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Dear Employee, 
 
The Arctic Slope Regional Corporation (ASRC) respects and supports all of its employees, and 
ASRC recognizes the importance for its family of companies to operate by the highest ethical 
standards.  I am pleased to present to you, in conjunction with ASRC Federal Holding Company, 
the Standard of Ethics and Business Conduct handbook for your reference. 
 
Maintaining the integrity of our operations is critical to our success.  As an employee within the 
ASRC family, your commitment to superior workplace conduct, high ethical standards and a 
strong moral compass contributes to our overall success.  The ASRC family of companies is built 
upon the strong foundation of our Iñupiat culture and heritage that values honesty, integrity 
and excellence in all of our business dealings.   
 
In 2002, the Arctic Slope Regional Corporation Board of Directors adopted the ASRC Integrity 
Strategy to formally document the Iñupiat cultural values that define who we are and how we 
do business.  As our Corporation grows, it is important to reinforce our commitment to the 
open-door policy that fosters frank discussion by directors, officers and employees about ethics 
and compliance issues without fear of retaliation.   The Integrity Strategy is an overarching 
policy that guides our subsidiary business units in adopting industry specific ethics policies and 
procedures. 
 
To assist employees in meeting the high standards we set for ourselves, ASRC recently adopted 
an enterprise-wide ethics “Hotline” or “Helpline”.  This dedicated line has been incorporated 
into the ASRC Integrity Strategy or similar ethics policies and procedures for the entire ASRC 
family of companies. 
 
We encourage you to become familiar with and commit to the existing ethics policies and 
procedures ASRC Federal Holding has put in place.  A disciplined approach and adherence to 
the ethical standards contained herein further integrates the Inupiaq cultural values that built 
this company.   
 
I am thankful for your dedication to and stewardship of ASRC Federal Holding Company.  It is by 
working together to protect the integrity of our family of companies that we will achieve 
organizational excellence.   
 
Quyanaqpak (Thank you very much), 
ARCTIC SLOPE REGIONAL CORPORATION 

 
Roberta “Bobbi” Quintavell 

President & Chief Operating Officer 
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Users are responsible for ensuring they are using current versions of Policy and Procedure 
documents and applicable forms. 

1.0 Purpose 
This policy defines the standards of ethics and business conduct (the “Standards”) that apply to 
all officers and employees of ASRC Federal Holding Company (the “Company”) and all its 
subsidiaries and business units worldwide and to all business activities of ASRC Federal. 

2.0 Policy 

■ Responsibility/Accountability 
The Company’s business depends on its reputation for integrity, trust, and confidence.  The 
Company is committed to the highest ethical standards and values in the way we conduct 
business.  We are equally committed to complying with all applicable laws and regulations in 
each Federal, state, and local jurisdiction in which we operate. 
It is the personal responsibility of each employee to read, understand and comply with the 
Standard, and to diligently comply with this and other ASRC Federal policies and procedures.  
All employees must promptly direct any questions regarding specific policies to their immediate 
manager or higher-level manager.  Employees will be required to certify their understanding of 
this Standard on an annual basis.  The company will implement a system that collects these 
certifications and ensures they are current.  Failure to certify understanding of or failure to 
comply with this Standard shall be grounds for disciplinary action, up to and including 
termination of employment. 

• All employees are responsible for upholding their individual reputations and that of the 
company. 

• All employees are responsible for ensuring that their own conduct, as well as the conduct 
of those who report to them, is honest and ethical under all circumstances and fully 
complies with our policies and these Standards. 

• All employees are expected to embrace and follow the standards described in this policy. 

• All employees must take seriously the responsibility to stay knowledgeable about these 
Standards and attend training when offered. 

• All employees are expected to be alert to and recognize potential violations of these 
Standards. 
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• All employees are required to cooperate with investigations of potential non-compliance 
with these Standards. 

Because our reputation for high ethical standards and quality work is so important, violations of 
the Standards will be basis for disciplinary or corrective action. 

