(Organization) Corporate Compliance Plan

Organizations Value

Write down your organizations value

Corporate Compliance Officer

A Corporate Compliance Officer (CCO) has been designated by the (your Organization). The Corporate Compliance Officer is responsible for overseeing the Corporate Compliance Plan; reviewing agency policies and procedures, recommending changes or new policies and procedures; overseeing administration of agency risk assessment relative to Compliance issues and recommending changes in procedures as a result of Risk Assessment; developing and implementing internal audit procedures relative to Corporate Compliance issues; maintaining a library of regulations, agency policies and procedures; Overseeing the implementation of Corporate Compliance training program, including conducting of training sessions for staff; investigating matters related to Corporate Compliance issues, including employee, consumer, and/or payor complaints; developing and implementing employee feedback loop which encourages employees to report potential problems without fear of retaliation.

Written Policies and Procedures

A Code of Ethics/Code of Conduct has been written which details expected employee behavior covering various areas. In addition, the Employee Personnel Handbook and Policy and Procedures Manuals for each program detail procedures expected to be followed by employees. Does your organization have a code of conduct included in their employee handbook?
Policies and Procedures have also been developed for the agency’s fiscal intermediary  programs. Do you have policies and procedures for this service?  In addition, a fiscal Policy and Procedures is also being developed which will detail a variety of fiscal functions related to fiscal intermediary services.

These various Policy and Procedures Manuals will be reviewed at least every other year. 

Auditing and Monitoring

Audit procedures have been developed to ensure that billing of third party payors will not occur until specific expectations have been met. The Corporate Compliance Officer is responsible for conducting Corporate Compliance oriented pre-billing audits. These auditing procedures are detailed in the Billing and Coding section of this document. 

Training and Education

In addition to a formalized Agency orientation program, and a formalized ongoing training and education program, a formalized training and education program on the agency’s Corporate Compliance Plan is conducted on an annual basis. The Corporate Compliance Officer is responsible for conducting these training programs. 

Confidential Communication

The agency will maintain an “open door” policy towards employees, especially in areas concerning Corporate Compliance, and questions pertaining to the agency’s stance relative to the “Plan”, or Code of Conduct/Code of Ethics. Any communication brought to the attention of the Corporate Compliance Officer, especially relative to possible violations of the ‘Plan”, or Code of Conduct/Code of Ethics will be kept in strictest confidence. All communications of this nature will be investigated thoroughly and fairly. 

Employees may communicate with the CCO in any fashion they are comfortable with, including telephone, written communications and e-mail. Face to face communications are also welcome. 

Responding to Offenses and Corrective Action 

As mentioned in the previous section, all communications involving allegations of employee misconduct relative to the Corporate Compliance Plan and the Code of Ethics/Code of Conduct will be investigated by the Corporate Compliance Officer swiftly, thoroughly and fairly. All communications will be kept confidential to the degree possible while conducting the investigation. If employee misconduct is detected, corrective action will be taken. Include here what your organizations disciplinary action policy is.  . 

Violators of the Agency’s Corporate Compliance Plan and Code of Ethics/Code of Conduct will be subject to disciplinary action. The precise discipline utilized will depend on the nature, frequency and severity of the violation and may result in any of the following disciplinary actions: 

 Verbal warning 
 Written warning 
 Suspension 
 Termination 
 Restitution

Regulatory Access

(Your Organization) allows LifeWays and its designated employees access to records to conduct audits to ensure compliance with LifeWays standards and Medicaid Chapter II Guidelines.  The agency retains the LifeWays Provider’s manual. Regular updates and bulletins are maintained by the billing officer.(This may be someone different in your organization)

All employees are presented with a Personnel Manual. The Manual consists of two parts. The Manual outlines all employment regulations and standards, as well as the agency’s Code of Conduct/Code of Ethics. All employees are requested to sign an acknowledgement of receipt of the Manual and Code of Conduct/Ethics. The means of reporting any infractions is outlined in the manual. 

All new employees are required to attend a full day orientation. The Program will include an overview of the agency and it’s programs, selected trainings, and a brief discussion regarding the Personnel Policy and the Agency Code of Conduct/Code of Ethics. 

Health Insurance Portability and Accountability Act (HIPPA)

Under the Privacy Regulations of the Health Insurance Portability and Accountability Act of 1996 (HIPAA) a consumer of (Your Organization)services has the right to review his/her case record for the purpose of requesting amendment or correction to the case record. 

The above procedures apply in making a request to view a case record. The individual making a request for amendment or correction should likewise make such request in writing. The Primary Clinician, or Case Manager will review the Case Record in light of the request and will make such correction or amendment if that is determined to be the appropriate response, or will notify the requestor in writing as to why the request is denied, should that be determined to be the appropriate course of action. 

The person making the request will be notified of the decision within ten (10) working days of the original request. 

When the decision regarding a request for amendment or correction of a case record has to be made by a third party, (i.e., LifeWays, or Psychiatrist at Continuing Day Treatment Center) the primary staff member will assist the consumer in making the request to the appropriate party. 

Under the Privacy Regulations of HIPAA, a consumer of services has the right to request an accounting of whom (your Organization) has shared their confidential information with. This does not include program within the Agency, or other agencies identified in LifeWays General Consent Form as information being shared within the context of Treatment, Payment or Healthcare Operations. However, this does pertain to any information shared for which an Authorization Form was completed and signed by the consumer. 

(Your Organization) has the right to charge reasonable fees for reproduction costs associated with multiple requests for such information within one year. 

Billing and Coding

Billing occurs according to procedures developed by the particular funding sources. Procedure Manuals are maintained by the Billing Department. Medicaid billing occurs according to the procedures outlined in the LifeWays Provider Manual. The Medicaid Manual includes all federal and state regulatory requirements. 

Fiscal staff are oriented to billing and coding procedures upon hire. Retraining occurs as necessary. 

Billing for services in the Medicaid funded programs occurs(list the process for how Billing occurs)

The LifeWays Provider Manual clearly states rules pertaining to concurrent multiple services for the same or different providers, either ongoing or on day of transfer. (Your Organziation) follows all allowable billing practices relating to billing for different services on the same day. 

The coding system for charges is also predetermined by Medicaid.  (Your Organization) uses the DSM IV diagnostic codes. Medicaid rules determine which services can be provided by staff according to credentials and licensure. (Your Organziation) follows these guidelines and bills for services accordingly. 

 There will never be financial incentives to patients who receive our services. 

Indicate here what your organizations process is for identifying and refunding overpayments. 

Indicate here what your organizations process is for conducting internal audits of billing forms and who reviews them.  Results of these audits are reported to staff, and Program Directors, with responses due. These responses are reported to the Corporate Compliance Committee. 
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