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Purpose

The Compliance Program is a systemic approach to addressing agency wide and employee related issues on a continual basis. This Program is derived from a system of auditing, enforcement, and continual assessment which is supported by the Continuous Quality Improvement Plan, the Quality Assurance Program and established via the Compliance Program.

The South Shore Association for Independent Living, Inc. (SAIL), an established non-profit entity, strives to provide stable residences, continual care, daily education, and life skill enhancements to the mentally ill adult population it serves. 

To assure uniformity in standards of conduct and compliance with regulatory agencies, the South Shore Association for Independent Living (SAIL) has established a Compliance Program. 

Quality of Services

The South Shore Association for Independent Living, Inc. (SAIL) is committed to providing quality services to the public and to conducting its business lawfully and ethically.  In order to do this, all of SAIL’s employees must meet high professional standards of care and service as well as the highest standards of legal and ethical conduct.  

Responsibilities to assure these high standards are met, include but are not limited to:

· Treating consumers with diagnoses and illnesses with the highest level of care, respect, concern, and compassion and never discriminating based on sexual orientation, gender, medical insurance, race, religion, nationality, or condition.

· Providing high quality care and services. Whether an individual has direct service responsibilities or an indirect impact on services, this commitment to serving the needs and best interests of those who come to us for services should guide all business decisions. In discharging these responsibilities, the safety and well-being of each person we serve must be given the highest considerations.

· Ensure that SAIL complies with all Federal, State, County and local government laws and regulations regarding recipient rights, including the right to participate in their care; the right to freedom of choice in decisions regarding services, their provision and anticipated cost; the right to receive full and accurate information regarding the proposed service/treatment; the right to give informed consent to such service/treatment; and the right to maintain confidentiality of their information.

· Ensuring that confidential medical information is guarded via written and formal procedures and policies which safeguard and assure reasonable privacy and protection.
· Ensuring procedural documentation that allows for a consumer and collateral grievance procedure and a timely response to any incident that occurs while under the services or care of this agency.
Section I: Fundamentals of the Compliance Program

This Compliance Program will enhance operations, monitor and detect compliance issues, ethical issues, and fraud, as well as be responsible for the following:

· Ensure that the organization is following ethical, moral, legal, and business standards when making decisions or acting on behalf of the organization.

· Reduce and gradually eliminate the likelihood of situations in which behavior and actions may not conform to laws, regulations, and SAIL procedures and policies. 

· Establish and maintain the position of a Compliance Officer, to safeguard SAIL’s services and to continue its tradition of strong moral, ethical and legal standards of conduct. 

· Abide by all applicable laws, rules, and regulations that must be strictly be followed at all times.  These standards, laws, and policies must be adhered to while in the course of performing one’s job function with the recipients of SAIL services and their families, other SAIL staff, contractors, business entities, vendors, and the general public.  Violations of these standards jeopardize SAIL’s ability to provide its services and the welfare of the agency as a whole.
· Employees should understand and comprehend that the Compliance Program and violations of such document, policies, procedures, and regulations, are subject to disciplinary action up to and including termination with or without due notice.
· Ensure that there is an open line of communication between consumers, staff, business contacts, and the Compliance Officer as well as a set standard of reporting, investigating, and resolving any potential conflicts or violations.

· Every SAIL employee is required to understand and comply fully with the rules and procedures established by this Compliance Program. In case of any inconsistency, this Compliance Program shall govern.

· The Compliance Program and the policies and procedures in this Compliance Program and that of individual SAIL programs are not designed to cover every situation.  Any doubt as to the propriety of the particular situation or action, whether or not the situation or action is described within this Compliance Program, or in other SAIL policies, should be submitted to your immediate supervisor and to the Compliance Officer. 

· An integral part of the Compliance Program will be the incorporation of the Quality Assurance and Continuous Quality Improvement Program, requirements, policies, and philosophy.

· Training and orientation on the codes, policies, and requirements set forth in this Program as well as the responsibility of the employee, the False Claims Act, the Deficit Reduction Act, the Patient Protection and Affordable Care Act, reporting mechanisms and issues regarding a Compliance regulated work environment will be provided. Claims of failure to understand or to be unaware of these standards will not be accepted as excuses for non-compliance. 

· A formal and always recently updated copy of the Compliance Program can be found in the office of the Compliance Officer, the Associate Director, and Executive Director of SAIL. 
· The Compliance Program is designed in its functionality to exercise due diligence in preventing, detecting, deterring, and promptly investigating any potential fraud, unethical behavior, waste, and abuse.

· The vendors, business associates, and contractors that are associated with SAIL are obligated to report any suspicion of fraud, waste, or abuse to the SAIL Compliance Officer. Each vendor, business associate, and contractor that is affiliated with, paid for, and/or contracted via Medicaid dollars are educated about SAIL expectations via a standardized notification on an annual basis. These entities and agencies are provided with information on SAIL’s expectations and reporting system in the event that it is needed.
· Every employee, staff member, and Board of Directors Member associated with SAIL, will be responsible on a yearly basis to be attend refresher training on the Compliance Program. Training will include information on the eight elements of the programs, the Deficit Reduction Act, information about the False Claims Act as well as the Compliance Hotline and Whistleblower protections. Updates and changes to the policies and guidelines will be distributed to every individual when necessary. New employees will be required to be oriented on SAIL’s Compliance Program and the policies and expectations within. All staff will in addition to the yearly training which focuses on the eight elements of an effective compliance program, will also be periodically educated on compliance issues which includes distribution of articles, specific and targeted trainings, workshops, and more.

Section II: The Role of the Compliance Officer

1. The South Shore Association for Independent Living, Inc. (SAIL) acknowledges that the Executive Director, subject to the approval of the Board of Directors, appoints the agency’s Compliance Officer.  

2. The position of Compliance Officer has been established to carry out the fundamentals incorporated within the Compliance Program and the agency’s ethical and legal obligations. 

3. Responsibilities and Rights of the Compliance Officer include but are not limited to:

· Receive reports and be available to respond to issues 24 hours 7 days a week via email, internal messaging system, phone, cell phone, pager, or mail.

· Direct, supervise, and consult with the Quality Management Department of the organization and promote goals of continuous quality improvement.

· Investigate reports of any violations of laws, regulations, rules, and policies by staff, the consumers, and the public.

· The Compliance Officer shall have unobstructed access to all department and program records, consumer charts, and employee information, especially as it is necessary to conduct thorough audits, investigations, and follow up for the agency.

· Assist with qualifications, training, certifications and accreditations of programs, residences, and agency related services. 

