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CORE VALUES



We are committed to providing our clients with peace of mind by conducting ourselves in accordance with the highest professional standards, exceeding their expectations for service and knowledge, and building long-term personal relationships.  Our goal is to be recognized as the premier provider of funding services in the region.
We will strive to maintain a positive and energetic work environment which encourages superior performance.  We will treat all our employees with respect.  Leadership at all levels will provide our people with a challenging, secure and safe environment in which to achieve personal career goals.  Meeting our objectives, achieving consistent growth and continually raising our standards will ensure the continued success of our Company.  













Introduction

This Employee Handbook is designed to acquaint you with Big Think Capital Inc., hereinafter referred to as “the Company”.  This has been prepared to inform you of our employment practices and policies, as well as the benefits provided to you as a valued employee.  You should read, understand, and comply with all provisions of this Handbook.

· The policies in this Handbook are to be considered guidelines.

·  Management may change, delete, suspend or discontinue any part or parts of the policies in this Employee Handbook at any time without prior notice as business, employment, legislation, and economic conditions dictate.   The contents of this Handbook are meant for informational purposes only and are not intended to create contractual obligations relating to any matter it contains, including benefits or procedures.

· Any statement made within this Handbook shall apply to all existing and future employees.

· No alterations or modifications of this Employee Handbook may be made without the approval of the Company President.  Any addendum to this handbook must be in writing and approved by the President.

· No statement or promise by any member of management, including a supervisor, manager, team lead or department head, past or present, may be interpreted as a change in policy.

· This Employee Handbook replaces (supersedes) all previous Employee Handbooks, and the policies contained herein shall supersede prior Company policies.

· The Company reserves the right to amend, supplement or rescind any provision of this Handbook, except the at-will provisions, as it deems appropriate in its sole and absolute discretion, but any changes must be in writing and signed by the President.
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1.  STANDARDS OF PERFORMANCE

1.1  The Company’s Expectations

If we work together and perform our work as well as we can, we will be successful.  Clients will value our work, the Company will grow, and we will all share in the financial and personal rewards.

Your job is to perform your work with diligence and care and to work as a team.  If you do not understand something—or if you have questions or concerns about your job—speak to your manager/team lead.  You understand your job better than anyone, and we want to hear your suggestions about how the process can be improved.

How you interact with fellow employees and those whom we serve, and how you accept direction, can affect your success.  In turn, the performance of one team can impact the entire Company.  Consequently, whatever your position, you have an important assignment: perform every task to the very best of your ability.

1.2 Open Communication Policy

If you have a problem or disagreement with a coworker, discuss it with him or her directly.  If you cannot resolve the matter, schedule a meeting with Human Resources or your manager.  Every effort will be made to keep such communication confidential.  To promote a harmonious work environment, please refrain from engaging in rumors and office gossip.

1.3 Duty to Report Code of Conduct Violations
The Code of Conduct requires every employee to “promptly report any known or suspected violation of the Code of Conduct, or any laws or regulation, policies or procedure.”  

If you believe that someone is doing something improper, unethical or illegal whether a coworker or someone from another company, inform a manager or contact Human Resources.  Instructions for reporting violations are contained in the Code of Conduct on page 29.
1.4 Customer Relations

The success of our Company depends upon the quality of our relationships with coworkers, customers, Funders, and the public.  You are an ambassador for the Company.  The impression customer’s form of the Company - and their decision to do business with us - - depends on how you conduct yourself and the manner in which you perform your job.  If you care about your work, you will earn the respect and appreciation of our customers.

Below are several things you can do to build goodwill for the Company.  They are the building blocks for continued success:

1. Become knowledgeable about the Company and its work, be professional, courteous and respectful to customers always. 
2. Show courtesy and respect to your coworkers.
3. Complete assignments carefully and respond promptly to inquiries and requests.
4. Take pride in your work and challenge yourself to do your very best.

2. NEW EMPLOYEES

2.1 Hiring Process

a. Applications

All employment candidates are required to complete an Employment Application.  Employees are carefully selected based on written applications, personal interviews, résumés and employment history. 

b. Employee Background Check

Once a candidate has been given a conditional offer of employment, he or she will be asked to authorize the Company to conduct a criminal background screening and Department of Motor Vehicles check.  Upon receipt of the candidate’s authorization (signed offer letter), the screen may be conducted.  The Company meets the requirements of New York State and local law in making any employment decision arising from a candidate’s background screen results.

c. Immigration Law compliance

All offers of employment are contingent on verification of your right to work in the United States.  You will be sent onboarding paperwork to complete, you will be asked to upload original documents verifying your right to work and as required by federal law, to sign Federal Form I-9, Employment Eligibility Verification.  If you  cannot verify your right to work in the United States, the Company may be obliged to terminate your employment.


d.  Introductory Period

Your first ninety (90) days of employment at the Company is considered an Introductory Period.  During this period, you will not be eligible for the health benefits described in this Employee Handbook, unless otherwise required by law.  This Introductory Period is a time for becoming acquainted with the Company, your fellow employees, and your job duties.  Your manager will work with you to help you understand your job requirements.

This Introductory Period is also an opportunity for our Company to become acquainted with you.  Please understand, however, that employment is always at-will, and completion of the Introductory Period does not guarantee continued employment.  Both you and the Company are free to terminate your employment at any time, with or without cause.

2.2 Training

On your first day of work, you will be asked to report to the Office, where you will receive training in Company policies and procedures.  You will be asked to complete any outstanding paperwork and then report for Company specific training.  