■ Obligation of Employees to Report Violations of Standards 

All employees are obligated to report internally all suspected violations of these Standards.  
Every employee has a duty to report observed, discovered, or suspected non-compliance with 
applicable rules and regulations to their management, the Director of Compliance, the Vice 
President of Human Resources, Corporate Counsel, or another member of executive 
management.  Such reports will be investigated promptly, with due respect for the rights and 
privacy of all who may be involved in such an investigation.   

All Employees who in good faith report suspected violations or other wrongdoing will be 
protected from retaliation.  No employee will be permitted to take any retaliatory action against 
any other employee who reports suspected violations or wrongdoing. 

The Company also maintains an Ethics Hotline, available at (877) 442-0831, to which employees 
can report any suspected violations of the laws, regulations, and compliance requirements 
embodied in these Standards.  The Ethics Hotline is run by a third-party provider.  Employees 
may call anonymously. 

• Subcontractors and Suppliers 

Pursuant to the requirements of the Company’s contracts containing FAR clauses 52.203-13, 
and 52.203-14, the Company’s Procurement Department will ensure that these clauses will 
be flowed down to subcontractors and suppliers as required. 

■ Company and Employee Commitments 
The Company-Employee relationship is based in part on each party’s willingness to uphold 
certain commonly agreed upon tenets as outlined more fully in the Code of Employer-Employee 
Relations (104) in the Human Resources (HR) Manual.  While the Company’s commitments are 
covered briefly within these Standards, the Company’s expectations for its employees are most 
fully expressed in the HR Manual, and can be summed up as follows: 
 

• To deal with customers, suppliers and coworkers in a professional manner; 
• To perform assigned tasks efficiently; 
• To be punctual; 
• To demonstrate a considerate, positive and constructive attitude toward fellow 

employees; 
• To adhere to the policies adopted by the Company; and 
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• To protect the interests, reputation, and integrity of the Company and its employees at all 
times. 

■ False Information and Employment 
If at any time the Company learns that an employee intentionally provided false or misleading 
information, or intentionally omitted pertinent information regarding essential background, 
employment history, credentials or qualifications for employment, the Company may take 
appropriate disciplinary or corrective action, including changing the employee’s status or 
assignment, reducing the employee’s compensation, or suspending or terminating the employee. 

■ Drug-Free Workplace Act Compliance 
Our policy is to provide the Company’s staff with a working environment free of the problems 
associated with the use and abuse of controlled substances or alcohol.  The use of any controlled 
substances or the abuse of alcohol is inconsistent with the behavior expected of our employees.  
Thus the Company has implemented the Anti-Drug and Alcohol Program policy (SF-001A).  
This policy, along with all other policies and manuals referenced herein, can be found on the 
Company portal using the “Policy and Procedure” (P&P) link.  Under this policy, the use, 
distribution, sale or possession of illegal drugs or other controlled substances, except those for 
approved medical purposes, is strictly prohibited.  In no event should any employee be under the 
influence of alcohol, illegal drugs or controlled substances while on duty at a Company 
workplace.  For the purpose of these Standards, “workplace” is defined as any Company office, 
client site or office, or any other office or site where Company personnel and/or consultants 
engage in work-related activities.   
 
The Anti-Drug and Alcohol Program policy also references the two ASRC Corporate policies 
which the Company follows: 
 

• Non-DOT Substance Abuse and Misuse Prevention Policy; and the 
• DOT/FMCSA Controlled Substances and Alcohol Use and Testing Policy. 

 
Where a specific business unit or subsidiary engages in a government contract requiring 
additional or different procedures for testing, then the Company’s Human Resources Department 
will work with the ASRC Drug and Alcohol Manager to coordinate and implement those 
requirements. 

■ ASRC Federal Workplace Environment 
ASRC Federal is committed to identifying capable staff to fill our workforce and providing them 
with the opportunities to prosper without regard to their race, color, religion, gender, age, 
national origin, citizenship status, sexual orientation, physical or mental disability, marital or 
veteran status, or any other protected status. Our policy is to provide a work environment free 
from all forms of discrimination and harassment, including sexual harassment.  Harassment is a 
form of misconduct that undermines the integrity of the employment relationship.  No employee 




