I will comply with these policies.  I understand that the policies are not a contract, and that (company name) management has the right to interpret and change these polices at its discretion, and that my employment is not under an employment contract or for any guaranteed period but is “at will” and may be terminated by me or by the Company at any time without notice or cause.

I understand that it is my responsibility to read and be knowledgeable of all policies contained in this handbook, and agree to abide by its terms and conditions, or changes thereto.  I have signed and returned all necessary papers to the Human Resources Department for my personnel file. 
	Associate
	
	Date


EMPLOYMENT APPLICATION POLICY

It is the policy of this facility to require all individuals seeking employment to fill out an “Employment Application Form.”

POLICY INTERPRETATION AND IMPLEMENTATION

1. Any person seeking employment with our facility must fill out an “Employment Application Form” which has been developed by this facility.  Application forms are available from the receptionist or Business Office.

2. Applications will be accepted for any position.

3. Application forms are maintained on active status for ninety (90) days then placed in inactive status.

4. Willfully falsifying information on a job application will result in the disqualification of the applicant and, if already employed, the associate will be subject to disciplinary action up to termination as deemed by the Directors.

5. Information contained on the associate’s application form is confidential and will not be released to sources outside the facility.

6. Upon receiving a request for past employment information, the facility will provide only the following information: name, date of hire, date of separation, position held.  This information will be given out only by the Business Office or a Director.

7. All potential associates will be subject to a background investigation upon hire.

EMPLOYMENT-AT-WILL POLICY

It is the policy of this facility that all associates are employed at the will of the facility for an indefinite period of time.

POLICY INTERPRETATION AND IMPLEMENTATION
1. An associate hired “at-will” may resign at anytime, without cause, and with or without notice, and/or the facility may terminate the associate at any time without cause, and with or without notice.

2. The completion of an associate’s introductory status does not change an associate’s “at-will” status, or in any way alter or change the facility’s right to terminate such associate.

3. Disciplinary action noted throughout the manual is not all inclusive and does not restrict the facility’s right to terminate “at-will.”

4. Supervisory personnel may not make any representations to associates (or applicants) concerning the terms or conditions of employment with this facility that is not consistent with our established policies and procedures.

5. Inquiries concerning employment-at-will should be directed to the Director of Operations.

ETHICS POLICY

It is the policy of this facility that we recognize our patients have a fundamental right to considerate care that safeguards their personal dignity and respects their cultural, psychosocial, and spiritual values.  These values often influence the patients’ perception of care and illness.  Understanding and respecting these values guide our organization and the individuals who provide care in meeting the patients’ care needs and preferences.  The goal is to respect each patient’s rights and conduct business relationships with those patients and the public in an ethical manner:
PROCEDURE

1. Promoting consideration of patient values and preferences, including the decision to discontinue treatment.

2. Recognizing the organization’s responsibilities under law.
3. Helping the patient understand and exercise his or her rights.
4. Informing the patient of his or her responsibilities in the care process.
5. Managing the organization’s relationships with patients and the public in an ethical manner.
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