2.3 Equal Employment Opportunity
Our Company provides equal employment opportunities (EEO) to all employees and applicants for employment without regard to race, creed, color, religion, sex, national origin, age, disability, marital status, sexual orientation, citizenship status, familial status or veteran status. In addition to federal law requirements, the Company complies with applicable state and local laws governing discrimination in employment in every location in which the company has facilities. This policy applies to all terms and conditions of employment, including recruiting, hiring, placement, promotion, termination, layoff, recall, and transfer, leaves of absence, compensation and training. The company expressly prohibits any form of workplace harassment based on race, color, religion, creed, gender, sexual orientation, gender identity or expression, national origin, age, genetic information, disability, or veteran status. Improper interference with an employee’s ability to perform their job duties may result in discipline up to and including discharge.
a. Discrimination/Harassment
WE DO NOT PERMIT HARASSMENT OR DISCRIMINATION.  The Company strives to create an inclusive, supportive environment. To that end, we do not permit discrimination or harassment of any kind. This includes discrimination or harassment based on sex, race, color, creed, national origin, religion, age, marital status, pregnancy, nursing mother status, physical, mental or sensory disability, sexual orientation, gender identity or expression, military or veteran status, or any other basis protected by federal, state and/or local laws. Any unwanted and/or unwelcome behavior — whether it is physical, verbal, in person, written, or through email, social media, or other technological means — that creates an intimidating, hostile or offensive environment is prohibited.
If you experience or observe any behavior you believe is discriminatory or harassing, you must report it immediately to Human Resources or any manager. Complaints will be investigated as promptly and as confidentially as is reasonable. The Company will take corrective action when appropriate, up to and including termination of employment.
b. Sexual Harassment
SEXUAL HARASSMENT IS A SERIOUS MATTER. We do not permit harassment of any kind and that includes sexual harassment by or against employees, funders or customers. Sexual harassment is unlawful and may include threats or insinuations that an employee's refusal to submit to sexual advances will adversely affect his or her employment, evaluation, wages, advancement opportunities, assigned duties or any other conditions of employment or career development.
Sexual harassment can also be sexual advances, requests for sex, or verbal or physical conduct of a sexual nature that creates an intimidating, hostile, humiliating or sexually offensive work environment. While it is impossible to list all types of behavior that could be sexual harassment, some examples are:
· Unwanted and/or unwelcome sexual comments, advances, flirtations or propositions.
· Verbal abuse of a sexual nature, including sexually oriented jokes or comments or questions regarding one's sexual experience, activity or prowess.
· Comments about an individual's sexual attractiveness.
· Display of sexually suggestive objects or pictures or making sexually suggestive gestures.
The Company prohibits these acts and any other acts that constitute sexual harassment. 
c.  Retaliation
RETALIATION IS NOT PERMITTED.  The Company does not permit retaliation of any kind against employees who report possible misconduct, raise a concern regarding a violation of this Code of Conduct, participate in an investigation or otherwise engage in legally protected activity. Anyone who retaliates will be subject to disciplinary action, up to and including termination of employment.  If you feel you have been subjected to retaliation, immediately contact Human Resources or a manager.
d. Reasonable Accommodation for Disabilities
It is Company policy to provide reasonable accommodation for any individual with a disability that meets both the applicant's or employee's needs and that does not place an undue hardship on the Company’s business.
[bookmark: 308]	Nothing in this policy shall be construed as creating any legal rights for any applicant or employee beyond the rights such persons may have under the Americans with Disabilities (42 U.S.C. § 12101 et seq.) [“ADA”]. This section is intended to provide guidance for the implementation of the ADA.
Consistent with its obligations under the ADA, the Company will provide reasonable accommodation for: 
Applicants and employees with disabilities, in order to perform the essential functions of their jobs. 
Employees with disabilities to enjoy benefits and privileges of employment equal to those enjoyed by employees without disabilities. 
2.4 Disclosure of Confidential Information
Employee shall not during the term of Employee’s employment or at any time thereafter use it for any purpose or disclose to any person or entity any Confidential Information acquired during employment with the Company. Employees shall not, directly or indirectly, copy, take, or remove from the Company's premises, any of the Company's books, records, customer lists, or any other documents or materials. The term “Confidential Information” as used in this Agreement includes, but is not limited to, records, lists, and knowledge of the Company's customers, lenders, methods of operation, processes, trade secrets, methods of determination of prices, financial condition, profits, sales, net income, and indebtedness, as the same may exist from time to time. Upon termination of employment or at the request of the Employee’s supervisor before termination, the Employee will deliver to the Company all written and tangible material in Employee's possession incorporating the Confidential Information or otherwise relating to the Company's business. These obligations with respect to Confidential Information extend to information belonging to customers and suppliers of the Company who may have been disclosed to the Employee during business.
2.5 Company’s Ownership of Records
Employee agrees that all records, reports, notes, compilations, or other recorded matter, and copies or reproductions thereof, relating to the Confidential Information or any other aspect of the Company's operations, activities or business, made or received by Employee during any period of employment with the Company are and shall be the Company's exclusive property, and Employee will keep the same at all times in the Company's custody and subject to its control, and will surrender the same at the termination of his or her employment or at any prior time upon request of the Company. 
2.6 Non-Solicitation of Employees
During the term of Employee's employment with the Company and for a period of two years from the voluntary or involuntary termination of Employee's employment with the Company for any reason whatsoever, Employee shall not, either on her or his own account or for any person, firm, partnership, corporation, or other entity (a) solicit, interfere with, or endeavor to cause any employee of the Company to leave his or her employment, or (b) induce or attempt to induce any such employee to breach her or his employment agreement with the Company.
2.7 Non-Solicitation of Customers
During the term of Employee's employment with the Company and for a period of two years from the voluntary or involuntary termination of Employee's employment with the Company for any reason whatsoever, Employee shall not solicit, induce, or attempt to induce any past or current customer of the Company (a) to cease doing business in whole or in part with or through the Company, or (b) to do business with any other person, firm, partnership, corporation, or other entity which performs services materially similar to or competitive with those provided by the Company.
3. WORK SCHEDULE

3.1 Business Hours

Your hours of work and the scheduling of your meal period will be determined and assigned by the Company at the time you are hired and as per your Employee Classification.  We typically work a 9-hour day, with 45 minutes for lunch.  If you have any questions concerning your work schedule, please ask your manager.

3.2 Attendance

The Company expects you to be ready for work promptly at your scheduled time and to work continuously until the end of your scheduled workday.  Please advise your manager or HR Director if you will be away from your workstation for an extended period and when you expect to return.