· Serve as the agency’s HIPAA Security Officer. The exact functions and responsibilities of this position are outlined in the SAIL HIPAA Information Manual and yearly training.

· Monitor department and programs activities, policies, and actions to make sure they are in compliance with SAIL’s Code of Conduct and standards derived from regulatory agencies.

· Develop, maintain and revise policy and procedures for the general and effective operation of a Compliance Program/Plan and its related functions.
· Identify potential areas of risk and vulnerability and develops and implements corrective actions to address these needs and prevent any issues in the future.

· Monitors and responds to compliance issues regarding unethical, illegal, or disruptive behavior.

· Work with the Human Resources Director and support staff to address any employee related training issues and violations of conduct.

· Be assigned to agency committees to promote change from within while monitoring their activities, actions, and implementation of new policy.

· Monitor, assess, and develop potential resolutions to any incorrect or inconsistent billing or fraudulent activities which may be present or occur.

· Provide initial training and continuing education in various topics that affect the compliance atmosphere as well as to ensure training and orientation with any new employee. Initial and continuing education will at minimum include orientation on Whistleblower, False Claims, Code of Conduct, the entire Compliance Program, Reporting Mechanisms.

· Meet with the SAIL Board of Directors on an annual basis and/or as needed to discuss any issues and to address questions, concerns, or issues involving regulatory matters or the agency’s compliance effectiveness. 

· Appropriately respond to and investigate any and all reports of alleged violations of the Compliance Program/Plan or policies within. The reports may be generated either be on the Compliance Officer's own initiative or in response to an outside report. 

· The Compliance Officer shall have a clear line of communication to the Executive Director and the Board of Directors for the agency.

· The Compliance Officer may recommend that the agency retain such consultants or auditors as may be necessary to conduct a proper investigation and consult with any outside counsel as retained for such purposes.

· The Compliance Officer will recommend and facilitate auditing and monitoring of the identified risk areas related to compliance with laws and regulations, as well as SAIL policies, procedures, and standards of conduct. 

· Periodically identify, determine, assess, and manage agency areas of concern or risk.

· On a yearly basis, the Compliance Officer will complete a self evaluation and review of the Compliance Program to maintain and deliver fair, active, effective practices for the agency.

· On a periodic basis, the Compliance Officer will be responsible for distributing an informational letter to all active businesses, vendors, contractors, and those associated with the agency, which describes the agency’s mission to protect and defend against any fraud, waste or abuse and which provides specific information on how to report any alleged or potential issues.

Section III: Compliance Oversight Committee
1. The South Shore Association for Independent Living, Inc. (SAIL), in order to comply with standards and best business practices in such an industry and services that it provides, maintains a Compliance Oversight Committee.

2. The Compliance Oversight Committee is made up of the Executive Director, Associate Director, the Director of Finance, the Compliance Officer, and a delegated member of SAIL’s Board of Directors. This committee is chaired by the Compliance Officer.
3. Any SAIL Board of Directors member may choose to participate in the meeting of this committee however a formal representative of the Board of Directors must be present for any and all meetings.

4. Individual committee members can be reached via email, AWARDS messaging system, cellular phone or voicemail. These contacts are posted in the agency directory.

5. Responsibilities of the Compliance Oversight Committee include but are not limited to:

· Meet (at minimum) on a quarterly basis and/or as needed to ensure compliance is achieved in the organization, its policies, programs, and departments.

· To address agency wide, employee and consumer matters related to compliance issues.

· Identify potential areas of risk and vulnerability and develops and implements corrective actions to address these needs and prevent any issues in the future.

· Monitor and respond to compliance issues and the compliance reporting hotline that is established for employees to report any suspected violations of policies or unethical, illegal, or disruptive behavior.

· Report to general staff any proposed changes, enhancements, or reinforcements to policies, procedures, and operations that relate to the agency as a whole.

Section IV: Protecting Privacy & Ensuring Confidentiality

The South Shore Association for Independent Living, Inc. (SAIL) is committed to protecting consumer and employee privacy and confidentiality. In general, the policies instituted are designed to ensure that access to personal information is restricted to those individuals who have a right to access due to care or consideration of a consumer’s and staff’s needs. 

1. SAIL practices in accordance with all Federal, State, and local laws including the Health Insurance Portability and Accountability (HIPAA) standards and requirements. More specific procedures, intra-agency guidelines and HIPAA guidelines can be found in the HIPAA Staff Awareness Manual. More specific authorization guidelines, privacy protective measures, security policies and procedures may be found in the agency’s programs policies and procedures manual.
2. The agency’s standard methods of maintaining compliance with Federal and State regulations on protecting and disclosing protected health information including secure file locations where consumer charts are located, using secure intra-office computerized encrypted mail and database systems for delivery of information and initial and continual training of all individuals on the privacy practices delineated from the Health Insurance Portability and Accountability Act of 1996 and any updates or regulatory requirements since then.
3. Training of individuals in the proper restriction, safety, and release of protected health information including orientation to policies, forms, and other areas is conducted by the agency. This also includes in service programs regarding compliance and release of information, bi-monthly updates and reminders, and a new employee orientation to these processes. Training is conducted as the agency sees fit but a minimum of every two years and is required of every employee at any level or position. Additional trainings take place when updates are issued, significant changes in policy are made, and as the agency sees fit.

4. SAIL has practices in place to ensure that protected health information is released, disclosed, or accessed by only those relevant employees’ job related function or where the continuance of care is relevant. All disclosures of health information are recorded in a log and filed as per current regulations and requirements. This information can be requested by any consumer and can be accessed within the allotted time frames. This information is kept for a period of ten (10) years after the current year. No information will be disclosed to any entity or those not directly involved in the healthcare operations, as allowable by State and Federal Law, unless the specific allowable exceptions are present.

5. Every individual who represents SAIL is obligated to keep consumer information and employee information both secure and protected. This includes part time, full time, relief/per diem employees as well as vendors and business associates and their associated contractual agents. These protections include securing of computers and all data based applications, files, and not discussing information in public. 
6. SAIL staff is not permitted to store information or remove information without expressed permission by Compliance and all material in any form must be returned to the offices immediately upon termination, resignation, or leave which is determined to be extended for any reason.

7. Policies are in place restricting access to consumer charts and information both in hardcopy format and computer based. All chart cabinets within any area are locked when not in use by staff members. Staff members involved in an individual agency program has access to view the files on the computer for the necessary program/s only as his/her job requires.
8. Secure passwords, which are not shared with others in the agency, are used to access information within computer programs and emails. Restrictions on the personnel within the organization who have access to these passwords are very minimal and the responsibility rests within the Executive Director, Associate Director and Compliance Officer only. Secure passwords are used for both the encrypted email system as well as the computer database program used.