3.3 Recognized Holidays

The Company provides time off with pay for the following holidays for full time employees only:

a. New Year’s Day
b. Presidents Day
c. Memorial Day
d. Independence Day
e. Labor Day
f. Thanksgiving Day
g. Christmas Day

Holidays that fall on a Saturday are typically observed the preceding Friday. Holidays that fall on a Sunday are typically observed the following Monday.

3.4 Absence or Lateness

The Company is aware that certain emergencies, illnesses, or pressing personal business that cannot be scheduled outside your work hours may require you to be absent from work. Accrued Paid Time Off days have been provided for this purpose.  We request that you provide your manager with as much advance notice as possible when this occurs.  Please request all Paid Time Off days in advance.

If you are unable to report for work or if you expect to be late, please contact your manager or Human Resources at least two (2) hours before your scheduled shift.  If you expect to be late, please let us know at what time you expect to arrive.  If you are unable to call in yourself because of illness, emergency, or some other reason, be sure to have someone call for you.  If you know in advance that you will be absent, please request Paid Time Off (PTO) in the system. You will then receive an email response stating it has been denied or approved.  Absence from work for three (3) consecutive days without notifying the Company will be considered a voluntary resignation.  If you are absent because of an illness for three (3) or more consecutive days, your manager may request that you submit written documentation from your doctor stating you are able to resume normal work duties before you will be allowed to return to work.

A consistent pattern of questionable absences can be considered excessive and may be cause for concern.  In addition, excessive lateness or leaving early will be considered an unacceptable “lateness pattern”.  Factors, including the degree and reason for the lateness, will be taken into consideration.  Absences and lateness, including the explanation, will be noted in your Personnel File.  Be aware that excessive absences, lateness or leaving early may lead to disciplinary action, including possible dismissal.


3.5	Paid Time Off Policy 

All full time exempt and non-exempt employees, as well as all employees who work at least 80 hours in a calendar year, are entitled to accrued Paid Time Off days. PTO includes time taken for vacation, sickness or personal reasons, or any time taken pursuant to the Earned Sick Time Act.  The established Paid Time Off year is the calendar year, beginning on January 1st and ending December 31st.  Please refer to the Company PTO Policy contained in your offer letter for further information.

During the first calendar year of employment, Paid Time Off begins to accrue starting with the employee’s date of hire.  Unless approved by management, Paid Time Off is available for use only after completion of the 90 –day introductory period.   Employees may carry over up to five (5) accrued vacation, unused days to the subsequent year.  If an employee leaves the Company using more Paid Time Off days than accrued, he/she will be required to reimburse the Company for that time.  For further information, please contact Human Resources.

3.6.   Absence Due to Inclement Weather

Absence due to inclement weather requires that each employee make a personal judgment pertaining to his or her safety in traveling to and from work.  Loss of work time for this reason is charged against the employee’s accrued Paid Time Off days.  Employees who have not accrued any PTO days will incur the absence without pay.  Employees who make the effort to report on time and who report within a reasonable period should not be required to use PTO leave for that absence. Working from home due to inclement weather is prohibited unless approved prior to the day by your supervisor or as requested by management.

3.7.   Bereavement Leave

Full time employees are given up to three (3) days of paid leave in the event of the death of the employee’s spouse, child, stepchild, parent, stepparent, sibling, foster parent, parent-in-law, grandparent, or grandchild without charge to the employee’s leave time.

4. PERSONNEL RECORDS AND ADMINISTRATION

4.1 Personnel Records

It is important to keep the information in your Personnel File up to date.  If there is a change in any of the items listed below, you have access to an update in the system. Also, notify Human Resources of any changes.

1. Legal Name
2. Home Address
3. Home Telephone Number
4. Person to call in case of emergency.
5. Beneficiary on any insurance policy, 401k, or employer-provided benefits plan
6.  Driving record or status of driver’s license.  (Note that the Code of Conduct requires you to report loss of a driver’s license immediately.)
7. Military status
8. Exemptions on your W-4 tax form.
9. Training Certificates
10. Professional Licenses
11. Any arrest or conviction.  (Note that the Code of Conduct also requires you to report an arrest or conviction to the Human Resources Manager, in writing, within two working days of occurrence.)

All documentation and information in your Personnel File is treated as confidential.



5.  EMPLOYMENT CLASSIFICATIONS

The company classifies positions, determines wages and compensates employees in accordance with federal, state and local law.

At the time you are hired, you are classified as exempt or non-exempt.  If you have any questions regarding your job classification, please speak to your manager or contact Human Resources.

5.1    Salaried Employees 
a. Full-Time Exempt Employees

An employee, who has successfully completed his or her introductory period and works on a regular basis, at least 40 hours per week, is classified as salaried.  These employees will be paid weekly unless otherwise specified in your Offer Letter.  The benefits described in this Employee Handbook apply only to salaried employees.  Exempt employees are those that are excluded from the overtime pay requirements of the Fair Labor Standards Act.  Exempt employees are paid a salary and are expected to work beyond their normal work hours whenever necessary to accomplish the work of the company.  Exempt employees are not eligible to receive overtime compensation.  If you have questions regarding your classification as an exempt employee, please contact Human Resources.

b. Hourly Employees Non-Exempt (Full Time)

An employee who regularly works based on an hourly rate is considered an hourly employee and is paid as such.  Non-exempt employees are those eligible for overtime pay of one and one-half times (1.5) their regular hourly rate of pay for all hours worked over 40 per work week.  All overtime must be approved in advance. You are responsible for precisely reporting your hours to your manager. 


c. Part Time Employees Non-Exempt
	
	Part-time status depends on the number of hours per week an employee works.  Regular employees who work fewer than 40 hours receive part-time classification. If you are a part-time employee, you are not, unless otherwise specified, eligible for benefits described in this Employee Handbook; exception has been granted or to the extent required by provision of state and federal laws. You are responsible for accurately recording your hours.  No one may record the hours worked for another employee.  Tampering with the time record of another employee is cause for disciplinary action, up to and including possible termination of both employees.  In the event of an error in recording your time, please report the matter to the HR/payroll department immediately.


d.  Temporary/Internships Employees

From time to time, the Company may hire employees for specific projects or periods of time.  Temporary employees may work either part-time or full-time but generally are scheduled to terminate by a certain date.  Temporary employees who remain on duty past the scheduled termination remain classified as temporary. The job assignment, work schedule and duration of the position will be determined on an individual basis. Temporary/Internship employees are not eligible for benefits or accrued Paid Time Off days described in this Employee Handbook.  

6. COMPENSATION
The Company’s intention is to fairly compensate employees, encourage employees who perform well to stay with our organization, and attract highly qualified, new employees.  In that way, our compensation program addresses the needs of both employees and the Company.

6.1. Anniversary Date

The first day you report for work is your “official” anniversary (effective) date (which may later be adjusted based on any unpaid leave of absence). Your anniversary date is used to compute various conditions and benefits described in this Employee Handbook.

6.2.  Wage and Salary Policies

a. Compensation Philosophy

Our program aims to pay all employees’ wages and salaries that are fair and equitable, while providing for adjustments to reflect individual and company performance and to comply with applicable statutory requirements.  If company holidays or closings interfere with the normal pay schedule, any changes in pay cycles will be announced in advance.

b. Payroll

Payroll is submitted on a weekly basis through direct deposit to your bank.  Payment for salary is given as week ending Sunday for the following Friday payday.  Commissions & bonuses are paid out through the bi-weekly commission schedule accordingly.


6.3. Mandatory Withholdings from Paycheck

The Company is required by law to make certain withholdings from your paycheck, including those for federal, state and local income taxes and Social Security.  These withholdings will be itemized on your payroll voucher.  The amount of the withholdings will depend on your earnings and on the information, you furnish on your W-4 form regarding the number of exemptions you claim.  If you wish to modify the number of exemptions, please request a new W-4 form from Human Resources.  Only you can modify your W-4 form.  Verbal or written instructions are not sufficient.  You should check your payroll voucher regularly to ensure that it reflects proper withholdings.  If we are required by law to make any deduction, such as court-ordered garnishments, you will be advised accordingly.



a. Direct Payroll Deposit

Direct payroll deposit is the automatic deposit of your pay into the financial institution account(s) of your choice.   Upload a copy in the Paychex Flex system of a voided check or online direct deposit form from your bank to have your payroll check processed directly into your account.

6.4.  Holiday Pay

To be paid for a holiday, the employee must be present on the schedule workdays immediately before and after the holiday.  Supervisors may make exceptions to this policy for valid reasons such as illness or vacation.

6.5.   Error in Pay

Every effort is made to avoid errors in your payroll.  If you believe an error has been made, inform Human Resources immediately. They will research the problem and make any necessary corrections.

6.6.  Safe Harbor Policy

Salaried employees who have questions or complaints about their pay, including deductions and salary status, should immediately raise the matter with their manager.  If the matter is not resolved within ten (10) business days, or if for any reason the employee is uncomfortable discussing the matter with his or her manager, the employee must submit the question or complaint in writing to  Human Resources. 

We are committed to investigating and resolving all such inquiries in a prompt and accurate manner.  Consistent with the policy of the U.S. Department of Labor, any inquiry will be resolved within a reasonable time given the particular facts and circumstances.  If an investigation reveals that an employee was subjected to an improper deduction from pay, the employee will be reimbursed, and we will take whatever action we deem necessary to ensure compliance in the future.
6.7.   Performance Reviews
 The Company conducts performance reviews on an annual basis.  We will review your job progress and work with you to set new job performance goals.  Monetary bonuses may be awarded for exceptional performance.
6.8.   Jury Duty Policy
When an employee is called for jury service, the employee will be excused from work for up to 10 days to fulfill his or her obligation.  During the period of jury service, employees are expected to report to work when they are not required to be in court or are excused early.

When an employee is on jury duty, the company will pay the employee the difference between the employee’s normal earnings and the amount he or she receives for jury service.

Employees should request Jury Duty in the PTO system and provide a copy of their jury notice as soon as possible after it is received.  At the completion of jury service, employees shall remit their jury attendance receipts to Human Resources.

6.9.   Policy on Military Leaves

It is the policy of this Company to grant military leaves of absence as required by law to employees who are members of the military service.  To receive time off, employees must provide notice and a copy of their report orders to their manager.  The employee will not be paid during his or her absence, except as required by law.  Upon return from service with an honorable discharge, an employee may be entitled to reinstatement and any applicable job benefits to the extent provided by law.
6.10.    Policy on Disability
When an employee is unable to perform his or her regular duties, or the duties of any position offered by the Company, as a result of an injury or sickness which did not arise out of and in the course of employment, the employee is entitled to apply for New York State Disability Benefits.  If the State determines that the employee qualifies for benefits, the Company shall provide disability benefits paperwork as determined by the New York State Disability Benefits Law.

The New York State disability program presently provides up to twenty-six (26) weeks of disability benefits at one-half the employee’s current rate of pay, up to a maximum of $170 per week.
6.11.   Policy on Worker’s Compensation
When an employee sustains an injury during employment, the employee will be entitled to apply for Worker’s Compensation Benefits.  If the employee qualifies for benefits, the Company shall provide such benefits as required by New York State’s Worker’s Compensation Law.

When an employee sustains an injury during the course of employment, the injured employee must report the injury to his or her manager and Human Resources immediately.  The employee must complete a form C-2 Worker’s Compensation accident report as soon after the incident as possible.