9. Each consumer is provided with a Notice of Privacy Practices upon admission and when the Notice of Privacy Practices is updated for any reason. Notice of Privacy Practices are given to the consumer and a signed acknowledgement is both kept on file and provided as a copy to the consumer or personal representative. 

10. Official requests for information will be sent when communicating with care takers, providers, physicians, health care services agencies, hospitals or any other professionals when information is needed. This will be accompanied by a signed authorization for release of information allowing information to be provided to SAIL.

11. An authorization for release of information will be requested to share protected health information between outside parties both past and present and our agency. An informed consent will be completed upon entry and as required by each consumer at SAIL. The informed consent will notify the consumer of the agency policy to share information between clinical and treatment and billing providers or services in order to serve in the best interest of their care.
12. Any breach of information whether deliberate or incidental will be dealt with in the same manner. Consumers will be informed of any potential breach within the given time frame and provided follow up to the actual incident. All notifications to regulatory bodies will take place as well. If disciplinary action is warranted, a progressive disciplinary Plan is in place to address this.

13. SAIL’s HIPAA Privacy Officer has general responsibility for implementation of this policy.  Agency staff that violates this policy will be subject to disciplinary action up to and including termination of employment or contract with SAIL. Anyone who knows or has reason to believe that another person has violated this policy should report the matter promptly to his or her supervisor or SAIL’s HIPAA Privacy Officer. All reported matters will be investigated, and, where appropriate, steps will be taken to remedy the situation. SAIL will make every effort to handle the reported matter confidentially.  Any attempt to retaliate against a person for reporting a violation of this policy will itself be considered a violation of this policy and the Compliance Program and may result in disciplinary action up to and including termination of employment or contract.

14. If need be, a system is in place to address the needs of individuals who may need language interpretation or transcription services. An official language interpretation service is available to the agency at any time. Official transcription and forms in other languages besides English will be dealt with on an individual need; however, every attempt will be made to provide this information in the language and text of comprehension. 

15. Special consideration will be given to those individuals who may have difficult reading abilities including providing for information to be read in front of family members and other care takers and contacting outside services for enhancement if needed. All consumers are urged not to sign any forms where he or she may feel uncomfortable and/or not fully comprehend the information, prior to signing.
16. The Board of Directors as part of the member workforce at SAIL must also abide with all sections outline. Confidentiality of consumer information, investigations, and employee issues is of the utmost importance and should not be discussed or distributed outside of the agency.

Section V: Employee Rights & Expectations

The South Shore Association for Independent Living, Inc. (SAIL) values its employees and recognizes that each individual makes important contributions to the organization. Each employee is an asset to the development, growth, and maintenance of this public service agency and the consumers it serves.

It is with this in mind that SAIL strives to ensure that its recruitment and employee development and appreciation actions are constantly reviewed, developed, and implemented. SAIL is dedicated to providing opportunities for advancement and professional development and training within our organization.

1. SAIL policies and actions promote a positive, healthy, and safe work environment and are included in the employee handbook and various other administrative policies and procedures and training requirements.

2. Equal opportunity is afforded in accordance with applicable federal, state, and local laws and regulations for all employees, and his or her civil rights, and to all qualified applicants to the organization.

3. A Non-discriminatory policy on all individuals with regard to disability, sexual orientation, race, creed, religion, age, gender, color, or veteran status is in effect.
4. SAIL will maintain anti-harassment policies and ongoing required training based upon creed, religion, cultural beliefs, sex and sexual orientation. 

5. Individuals are free to approach management staff with concerns or issues in an anonymous fashion if needed to report harassment of any type and face no retaliation for reporting cases. 

6. Training and continuing education is provided to ensure employees and consumers are educated in emergency procedures, evacuation plans, and a disaster/catastrophic pre-plan in the event of an emergency.

7. Knowing the limits of your job functions as well as the safety policies in place and understand that exceeding these limits may put you and the organization as well as a consumer, potentially at risk.
8. Ensuring equal opportunity for growth, advancement, and enhancing employee-management relationships through the use of yearly reviews and an established procedure in place for a standard in evaluations.

9. A formal anonymous and confidential manner of reporting possible violations of conduct, fraudulent activities, improper behavior, and violation of policy and procedure is in place and available.
10. SAIL will provide the appropriate training and awareness for your particular job function and will offer opportunities and experiences beyond that fundamental education. It is the responsibility of both the agency and the individual employee to comply with all training requirements as described and documented and to maintain in compliance with such prior to an expiration date.

11. SAIL will provide the appropriate required by law, inoculations and vaccinations as needed and treatment without penalty of an employee in the event of an exposure incident.

12. SAIL has in place a formal procedural disciplinary action policy and practice is in place. This progressive disciplinary action procedure outlines the manner in which disciplinary action will take place should an employee be found in violation of policy and procedure. SAIL will also discipline staff members or those associated with the agency in a manner in accordance with the specific sanctions outlined in Part 521 NYCRR. The progressive disciplinary policy can be found more specifically in the SAIL Employee Handbook/Personnel Policies and Procedures. Post violation or suspected disciplinary actions involving the Compliance program and its’ policies will be handled in accordance with this policy as well. However, depending upon the level of violation or issue that occurs, the Compliance Officer reserves the right to immediately terminate or recommend termination of an employee.
13. Employees are expected to perform his/her job function to the best of one’s ability and to adhere to policies, protocols, and regulations. Expectation is also to conform to all rules and regulations, changes in policy, and investigations as needed.
14. SAIL will support and maintain no smoking policies within or near the office buildings and residences and maintain and enforce a drug and alcohol free work place via both policies and training.

15. SAIL will maintain a formal employee grievance procedure where staff may express a specific grievance in a formal and procedural manner. Follow up to all grievances will be made by a combination of administrative staff in a timely manner. Every employee is also responsible to answer requests and/or appearances to the SAIL Board of Directors when notified in a timely manner.

16. SAIL will provide the appropriate required by law, inoculations and vaccinations as needed and treatment without penalty of an employee in the event of an exposure incident.
17. Each employee is expected to report any suspicion of fraud, waste, or abuse in any program, billing, or operation within the agency. Further information is provided in the training and policies within this program. It is the responsibility of every employee to recognize, report, and follow through with any follow up that is requested.
Section VI: Open Door (“Good Faith”) Policy

The South Shore Association for Independent Living, Inc. (SAIL) has an open door policy and suggests that employees share their questions, concerns, suggestions, or complaints with someone who can address them properly, effectively, and in a timely manner.