6.12.   FMLA and Maternity Leave
For the duration of FMLA leave, the employer must maintain the employee's health coverage under any "group health plan." Upon return from FMLA leave, an employee (unless designated as a "Key" employee who is salaried among the highest ten percent of employees within 75 miles of the worksite) must be restored to his or her original or equivalent position with equivalent pay, benefits, and other employment terms and conditions. The use of FMLA leave cannot result in the loss of any employment benefit that accrued prior to the start of an employee's leave.  A Full-Time employee is eligible for 12 weeks of unpaid leave for the birth and care of a child including an adopted child or foster care, or to care for the employee’s spouse, child, or parent who has a serious health condition, or to receive care for the employee’s own serious health condition.  Employees are required to provide the Company with sufficient information to determine whether the circumstances are governed by FMLA and warrant FMLA-protected leave.  Employees must inform the Company 30 days’ advance notice of the need to take FMLA leave when the need is foreseeable; medical certifications supporting the need for leave due to serious health conditions affecting the employee or an immediate family member.  Second and third medical opinions and periodic recertification, at the employer’s expense and periodic reports during FMLA leave on the employee’s status and intent to return to work; and a fitness-for-duty certification to return to work.  FMLA makes it unlawful for any employer to interfere with, restrain, or deny the exercise of any right provided under FMLA; discharge or discriminate against any person for opposing any practice made unlawful by FMLA or for involvement in any proceeding under or relating to FMLA.  During the employee’s leave period, up to 12 weeks, the employee ‘s position will be held.  If the employee has worked for the employer for at least 12 months; and worked at least 1,250 hours over the 12 months; and work at a location where at least 50 employees are employed by the employer within 75 miles.  New Yorkers on maternity leave are eligible to file for New York State short term disability. If approved by New York State, the employee will receive up to 50% of the claimant’s salary to a maximum of $170 per week.

6.13. Privacy
All information on Company premises is presumed to be related to Company business.  The Company reserves the right to inspect any documents, computer records or other information on its premises or equipment at any time.  All efforts will be made to maintain the confidentiality of personal information.

7.  ETHICAL STANDARDS
7.1. Code of Conduct

Our Code of Conduct sets forth how the Company expects our employees to conduct themselves.  The Code of Conduct also contains important information regarding the requirements of law and Company policies and procedures.  Signature required on the last page.

The Company insists on the highest ethical standards in conducting its business.  When faced with ethical issues, employees are expected to make proper decisions based on the Code of Conduct and Company policies and procedures.  If you are uncertain of what to do in a particular situation involving an ethical challenge, you should follow the guidelines set forth in the Code of Conduct.   

7.2	Theft, Fraud, and Other Criminal Behavior

Criminal behavior, theft of money, equipment or any other property at a worksite or Company office, and fraudulent transactions are prohibited. They affect us all by diminishing our ability to meet our customers' needs and reducing our profitability.
 



8. WORKPLACE POLICIES

8.1 	General Employee Safety

The Company is committed to protecting the health and safety of all employees and complying with laws and regulations governing injury and accident prevention and employee safety.  Our health and safety policies and procedures meet the highest industry standards.

As an employee, you have an important role to play as well.  It is your responsibility to follow all Company health and safety policies and procedures.  If you are ever in doubt about how to safely perform a job, it is your responsibility to ask your manager for assistance.  If you believe there may be an unsafe condition or if there is an injury on the job, you must report it to your manager immediately.  Compliance with these safety rules is considered a condition of employment.

8.2. Reporting Office Safety Issues 

You must notify your manager immediately of all accidents, injuries, potential safety hazards, safety suggestions and health and safety related issues.  If you or another employee is injured, you should take the following action: (i) Contact outside emergency responses agencies, if the injury requires medical attention.  (ii) If you are injured or require medical attention, complete the Employee’s Claim for Worker’s Compensation Benefits form (C-2).  (iii) If you were injured and did not require medical attention, you must complete an Employee Report of Accident Form.  Completed forms should be submitted to Human Resources.

8.3. Weapons

No person entering Company property, or a Company work site may possess a weapon or dangerous device of any kind - regardless of whether the person is licensed to carry the weapon or device or not. Any employee who violates this policy will be subject to immediate termination.


8.4. Housekeeping

Neatness and good housekeeping are signs of efficiency.  You are expected to always keep your work area neat and orderly – it is a required safety precaution.

If you spill a liquid, clean it up immediately.  Do not leave materials or other objects on the floor which may cause others to trip or fall.  Keep aisles, stairways, exits, electrical panels, fire extinguishers, and doorways always clear. Trash receptacles and recycling containers are located throughout the Company facilities.  Please put all litter and recyclable materials in the appropriate receptacles and containers. Please report any fixture, furniture, or condition that needs repair or replacement to Human Resources immediately.


8.5. Office Area Safety

Individual office areas present their own safety hazards.  Please be sure to:

· Leave the desk, files or cabinet drawers firmly closed when not in use.
· Arrange office space to avoid tripping hazards, such as computer wires, and electrical cords.
· Remember to lift things carefully, and to use proper lifting techniques.
· Keep personal information in a secure place.

8.6. Security

Employees must be alert and aware of any potential dangers to themselves or their coworkers.  Take every precaution to ensure that your surroundings are safe and secure.  Guard personal belongings and company property.  Visitors should always be escorted.  Report any suspicious activity to a supervisor or Human Resources immediately.

You are responsible for maintaining your access cards in a safe place.  Passwords, security and alarm codes should be kept in a secure place.

If you are the last person to leave the Company offices, make sure that all entrances are properly locked and secured and that all the lights are switched off.


8.7. Smoking

Smoking is not permitted anywhere inside Company office buildings.  Smoking is permitted ten (10) feet from the building.


8.8. Dress Code and Personal Appearance (Office Employees)

Please understand that you are expected to dress and groom in accordance with accepted business standards at all times while on Company business.  A neat, tasteful appearance contributes to the positive impression you make on others.  You are expected to be suitably attired and groomed during working hours and when representing the Company.  A clean appearance bolsters your self-confidence and enhances the Company’s image.

The Company observes a “business casual” dress code policy.  Outside the office, employees are expected to dress in conformity with the business events culture.

Garments that are excessively worn, frayed, wrinkled, torn, revealing, or tight-fitting are never appropriate in the workplace or during business hours.  

If your immediate supervisor feels your attire and/or grooming is inappropriate, you may be asked to leave your workplace until you are properly attired and/or groomed.  Employees who violate dress code standards may be subject to appropriate disciplinary action.

8.9. Documentation

The Company letterhead, memo templates, logos, and other corporate formats can be found on the Company server.  They may only be used for business purposes.
Any documentation or information in your Personnel File is treated as confidential and kept in the HRIS.
8.10. Copiers

There are copiers located in the Company offices for your use.  Please treat the machines with deference.  If you use the last of any paper size in the machine or have any technical problems, please contact IT for assistance. 

8.11. Conference Room

The company has Conference Rooms available for business purposes only.  If you need to use the room, please request the room on the calendar to avoid conflicts with other employees.

8.12. [bookmark: _Hlk201238533]Solicitations and Distributions

Any form of solicitation by an employee or any other person for any purpose, business or charitable, on Company time or Company premises or at a job site, is prohibited.  This includes soliciting employees, distributing literature, or posting notices.
   	 8.13. 	Anti-Fraternization Policy
Big Think Capital is committed to maintaining a professional work environment that is free from discrimination, harassment, and conflicts of interest. In order to promote this environment, this Fraternization Policy has been established to provide guidelines and expectations for employees regarding romantic or sexual relationships in the workplace.
This policy applies to all employees of the Company, including managers, supervisors, and staff.
Definition of Fraternization:
Fraternization is defined as any romantic or sexual relationship between employees, or between an employee and a supervisor or subordinate. This includes any conduct or behavior that may create the appearance of a conflict of interest or favoritism.
Prohibited Behavior:
Big Think Capital prohibits any romantic or sexual relationships between employees, or between an employee and a supervisor or subordinate. This includes, but is not limited to, dating, romantic involvement, and sexual activity.
Exceptions:
There may be situations where a romantic or sexual relationship exists before employment with our Company, or where the relationship is between two employees who do not have a direct reporting relationship. In these cases, employees must disclose the relationship to their supervisor or Human Resources, who will work with the parties involved to ensure that the relationship does not create a conflict of interest or disrupt the work environment.
Reporting Procedures:
Employees who believe that they have witnessed or experienced fraternization or inappropriate behavior should report it immediately to their supervisor or Human Resources. All reports will be taken seriously and investigated promptly.
Consequences of Violations:  Violation of this policy may result in disciplinary action, up to and including termination of employment.
9. COMMUNICATIONS

Successful working conditions and relationships depend upon successful communication.  Not only do you need to stay aware of changes in your area and company policies, but it is important to share your ideas and suggestions with your coworkers and managers.

9.1. Use of Cell Phones

This policy outlines rules regarding employees’ use of personal cell phones during work hours.  The company has established these guidelines to limit distractions and security breaches while promoting productivity in the workplace.  These rules apply to all employees, regardless of their position.

If an employee needs to use a cell phone for business purposes while in a vehicle, always follow  State Laws for texting and calls.

Employees using cell phones must adhere to the following policies:
1. Never call 900 numbers.
2. Do not make harassing calls. Any harassing call received by an employee is to be reported to Human Resources immediately.
3. Never use a cell phone for any illegal activity.
4. Avoid using cell phones for personal communications and activities during work hurs, except in emergencies.
5. Never use a cell phone to browse the internet, play games, or watch non-work-related videos.
6. Any employee who fails to follow safety guidelines in the use of a cell phone is subject to discipline, up to and including discharge.

9.2. Computers, Electronic Mail, Internet and Telephones

This Company makes every effort to provide the best available technology to employees.  In this regard, we have installed, at substantial expense, equipment such as Laptops & e-mail access.  Employees must follow Company rules regarding the use of such equipment and the information to which it provides access.

Company property, including Laptops and electronic mail, should only be used for conducting Company business.  (Recognizing that employees may have to deal with a serious personal matter during the workday, the Company permits ‘limited’ personal use of computers.)

The Company has the right to retrieve and read any e-mail message. Therefore, all e-mail messages should be treated as confidential.  No statement should be made in an e-mail message that would not be made in a formal, written correspondence.

Any employee who violates this policy or uses the electronic communication systems for improper purposes may be subject to discipline, up to and including termination.
All professional files should be stored on the Company Server for backup purposes.


9.3. Internet Acceptable Usage Policy    

The Internet provided by the Company is a business tool, provided at significant cost. Employees are expected to use Internet access for business-related purposes, i.e., to communicate with customers and suppliers, to research relevant topics and obtain useful business information.  We insist that you conduct yourself honestly and appropriately on the internet, and respect the copyrights, software licensing rules, property rights and privacy of others.  All existing company policies apply to your conduct on the internet, especially those that deal with intellectual property protection, privacy, misuse of company resources, sexual harassment, racial slurs, information, data security, and confidentiality.

While our direct connection to the Internet offers a cornucopia of potential benefits, it can also open the door to some significant risks to our data and systems if we do not follow appropriate security discipline.  The overriding principle is that security is to be everyone’s first concern.  An internet user can be held accountable for any breach of security or confidentiality.

a. Technical

1. User IDs and passwords help maintain individual accountability for internet resource usage.  Any employee who obtains a password or ID for an internet resource must keep that password confidential.  Company policy prohibits the sharing of user IDs or passwords obtained for access to internet sites.

2. If an employee uses encryption software to encrypt files or e-mail, he or she must make the decryption password available to the Company upon request.

3. Any file that is downloaded must be scanned for viruses before it is run or accessed.



9.4 Computer or Equipment Issues/ Maintenance

Report any computer or Equipment issues to Ticket Bot for remediation.

10.  SEPARATION OF EMPLOYMENT

10.1  	 Termination of Employment

The Company reserves the right to terminate employees at any time, with or without cause and with or without prior notice.  A probationary employee may be discharged at any time within the first 90 days of employment.

The following are examples of circumstances that may lead to termination:

· The employee fails, refuses and neglects to adequately perform his or her duties.
· The employee fails, refuses or neglects to adhere to the Code of Conduct or Company policies and procedures.
· The employee acts in a manner which is detrimental to or brings discredit, embarrassment or adverse publicity to the employer or its company.