1. SAIL believes that employees are the organization’s most important resource. SAIL’s beliefs also include open communication within an atmosphere of mutual trust and this is of prime importance. SAIL values employees’ constructive criticism, opinions, and suggestions as well as the accessibility to and acceptance of reporting incidents, issues, and suspected compliance violations.

2. SAIL management believes in a team effort approach and encourages an employee to meet and discuss suggestions, problems, or concerns with management. If an employee is not comfortable speaking with his/her supervisor and/or they are not satisfied with your supervisor’s response, every employee is encouraged to speak with the Compliance Officer or Human Resources Director.

3. In most cases, an employee’s immediate supervisor is in the best position to address an area of concern. This would be the first notification to be made in the event of a reportable incident, questions or concerns. 
4. In cases where he/she wishes to discuss information or concerns directly with management staff, the Compliance Officer is always available for this as well as the Associate Director and Executive Director.

5. SAIL, through training and the policies in this Compliance Program that reporting of incidents, illegal, or unethical behavior, should be reported to Supervisory staff in a timely manner. Anyone who reasonably believes that unethical or illegal conduct is occurring is urged to contact the Compliance Officer. This includes situations which also may affect the health and safety of consumers or those employed by SAIL.
6. SAIL supports a “Good Faith” culture where any staff member regardless of position, should feel comfortable and is encouraged to report any suspected issues or violations. More detailed information on protection when reporting can be found within this program as well.
Section VII: Whistle Blower & Non-Retaliation
The South Shore Association for Independent Living, Inc. (SAIL) has a “Whistle Blower” & Non-retaliation Policy and suggests that employees share their questions, concerns, suggestions, or complaints with someone who can address them properly. The Compliance Officer must be contacted for any reports of suspected compliance Program violations, fraudulent claims, and illegal or unethical conduct, behavior, or actions.  

This section is intended to encourage and enable employees and others to raise serious concerns within SAIL prior to seeking resolution outside the agency. Staff is expected to, when reporting any issues or potential violations to be acting in the best interest of those involved and/or the reporting and are acting in “Good Faith”.

1. SAIL requires all employees to observe high standards of business and personal ethics in the conduct of their duties and responsibilities. All information is held confidential unless the specific incident or issue that is reported needs additional follow up information and/or is of a legal matter where accounts and investigations need to take place.

2. All SAIL employees are required to report suspected compliance Program violations, fraudulent claims, other fraud, waste, or abuse and illegal or unethical conduct, behavior, or actions. The Compliance Officer has specific and exclusive responsibilities and duties to investigate all reported violations and allegations.

3. All staff is educated on this policy. Staff can refer to this policy to be assured that if he/she reports any suspected violations of this Compliance Program, violations of SAIL policy and procedure, and/or a reports a concern that affects a consumer, staff member, or the agency, that he/she will not be retaliated against by any staff.

4. Staff should recognize that New York State and Federal Law requires the establishment of reporting mechanisms and allows for Whistleblower Protection in agencies such as SAIL. Qui Tam sections in the law allow for protection against retaliation and potential substantial rewards for reporting these violations which affect the agency or employees within. 

5. All staff should recognize and are educated that any acts of retaliation of any employee or the agency towards a reporter in any manner whether it occur at the office or outside of the office, from another program or position, verbal, in written or electronic format, or via word of mouth, will not be tolerated. Any employee who acts in a retaliatory manner is subject to progressive discipline up to and including termination. The mere inference of a possible retaliatory action will produce a full investigation and be handled accordingly including potential disciplinary action up to and including termination.

6. Anyone filing a complaint concerning a violation or suspected violation must be acting in good faith and have reasonable grounds for believing the information disclosed indicates a violation or potential violation.

7. Any allegations which prove to have been made maliciously or knowingly to be false will be viewed as a serious disciplinary offense, as well as a violation of this Compliance Program, and the person will be subject to progressive disciplinary action up to and including termination.
Section VIII: Code of Conduct
The South Shore Association for Independent Living, Inc. (SAIL) has established a formal Code of Conduct. The Code of Conduct sets forth the values of the organization and the standards of ethical behavior, conduct, and responsibility of everyone associated with this organization. 

All SAIL representatives, including but not limited to management staff, physicians, nurses, board members, volunteers, contractors, vendors, board members, and consultants, are expected to follow the standards set forth in this Code and the entire Compliance Program when performing work or representing SAIL in any manner.

SAIL also believes that partnerships are most valuable. SAIL’s beliefs also include open communication within an atmosphere of mutual trust and this is of prime importance.

Professional conduct encourages relationships but policies establish appropriate boundaries and promote the well being of the consumer and others who work for SAIL.  Qualities of a professional relationship include being trustworthy, respectful, cooperative, courteous, patient, tolerant, communicative, understanding, honest and accessible.  

Ethical and professional conduct is an essential element of a good organization.  Ethical personal conduct means treating oneself and others with respect and fairness. By maintaining the highest level of corporate integrity through open, honest and fair dealings, we earn trust for our services and ourselves. All are expected to conduct themselves in a professional manner at all times
More specific Code of Conduct guidelines, responsibilities, and expectations are outlined in the following sections:

Organizational Responsibilities

1. To train every SAIL employee on this Compliance Program, and its policies and procedures relevant to each employee’s duties.
2. Zero tolerance of any act of retaliation or retribution against an employee who makes a “good faith” report of a potential violation of law, regulation, standard, policy, or this Compliance Program.
3. Set the tone and maintain a work environment that encourages ethical and responsible behavior and to establish an environment in which employees feel comfortable addressing compliance issues without fear of reprisal.
4. To evaluate an employee’s adherence to the Compliance Program as part of the annual performance review.

5. To encourage each SAIL employee in a supervisory role in their responsibility to create a work environment in which ethical concerns can be raised and will be addressed.
6. To hire and retain qualified individuals without regard to race, color, religion, sex, sexual orientation, national origin, age, marital status, military status, or disability.

7. Respect the privacy of our employees and treat salary, benefits, payroll, personnel files, and information on disciplinary matters as confidential information.

8. Submit accurate and complete claims for all services provided and maintain appropriate documentation to support the claims. Also, to bill for services according to medical necessity guidelines established by the various payers and business contacts.

9. Establish internal controls to ensure the accuracy of financial statements, billing, reimbursement, and all other records and reports. SAIL will bill only for medically necessary service and for individuals who require such. SAIL is committed to bill in accordance with regulation, law, and standards of practice.
10. To provide for a systematic, organized, and appropriate response in the event of any identified or suspected overpayments to Federal or State agencies or entities in compliance with the False Claims Act and the Patient Protection & Affordable Care Act.
Individual Responsibilities

1. To abide by the Compliance Program and to know and follow all the rules and regulations that govern your job.

2. To be honest and trustworthy in all of the relationships established through your employment.

3. To be reliable and efficient in carrying assignments and responsibilities given to you.

4. To devote your full time and ability during working hours and those times where your actions are expected to match these standards.

5. To report any actual or potential violations of the law, this Compliance Program, or SAIL policies and procedures.  To comply with the investigation mechanisms set in place to follow up on suspected violations, issues, or discrepancies.

6. To submit accurate, complete, and truthful records of your work, including but not limited to any written documentation needed to support the services you provided to the consumer or staff or any documentation within the agency. 

7. To submit accurate and complete claims and records for all of your work related functions including but not limited to documentation of services provided, work documentation, time records, training records, educational records and to maintain appropriate and truthful documentation to support claims, services provided, and your work as an employee. Submitting inaccurate, dishonest or other fraudulent claims for billing and documentation purposes will be construed as a violation of the False Claims Act and of this Compliance Program.
8. To treat your fellow employees and each recipient of SAIL services with respect, dignity, patience and kindness and to never discriminate against or harass anyone on the basis of race, religion, sex, age, national origin, sexual orientation or affectation, or disability.

9. To maintain the confidentiality of recipient information and information related to SAIL business operations at all times, including off-duty.  This responsibility also extends past the end of your employment with SAIL.

10. To refrain from giving or accepting any form of gift or gratuity that might influence, or appear to influence, another person’s judgment in the performance of his or her job duties.

11. To not accept purchased or personal gifts or gratuities from consumers, former consumers, their family members or vendors.  Any gift should be returned to the donor with an appropriate explanation. However, an item made by a consumer may be accepted by staff so long as acceptance of the gift is determined to be in the best interests of the consumer. Such determination is made by staff in consultation with his/her supervisor.  Generally food or disposable items of this nature are not considered gratuity or formal gifts.

12. All gifts received must be reported to the employee’s immediate supervisor. If family members wish to express gratitude to the staff, please suggest that they make a gift to the program or a contribution to the agency.  

13. No staff or consumer is allowed to establish relationships with one another that extend outside of the normal consumer-worker relationship, or include any off-site contact with a consumer, a former consumer, a consumer’s family member via telephone, e-mail or face-to-face contact.

14. Staff may not make promises to consumers about not sharing information a consumer provides to an employee. However, we maintain formal confidentiality in accordance with agency policy and procedures.

15. No sexual relationship shall exist between a consumer and staff member, between a former consumer and staff member, and/or a consumer’s or staff’s family member.
16. No sexual or romantic or inappropriate relationship may exist between a staff member and another staff member who directly or indirectly oversees, supervises, manages, and/or directs said staff member. The only exemption is pre-existing and pre-employment relationships which include but are limited to couples engagement, in marriage, in civil unions, and/or in other established relationships.

17. Staff may not loan or give money or any personal items to a consumer, a former consumer, and/or a consumer’s family member.
18. Behave and conduct oneself in a professional business manner; any conduct that is considered to be hostile, verbally offensive, disrupts the work environment or is perceived to be intimidating, undermining to the management team or is considered blatant insubordination will not be tolerated at anytime.

19. Staff shall not have consumers, former consumers, and/or a consumer’s family member in our personal homes, and/or our personal vehicles (outside of job responsibilities) without obtaining prior written authorization, whenever possible, from the Director of Program Operations and in some cases, the Compliance Officer. The personal vehicle aspect of this particular section may be waived if the purpose is job related only such as to transport a consumer to and from medical appointments, emergency treatment, or to a SAIL Office.

20. To refrain from providing a consumer, a former consumer, and/or a consumer’s family member our personal contact information which may include, but not be limited to, cellular phone number, pager number, home or personal e-mail address and any other telephone numbers or means of access unrelated to SAIL programs.

21. To refrain from offering or receiving anything of value to induce another person to purchase an item or service from SAIL, to refer a person to SAIL, or to market SAIL’s products or services and to refrain from contributing or donating SAIL’s funds, products, services or other resources to any political party or candidate.

22. To refrain from making misrepresentations (internally or externally), dishonest statements (internally or externally), or statements intended to mislead or misinform others (employees or non-employees) about the quality of SAIL’s services or those of a competitor or other agency in similar work provisions.

23. To respect the privacy of your fellow employees, the consumers, families, and the public.

24. To comply with local, state, and federal regulations regarding government contracts and programs in which SAIL participates.

25. To tell the truth and cooperate with any investigation of a potential compliance violation, violation of SAIL procedure or policy, or other legal matter, whether investigated by SAIL representatives or government authorities and regulatory agencies. Failure to cooperate will be regarded as insubordination and will be addressed.

26. To use SAIL equipment appropriately and to take measures to prevent unexpected loss of equipment, corruption of equipment or technology, supplies, materials or services.
Supervisory & Managerial Responsibilities

1. To conduct his or herself in a professional manner that reflects positively on the organization’s image and identity.  

2. No manager or supervisor should act in a way that adversely affects the reputation or image of SAIL with employees, volunteers, and consumers or with the community at large. More specific expectations are outlined in this section.

3. It is your responsibility and expectation to hold people accountable for his/her performance
4. To provide support to staff with actions, as well as words and apply expectations and standards equally to all staff and to have a vested interest in helping your staff succeed.

5. To demonstrate leadership skills in all situations, provide straight forward communication, and apply progressive discipline as needed on an individual basis.

6. To respectfully discuss confidential issues privately, promptly, and provide feedback and follow up. 
7. To regularly recognize good performance of the employee, service, department, or program which you may supervise, lead, oversee or direct.

8. To not make improper use of your role, duties, status, power or authority, in order to gain, or seek to gain, any type or form of benefits or advantages for yourself or for any other person.
9. Behave and conduct oneself in a professional business manner; any conduct that is considered to be hostile, verbally offensive, disrupts the work environment or is perceived to be intimidating, undermining to the management team or is considered blatant insubordination will not be tolerated at anytime.
10. To submit accurate and complete claims and records for all of your work related functions including but not limited to documentation of services provided, work documentation, time records, training records, educational records and to maintain appropriate and truthful documentation to support claims, services provided, and your work as an employee. Submitting inaccurate, dishonest or other fraudulent claims for billing and documentation purposes will be construed as a violation of the False Claims Act and of this Compliance Program.

Board of Directors Responsibilities

As the governing body of SAIL, the Board of Directors and its member’s, have responsibility for the care, management, and control of the agency and those involved must be held to the highest of ethical and moral standards.  