The Company will consider you to have voluntarily terminated your employment if you do any of the following:

1. Resign
2. Failing to return from an approved leave of absence on the agreed date.
3. Fail to report to work or call in for three (3) or more consecutive workdays without a doctor’s notes.

10.2.   PTO Pay Upon Termination

Provided that termination is voluntary or without cause and subject to 
compliance with the Company’s two-week notice requirement for 
resignations, PTO will be paid for as follows:

a. An employee who leaves the Company with less than one year of continuous service is not entitled to any allowance for accrued Paid Time Off (PTO) days.
b. An employee who leaves the Company with one year or more of continuous service will receive pay for the unused accrued PTO days to which they are entitled for that year, prorated to the date of termination.
In the event of an employee’s death during employment, PTO days will be paid to the employee’s beneficiary in accordance with this section. 
Employees discharged for cause are not eligible for payment of unused/accrued PTO days.

10.3. Termination

In New York State, employment is “at will.” This means that you are free to terminate your employment with us at any time, with or without cause.  Likewise, we have the right to terminate your employment, or otherwise discipline, transfer, or demote you at any time, with or without cause or prior notice, at our discretion.

The Company expects that you will give at least two (2) weeks’ written notice in the event of your resignation.  

10.4. Health Insurance Conversion Privileges

According to the federal Consolidated Omnibus Budget Reconciliated Act (COBRA) of 1985, in the event of your termination of employment or loss of eligibility to remain covered under our group health insurance program, you and your eligible dependents may have the right to continue coverage under our health insurance program for a limited period at your own expense.

Upon termination, you will learn how you can continue your insurance coverage and any other benefits you currently have as an employee.  Consult Human Resources for additional details.




10.5. Return of Company Property

Any Company property issued to you, such as computer equipment, keys, parking and door passes or Company credit cards must be returned at the time of your termination; you must, as well, advise the Company of all computer passwords you have created on Company equipment.  You will be responsible for any lost or damaged items.  

10.6. Release Form

The Company requests that all terminated employees have a final meeting with either their direct supervisor or Human Resources.  At that time, the employee will be asked to sign a Release Form, verifying that all equipment has been returned to the Company, all requirements for termination have been met, and any continued benefit option has been determined. Once completed, employees will receive their final paycheck, and any PTO money owed on the next company pay date.


10.7. Post-Employment Inquiries

The Company does not provide performance-based job references.  In the event if a potential employer requests a verification of your prior employment with the Company, the requester will be provided with your job title and dates of employment only, by Human Resources.


























CODE OF CONDUCT FOR BIG THINK CAPITAL
The success of our business is dependent on the trust and confidence we have in our employees, customers and shareholders. We gain credibility by adhering to our commitments, displaying honesty and integrity and reaching company goals solely through honorable conduct. It is easy to say what we must do, but the proof is in our actions. Ultimately, we will be judged on what we do.
When considering any action, it is wise to ask: will this build trust and credibility for Big Think Capital? Will it help create a working environment in which Big Think Capital can succeed over the long term? Is the commitment I am making one I can follow through with? The way to maximize trust and credibility is by answering "yes" to those questions and by working to build our trust and credibility.
At Big Think Capital everyone should feel comfortable speaking his or her mind, particularly with        respect to ethics concerns. Managers have a responsibility to create an open and supportive environment where employees feel comfortable raising such questions. We all benefit tremendously when employees exercise their power to prevent mistakes or wrongdoing by asking the right questions.
Big Think Capital will investigate all reported instances of questionable or unethical behavior. In every instance where improper behavior is found to have occurred, the company will take appropriate action. We will not tolerate retaliation against employees who raise genuine ethics concerns in good faith.
For your information, Big Think Capital's whistleblower policy is as follows:
Employees are encouraged, in the first instance, to address such issues with their managers or Human Resources, as most problems can be resolved swiftly. If for any reason that is not possible or if an employee is not comfortable raising the issue with his or her manager or HR, Big Think Capital's David Brown, President does operate with an open-door policy.
Set the Tone at the Top
Management has the added responsibility for demonstrating, through their actions, the importance of this Code. In any business, ethical behavior does not simply happen; it is the product of clear and direct communication of behavioral expectations, modeled from the top and demonstrated by example. Again, ultimately, our actions are what matters.
To make our Code work, managers must be responsible for promptly addressing ethical questions or concerns raised by employees and for taking the appropriate steps to deal with such issues. Managers should not consider employees' ethics concerns as threats or challenges to their authority, but rather as another encouraged form of business communication. At Big Think Capital, we want the ethics dialogue to become a natural part of daily work.
Uphold the Law
Big Think Capital's commitment to integrity begins with complying with laws, rules and regulations where we do business. Further, each of us must understand the company policies, laws, rules and regulations that apply to our specific roles. If we are unsure of whether a contemplated action is permitted by law or Big Think Capital policy, we should seek the advice from the resource expert. We are responsible for preventing violations of law and for speaking up if we see possible violations.