It is expected that Board of Directors themselves will act in a professional manner that reflects positively on the organization’s image and identity.  The Board recognizes that established ethical standards of fairness, honesty and integrity are essential to the proper conduct and in upholding its governance responsibilities.  
1. No Board member should act in a way that adversely affects the reputation or image of SAIL with employees, volunteers, and consumers or with the community at large. More specific expectations are outlined in this section.

2. To serve as positive role models in the community.

3. To refer any complaints to the Board Chairperson, Executive Director, and Compliance Officer.

4. To vote to hire the best possible person and most suitable person to manage, represent, and support the agency.

5. To represent all staff and consumers of the agency, in an appropriate manner and not those of a particular area, department, program, or position.

6. To do his/her best to ensure that the agency is well maintained, financially secure, growing and always operating in the best of interest of consumers and staff.

7. To declare any conflicts of interest between their personal life and their position on the agency board, and avoid voting on issues that appear to be a conflict of interest.

8. To not use the agency or any part of the organization for personal advantage or the personal advantage of friends or relatives (other than for purposes of receiving services within the normal procedure of the agency).  

9. To refrain from discussing confidential proceedings of the Board outside the Board meetings.

10. To refrain from voting on any issue without fully understanding the issue, ramifications, and specific situations.

11. To not interfere with the duties of the Executive Director or undermine his/her respective authority or action/s.

12. To be held accountable for their actions as an entity or as an individual, as a member of the SAIL Board, to the staff and the public.

Section IX: Conflict of Interest 
The South Shore Association for Independent Living, Inc. (SAIL) maintains that in order to best serve the consumers with whom we provide services to, and in order to serve on behalf of the agency’s best interests, no staff member shall be involved in a situation that may be construed as, or actually constitutes, a conflict of interest.  
Every employee, Board of Directors member, appointee, and/or those with purchasing or check authorizing power/signature capability is required, on an annual basis, to complete a Conflict of Interest Statement.
Outside Employment
1. A second job must not conflict with the staff member’s scheduled hours of work at SAIL.

2. A second job must not impact upon the job performance or requirements of the employee’s position at SAIL.

3. A SAIL vendor or any land-lord, may not be employed if it compromises the agency’s ability to negotiate fees, rents, etc.

4. A staff member must not derive any financial benefit due to their affiliation with SAIL (i.e.: having a private practice consisting of one or more SAIL consumers).

5. Any job must not tarnish the organizations’ reputation or goals and affect the organization or anyone in the organization, in a negative fashion.

Gifts and Gratuities
1. Staff members may not accept gifts, gratuities or other items of substantive monetary value from consumers, their family, vendors, referral sources, etc.  These gifts and/or gratuities may be interpreted as an inducement for services. A small non-monetary specific gift such as candy or cookies at holiday times may be appropriate.

2. Anonymous gifts and/or donations from family members to consumers in a specific program are acceptable. 

3. Employees are prohibited from accepting compensation, anything of monetary value or gifts for activities occurring within their general work schedule.  All compensation of gifts must be reported to the Compliance Officer. 

4. SAIL retains the right to determine the appropriateness of a staff member accepting any compensation of gifts.

5. SAIL Supervisors, Directors, and Management/Administrative staff may not accept, what is to reasonably be construed as any monetary gift by another employee, consumer, and or his or her respective family which he/she directly or indirectly supervises in any manner. This includes but is not limited to cash, check, or cash only gift card related items which may be presented in the amount of cash only. It is the responsibility of the above named staff to remind the giver of this behavior and action should it occur. 
Government & Political Activity
SAIL encourages all staff to take an active interest in government and to participate in political activities.  All staff, as individuals, has the right to express their opinions on political issues and candidates and are encouraged to do so.  However, such opinions and/or activity are the actions of the individual and must remain separate from the agency and its non-partisan position.  SAIL is a 501(c) 3 corporation and is subject to restrictions regarding political involvement.  

1. No funds or assets of the agency may be used for political purposes. 

2. No action is permitted by any staff member that infringes upon the right of other staff or consumers to decide which candidates or positions to support.

3. No staff person is permitted to give the impression that a political action or position represents the agency.

4. No staff member is permitted directly or indirectly to coerce or advise other staff or consumers to pay, lend or contribute to a party, committee, organization, agency or person, for political purpose.

5. No staff member can use agency supplies, materials, stationary, telephone, equipment or property for political purposes.

6. Any staff member who chooses to seek elective office must inform his or her Supervisor, the appropriate management level staff, and the Executive Director.  
Non-Agency/Outside Agency & Miscellaneous 
1. Individuals, with the permission of the Executive Director, may participate as faculty and speakers at educational programs and functions at the request of SAIL.  

2. All employees are prohibited from accepting compensation of gifts for activities occurring within their general work schedule and may conflict with their duties as a SAIL employee.  

3. All compensation of gifts must be reported to the Compliance Officer and to the Executive Director.  SAIL retains the right to determine the appropriateness of a staff member accepting any compensation or gifts.
4. Any relationship that a staff member has with a consumer which is outside of the routine work function and is pre-existing should be reported. These circumstances include when a consumer may be a family member of an employee and/or if a consumer resides in the residence owned, operated, or leased by an employee.

Boards & Trustees Participation
1. Employees must notify the Executive Director prior to serving as a member of the Board of Directors/Trustees of any organization whose interests may conflict with those of SAIL.  Should a conflict of interest arise, the employee is expected to excuse him/herself from discussion and action.

2. Employees who are asked, or who seek to serve on the Board of Directors/Trustees of any organization whose interest would not impact SAIL (for example, civic, charitable, fraternal and so forth) are not required to obtain such prior approval.

3. Employees who serve on a Board of Directors may not share financial, business or policy information about SAIL without the written permission of SAIL.

Vendors & Business Associates
1. If a staff member wishes to contract with or purchase from an agency vendor, he or she must do so without any compromise to SAIL.

2. Staff is not to assume that they will receive a discount on services or commodities from an agency vendor.  In addition, staff must pay their bills on time.  

3. If a staff member has a legitimate complaint against an agency vendor, he or she must handle that complaint on his or her own.  

4. SAIL cannot negotiate a disagreement with a vendor that a staff member uses for his or her own personal use nor can SAIL negotiate a discount on services for an employee’s personal use.
5. In general, any relationship that exists where vendors or business associates that are family members and/or friends of current employees and are referred to the agency for work purposes outside of a position at the agency, should be reported on or before the time of business agreement. The relationship will be evaluated to assure that any financial interests are not misconstrued. 

Use of Corporate Funds & Assets
1. Employees, volunteers and Board Members may not use assets of the organization for their own personal benefit or gain.  

2. All property and business of the organization shall be used in a manner designed to further SAIL’s interest rather than the personal interest of an individual.  Individuals are prohibited from the unauthorized use or taking of SAIL equipment, supplies, software, data, intellectual property, materials or services.  

3. Individuals are prohibited from engaging in personal activities or business activities for anyone other than SAIL during a scheduled workday.

Outside Financial Interests
The following types of activities by individuals affiliated with or employed by SAIL, household members of such individuals, or a member of the individual’s family may cause a conflict of interest:

1. The ownership in or employment by any outside concern that does business with SAIL. 

2. The representation of SAIL by an individual in any transaction in which he or she or a household member has a substantial personal interest.

3. The Disclosure and/or use of confidential or inside information of or about SAIL as an agency, particularly for personal profit or advantage of the individual or a household member or family member or other.

4. Competition with SAIL by an individual, directly or indirectly, in the provision of like services, the purchase, sale or ownership of property or property rights or interests, or business investment opportunities.

Section X: Reporting Suspected Compliance Violations

The South Shore Association for Independent Living, Inc. (SAIL) it’s employees, associated business, programs, vendors, and consumers are all required to report suspected ethical violations, violations of this Compliance Program, general organizational policy and procedure violations, and related issues directly to the Compliance Officer, who has specific and exclusive responsibility to investigate all reported suspected violations or reportable issues. 

In the case of suspected fraud, or when you are not satisfied or uncomfortable with following the Open Door Policy, individuals may contact the Compliance Officer directly.

The business entity and third party providing the service of reporting, can be used as a risk assessment submission tool as well as a way to express a potential concern, question, or suggestion as well as the reporting of other circumstances within the agency. Further information may be found in the Risk Assessment and Management Section.
1. Employees may file a suspected violation complaint at any time. If an employee submits a suspicion, the Compliance Officer may choose to ask the Program Supervisor, or appropriate Director of Program Operations to first attempt to manage the situation if this has not already been done so and if it is appropriate. All reports must be done in writing. 

2. Employees, consumers, Board members and businesses have three (3) methods of filing a formal or suspected violation report:
a) If an employee is uncomfortable filing a report using the system in this section, the Compliance Officer has an Open Door Policy, which is expressed in detail in another Article of this Program. Any issues, potential issues, questions, concerns or potential violations can be brought to the attention of the Compliance Officer at any time. Formal documentation and record keeping will be done via the system in place as described within this section.

b) A call can be placed to the compliance hotline to report the incident. An operator who is independent from the organization will require certain information. All employees, Board Members, and business associates will be provided with a secure independent hotline number where a suspected violation report can be submitted. At this time, a report will be sent to the Compliance Officer for follow up. Please note that this type of submission does allow for total anonymity, unless you are requested to provide identity in specific cases or investigations.

c) A report via the compliance website can be submitted as well. All employees, Board Members, and business associates will be provided with a secure independent website where a suspected violation report can be submitted online. At this time, a report will be sent to the Compliance Officer for follow up. Please note that this type of submission does allow for total anonymity, unless you are requested to provide identity in specific cases or investigations.
*Note: there may be a difference between the date the violation occurred and the date the violation was reported, please specify when reporting a suspected violation.

3. Violations or suspected violations may be submitted on a confidential basis by the complainant or may be submitted anonymously. Suspected Violation Notification Forms will be kept confidential to the extent possible, consistent with the need to conduct an adequate investigation. 

4. If for any reason a court, law enforcement jurisdiction, or regulatory agency is involved on this specific issue or suspected violation, the reporter’s original anonymity may have to be revealed.

*Refer to the Open Door and Whistle Blower Sections for more detailed established reporting protection information.
Section XI: Compliance Investigations
The South Shore Association for Independent Living, Inc. (SAIL) it’s employees, associated business, programs, vendors, and consumers are all required to report suspected ethical violations, violations of this Compliance Program, general organizational policy and procedure violations, and related issues directly to the Compliance Officer, who has specific and exclusive responsibility to investigate all reported suspected violations or reportable issues. 
1. Violations or suspected violations may be submitted on a confidential basis by the complainant or may be submitted anonymously. Investigation records and documentation will be kept confidential to the extent possible yet consistent with the need to conduct an adequate investigation and notify parties which are relevant to the outcome.

2. The Compliance Officer will review all data and suspected violation or reported issue. He/she then makes a plan of action, offers ideas for resolution, and takes whatever steps are necessary to resolve the potential issue.  Depending on the nature and severity of suspected violations, the timing of such potential resolution will vary.
3. The Compliance Officer will provide the employee with ongoing information regarding the status of resolution of the problem or violation.  The response to the issue is given to the employee in writing within fifteen (15) days of receipt of the Reporting Violation Form is submitted. Additional time may be necessary based upon the specific issue. This time varies based on priority of the allegation.

4. If the report is submitted via hotline or internet, the reporter is advised to call back/log on fifteen (15) days after reporting to find out follow up information. A copy of the follow up information and report will be available. Additional information may be requested. Staff is urged to keep the assigned case number that is assigned for follow up. Staff will also be provided a password to access this information. Staff with higher priority allegations will receive timelier responses.

5. The Compliance Officer will maintain a record and formal documentation of each reported issue and any paperwork that is relevant to or part of any investigation in an organized and systemic fashion. Only Senior Management staff will have access to any of this information and only after the acknowledgement of the Compliance Officer will access be granted.

6. All reports will be promptly investigated and appropriate corrective action will be taken if warranted by the investigation.  

7. The Compliance Officer reserves the right to obtain any information, files, confidential material, or interviews that may be necessary to complete a thorough investigation of a matter or incident.