Confidential and Proprietary Information
Integral to Big Think Capital's business success is our protection of confidential company information, as well as nonpublic information entrusted to us by employees, customers and other business partners. Confidential and proprietary information includes such things as pricing and financial data, customer names/addresses or nonpublic information about other companies, including current or potential supplier and vendors. We will not disclose confidential and nonpublic information without a valid business purpose and proper authorization.
Use of Company Resources
Company resources, including time, material, equipment and information, are provided for company business use. Nonetheless, occasional personal use is permissible as long as it does not affect job performance or cause a disruption to the workplace.
Employees and those who represent [Company Name] are trusted to behave responsibly and use good judgment to conserve company resources. Managers are responsible for the resources assigned to their departments and are empowered to resolve issues concerning their proper use.
Generally, we will not use company equipment such as computers, copiers and fax machines in the conduct of an outside business or in support of any religious, political or other outside daily activity, except for company-requested support to nonprofit organizations. We will not solicit contributions nor distribute nonwork-related materials during work hours.
In order to protect the interests of the Big Think Capital network and our fellow employees, Big Think Capital reserves the right to monitor or review all data and information contained on an employee's company-issued computer or electronic device, the use of the internet or Big Think Capital's intranet. We will not tolerate the use of company resources to create, access, store, print, solicit or send any materials that are harassing, threatening, abusive, sexually explicit or otherwise offensive or inappropriate.
Questions about the proper use of company resources should be directed to your manager.
Competition
We are dedicated to ethical, fair and vigorous competition. We will sell Big Think Capital products and services based on their merit, superior quality, functionality and competitive pricing. We will make independent pricing and marketing decisions and will not improperly cooperate or coordinate our activities with our competitors. We will not offer or solicit improper payments or gratuities in connection with the purchase of goods or services for Big Think Capital or the sales of its products or services, nor will we engage or assist in unlawful boycotts of customers.
Proprietary Information
It is important that we respect the property rights of others. We will not acquire or seek to acquire by improper means a competitor's trade secrets or other proprietary or confidential information. We will not engage in unauthorized use, copying, distribution or alteration of software or other intellectual property.

Selective Disclosure
We will not selectively disclose (whether in one-on-one or small discussions, meetings, presentations, proposals or otherwise) any material nonpublic information with respect to Big Think Capital, its securities, business operations, plans, financial condition, results of operations or any development plan. We should be particularly vigilant when making presentations or proposals to customers to ensure that our presentations do not contain material nonpublic information.
Health and Safety
Big Think Capital is dedicated to maintaining a healthy environment. A safety manual has been designed to educate you on safety in the workplace. If you do not have a copy of this manual, please see the HR department.
Conflicts of Interest
We must avoid any relationship or activity that might impair, or even appear to impair, our ability to make objective and fair decisions when performing our jobs. At times, we may be faced with situations where the business actions we take on behalf of Big Think Capital may conflict with our own personal or family interests. We have a duty to the Company to advance its legitimate interests when the opportunity to do so arises. We must never use Big Think Capital property or information for personal gain or personally take for ourselves any opportunity that is discovered through our position with Big Think Capital.
Here are some other ways in which conflicts of interest could arise:
1. Being employed (you or a close family member) by, or acting as a consultant to, a competitor or potential competitor, supplier or contractor, regardless of the nature of the employment, while you are employed with Big Think Capital.
2. Hiring or supervising family members or closely related people.
3. Serving as a board member for an outside commercial company or organization.
4. Owning or having a substantial interest in a competitor, supplier or contractor.
5. Having personal interest, financial interest or potential gain in any Big Think Capital transaction.
6. Placing company business with a firm owned or controlled by a Big Think Capital employee or his or her family.
7. Accepting gifts, discounts, favors or services from a customer/potential customer, competitor or supplier, unless equally available to all Big Think Capital employees.

Determining whether a conflict of interest exists is not always easy to do. Employees with a conflict-of-interest question should seek advice from management. Before engaging in any activity, transaction or relationship that might give rise to a conflict of interest, employees must seek review from their managers or the HR department.
Accurate Public Disclosures
We will make certain that all disclosures made in financial reports and public documents are full, fair, accurate, timely and understandable. This obligation applies to all employees, including all financial 
executives, with any responsibility for the preparation for such reports, including drafting, reviewing and signing or certifying the information contained therein. No business goal of any kind is ever an excuse for misrepresenting facts or falsifying records.
Employees should inform Executive Management and the HR department if they learn that information in any filing or public communication was untrue or misleading at the time it was made or if subsequent information would affect a similar future filing or public communication.
Gifts, Gratuities and Business Courtesies
Big Think Capital is committed to competing solely on the merit of our products and services. We should avoid any actions that create a perception that favorable treatment of outside entities by Big Think Capital was sought, received or given in exchange for personal business courtesies. Business courtesies include gifts, gratuities, meals, refreshments, entertainment or other benefits from persons or companies with whom Big Think Capital does or may do business. We will neither give nor accept business courtesy that constitutes, or could reasonably be perceived as constituting, unfair business inducements that would violate law, regulation or polices of Big Think Capital or customers or would cause embarrassment or reflect negatively on Big Think Capital's reputation.
Accepting Business Courtesies
Most business courtesies offered to us in the course of our employment are offered because of our positions at Big Think Capital. We should not feel any entitlement to accept and keep a business courtesy. Although we may not use our position at Big Think Capital to obtain business courtesies, and we must never ask for them, we may accept unsolicited business courtesies that promote successful working relationships and good will with the firms that Big Think Capital maintains or may establish a business relationship with.
Employees who award contracts or who can influence the allocation of business, who create specifications that result in the placement of business or who participate in negotiation of contracts must be particularly careful to avoid actions that create the appearance of favoritism or that may adversely affect the company's reputation for impartiality and fair dealing. The prudent course is to refuse a courtesy from a supplier when Big Think Capital is involved in choosing or reconfirming a supplier or under circumstances that would create an impression that offering courtesies is the way to obtain Big Think Capital business.
Media Inquiries
Big Think Capital is a high-profile company in our community, and from time to time, employees may be approached by reporters and other members of the media. In order to ensure that we speak with one voice and provide accurate information about the company, we should direct all media inquiries to the 
No one may issue a press release without first consulting with their manager or Human Resources.



Accountability
Each of us is responsible for knowing and adhering to the values and standards set forth in this Code and for raising questions whether we are uncertain about company policy. If we are concerned whether the standards are being met or are aware of violations of the Code, we must contact Human Resources immediately.
Big Think Capital takes seriously the standards set forth in the Code, and violations are cause for disciplinary action up to and including termination of employment.

President
David Brown


  Director of Human Resources 
  Catherine D’Amato


By signing this form, I acknowledge that I have received a copy of the personnel policies & Code of     Conduct currently in effect for my office as of this date, and I understand that it is my responsibility to read and comply with the policies.




Signature: _________________________			DATE:  _______________________
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