8. The Compliance Officer takes whatever steps are necessary to resolve the issue including involving appropriate departments and management staff.  
9. If for any reason a court, law enforcement jurisdiction, or regulatory agency is involved on this specific issue or suspected violation, the reporter’s original anonymity may have to be revealed.
10. The Compliance Officer can work directly with the Human Resources Department to both recommend (to the department or program head) and enforce any disciplinary actions upon an employee including those which may fall outside of normal progressive disciplinary actions.
11. The following actions that may result in disciplinary action include but are not limited to the following:

· Authorization of or participation in actions that violate the law, regulations, and Compliance Program, including the Code of Conduct, and all related policies and procedures;

· Failure to comply with SAIL’s policies governing the prevention, detection, or reporting of fraud and abuse;

· Failure to report a violation by a peer, subordinate or supervisor;

· Failure to cooperate in an investigation and/or cooperate in a timely manner or fashion;

· Retaliation against an individual for reporting a possible violation or participating in an investigation; and 

· Failure to act as an honest, reliable and trustworthy service provider or employee of SAIL. 
· Failure to meet expectations and requirements as set forth after compliance issues, discrepancies, and potential problem/s have been noted.
15. Discipline will be appropriately documented in the disciplined employee’s personnel file (or in the independent contractor’s file), along with a written statement of reason(s) for imposing such discipline.  Such documentation will be considered during regular and promotional evaluations.
16. The Compliance Officer and Director of Human Resources shall work in collaboration with the appropriate supervisor/director/manager in determining disciplinary action related to an instance of non-compliance.  The Compliance Officer shall have the discretion to recommend a disciplinary process other than what is in accordance with the written policy and procedure or routine process which includes but is not limited to suspension and/or immediate termination.
17. The Compliance Officer and Director of Human Resources will be responsible for assuring that disciplinary actions related to non-compliance with the law, regulations, and Compliance Program, including the Code of Conduct, are consistent with actions taken in similar instances of other non-compliance. 

18. All employees are required to abide by the discretion and investigatory actions of the Compliance Officer. If during an investigation a staff member refuses to comply with a reasonable request then he/she may be subject to disciplinary action up to and including termination.
Section XII: Auditing & Monitoring

The South Shore Association for Independent Living, Inc. (SAIL) is committed to conforming to Federal, State, and Local regulations, privacy standards, and general standards of conduct as well as billing standards, requirements, and reimbursement protocols and reporting guidelines. SAIL will conduct ongoing auditing and monitoring of identified risk areas related to compliance including but not limited to billing, fiscal management, clinical operations, and service provision.

Part of the general responsibilities of the Compliance Officer in addition to maintaining the Compliance Program for the agency includes auditing, monitoring, and performing investigations. Some general routine audit and monitoring responsibilities are outlined in this section. 
General Responsibilities 

1. The Compliance Officer will recommend and facilitate auditing and monitoring of the identified risk areas related to compliance with laws and regulations, as well as SAIL policies, procedures, and standards of conduct.

2. The Compliance Officer will be responsible for oversight of SAIL’s internal auditing system.  The Executive Director may authorize the Compliance Officer to delegate auditing duties to other SAIL personnel, accountants, consultants, and attorneys, as necessary and appropriate.
3. Audits and reviews will examine SAIL’s compliance with specific rules and policies through on-site visits, personnel interviews, clinical record reviews to support claims for reimbursement, and documentation reviews.  The Compliance Officer will conduct and/or oversee compliance reviews with assistance from management staff and quality assurance staff with the requisite skills to carry out the audit.  Whenever feasible, the Compliance Officer will seek to have additional audits conducted by SAIL employees who are not involved in the delivery of services subject to the audit.  
4. The Compliance Officer will determine the sample size and sample criteria prior to each audit.  All review tools used will be standardized throughout the agency and will be approved by the Senior Management Team, of which the Compliance Officer is a member.
5. The Compliance Officer shall regularly (at minimum annually) and periodically audit the agency's compliance with current regulations and best practices. In conducting such audits, the Compliance Officer may recommend that the agency retain such consultants or auditors as necessary. Such audits may be of any corporate office, division, department, or employee. After concluding such audit, the Compliance Officer shall submit a report to the Executive Director and make appropriate recommendations for improvement. Appropriate changes will be recommended to policies and procedures and delegated to the appropriate persons for action. A plan of action will take place to address any immediate concerns and changes that need to be implemented.

6. The Compliance Officer is responsible for monitoring any discrepancies during a Medicaid billing audit, normal billing procedure, review, chart review, or regulatory agency review. 
7. On an annual basis, the Compliance Officer will monitor the effectiveness of the Compliance Program and will update compliance policies and procedures, as necessary, to comply with regulatory changes or industry trends.  The Compliance Officer will provide a report of this review to the Compliance Oversight Committee and the Board of Directors.

8. The Compliance Officer will periodically and using a random sample from each program based upon occupancy/population, review consumer charts for Medicaid billable information, suitability, and necessity. This information will include a review of the service plans, progress notes, and physician authorizations.

9. The Compliance Officer will be responsible to report to the Compliance Oversight Committee on the general status of compliance reviews, the outcome of this compliance auditing, and the corrective actions taken.  The reporting will occur at the first regularly scheduled Compliance meeting after the conclusion of the audit. The Compliance Officer will chair this committee. 
10. The Compliance Officer will be responsible to report the results of this auditing and monitoring activities and corrective actions at minimum annually to the Board of Directors.  The report will also include an assessment of any compliance risks to the SAIL which are discovered.
*It should be noted that these are subject to change based on necessity, frequency, emergent circumstances, and available staff.

11. Any notifications that need to be made and all correspondence with entities including the State billing offices of Medicaid, the Office of Medicaid Inspector General, the State or County Departments of Health, will be completed by the Compliance Officer. This notification will occur once a formal inquiry is made and situation or error is investigated completely. Any correspondence from any regulatory agency charged with administering a federal, state, or county-funded program received by any program or department in SAIL will be promptly forwarded to the Compliance Officer for review and subsequent discussion by the Compliance Oversight Committee.

12. All notifications will be made in a timely manner. Program management will immediately notify the Compliance Officer, the Quality Assurance Department, and Senior Management of any visits, audits, investigations, or surveys by any regulatory agency or authority.  Results (oral or written) of any visits, audits, investigations, or surveys will be forwarded to the Compliance Officer promptly upon receipt by SAIL personnel. While investigations need to be performed and discovery holds no statute of limitations, it is expected that any potential self disclosures and retribution processes will begin within sixty (60) days of either notification or discovery, whichever may come first.

13. Notifications and self disclosures will be made via a pre-approved standard letter to the Office of Medicaid Inspector General. Notifications will include consumer information, dates, discrepancies, potential payment retribution amounts as well as all paperwork that has been derived from the investigation of the potential compliance or billing issue.

14. The Compliance Officer reserves the right to consult with appropriate counsel on potential issues where assistance is needed.

15. The Compliance Officer reserves the right to work along with any outside SAIL regulatory agency, official, government offices, or other services or personnel that are relevant to a compliance issue.

16. Inquiries and investigations into specific circumstances and discrepancies will be reviewed by a joint meeting and review by the Executive Director, Associate Director, Controller, and Compliance Officer. Follow up notifications and meetings will take place as addressed in the Compliance Oversight Committee Section.
*Additional specific information on the Compliance Auditing Activities and Systems can be found in Compliance Program Auditing Guidelines Manual.
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