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Letter from the Chief Compliance Officer
ABC Allergy & Asthma is a group of board-certified allergy and asthma specialists practicing at more than X locations throughout XX. 
We strive to provide quality, cost-effective patient care, treat our employees with respect, provide a workplace environment free from discrimination and harassment and comply with all laws and regulations. In pursuit of this goal, we aim to conduct our business with the highest ethical and professional standards. 
Each year it becomes more difficult to understand the regulations that govern health care conduct while the penalties for not following regulations grow more severe. In order to comply with federal and state laws and regulations, ABC Allergy & Asthma has implemented a formal Company Compliance Program, modeled upon guidelines set forth by the Office of Inspector General for the Department of Health and Human Services. This Code of Conduct, developed as part of ABC Allergy & Asthma’s Company Compliance Program, is for your use. It highlights ABC Allergy & Asthma’s compliance policies and procedures and provides a framework to help guide your conduct and answer your questions throughout your employment with ABC Allergy & Asthma.
We take pride in ABC Allergy & Asthma as a medical practice and the strong base of principles and values upon which it was founded. In addition to this Code of Conduct, we encourage you to also refer to ABC Allergy & Asthma’s policies and procedures, departmental policies tailored to your specific position in the company and any code of ethics applicable to your licensed profession.
If compliance questions arise, you should pursue them in your department through management, Human Resources, or the Compliance Committee.  This information will be treated confidentially to the extent permitted by law.
Thank you for being a part of ABC Allergy & Asthma.
Jane Doe
Chief Compliance Officer
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              ABC ALLERGY & ASTHMA
Code of Conduct

ABC Allergy & Asthma has adopted this Code of Conduct as a demonstration of our unwavering commitment to honor all laws and regulations that govern the healthcare industry in relation to private medical practices. The elements of this Code of Conduct include our Mission, Core Values, Service Statement of Professional and Business Conduct and are incorporated into ABC Allergy & Asthma’s Company Compliance Program. This Code of Conduct serves to enhance and continually develop a culture that values compliance from the top-down and fosters compliance from the bottom-up throughout the workforce.
This Code of Conduct is designed to provide overall guidance; however, it is not possible to address every situation. Guidance that is more specific may be provided in ABC Allergy & Asthma’s Policies and Procedures. If there is no specific policy, this Code of Conduct becomes the policy. (If a policy and a Code of Conduct provision conflict, the policy governs.) This Code of Conduct is a “living document” meaning that it will be updated periodically to respond to changing conditions. Questions regarding this Code of Conduct, or any issue, should first be raised by an employee to his or her immediate supervisor, then through the chain of authority up to, and including, the Chief Compliance Officer, or ABC Allergy & Asthma’s Chief Executive Officer. 
Our Mission, Values, Principles and Service Excellence

MISSION

ABC Allergy & Asthma’s mission is to be the leading caregiver for patients with allergies and chronic respiratory problems. The goals of the practice are:
· To provide the best possible medical care for our patients.
· To treat each patient with dignity, respect, kindness, and courtesy.

· To serve our community through preventive medicine & other outreach programs.
· To have a smooth functioning practice in which the staff & physicians work together in the spirit of harmony and cooperation.

· To have highly qualified, motivated personnel who are interested in their work and our patients.
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CORE VALUES
· CARE:  Ensure kind, compassionate care through listening; award people with courtesy and patience; demonstrate concern for everyone's needs.

· ADVOCACY:  Be partners in care; identify needs and individual concerns; empower through education, support, and understanding.  

· SERVICE:  Quality of service is paramount; teamwork is essential; be available and aware; efficient service is achieved when we all give our best. 
· INTEGRITY:  Honesty and respect shown for everyone emphasizes the pride we take in our jobs; maintaining privacy speaks volumes; appreciation for our individual responsibility in care.
· ACCOUNTABILITY:  Dependability shows you are accountable; take responsibility for carrying a task to its finish; be trustworthy - mean what you say and say what you mean; make no excuses. 

· FUN:  A pleasant work environment makes dull days FUN days; teamwork helps everyone get along; laughter can help make open communication a regular part of our day.
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Standards of Service Statement
At ABC Allergy & Asthma we are committed to respect, warmth and care for every patient, every day. 
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Company Compliance Program
ABC Allergy & Asthma’s Company Compliance Program is a self-governing program designed to proactively minimize the chances that a violation of law or government regulation occurs within our company.  It is modeled on the seven basic elements proposed by the federal government’s Office of Inspector General (OIG) for developing effective Compliance Programs, and includes: (1) Policies and Procedures, (2) Designation of a Chief Compliance Officer, (3) Monitoring and Auditing, (4) Training and Education, (5) Open Lines of Communication, (6) Responding to Detected Deficiencies, and (7) Enforcing Disciplinary Standards. The CEO serves as the Chief Compliance Officer and the Compliance Committee is responsible for the administration of the Company Compliance Program. This responsibility includes day-to-day operation, regulatory, privacy, monitoring and auditing issues, and employee training. 
The Chief Compliance Officer also chairs the Compliance Committee .This committee has oversight responsibilities to ensure company-wide compliance with the fundamental elements of ABC Allergy and Asthma’s Company Compliance Program. The committee addresses various compliance related issues including but not limited to regulatory developments and internal audits. Most importantly, the committee seeks to ensure that all compliance objectives are advanced according to expectations and properly executed. 

Monitoring and Auditing
ABC Allergy & Asthma’s Monitor & Audit Team (which is found in the Financial Services Department) is responsible for internal monitoring and auditing of documentation, coding, and billing patterns. In addition, the audits focus on ensuring that all applicable state and federal laws and regulations are being followed, underpayments and overpayments are identified early and payments are refunded appropriately when needed.  The team develops action plans as needed to mitigate further occurrences. 
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Training and Education
ABC Allergy & Asthma’s Human Resources Team provides initial orientation and continuing compliance education for all new and existing employees. In addition, all employees are required to complete annual compliance training. The basic platforms for training and education utilized are online training modules that are consistent with CMS guidelines, education via email, memorandum and in-person training. 
Personal Obligation to Report
ABC Allergy & Asthma believes each of its employees has an individual responsibility and duty to report their good faith belief of any violation of this Code of Conduct, ABC Allergy & Asthma’s policies or applicable law to his or her immediate supervisor or ABC Allergy & Asthma’s Compliance Committee and encourages each employee to do so.
Mechanism for Reporting - Compliance 
ABC Allergy & Asthma can contact their immediate supervisor, manager, compliance committee member as well as the Chief Compliance Officer via telephone, email or in person. In accordance with policy, ABC Allergy & Asthma does not discriminate or retaliate against employees who, based on a good faith belief that ABC Allergy & Asthma is not operating in accordance with applicable federal and state laws and regulations, make a report. However, reporting of compliance issues does not protect employees from appropriate disciplinary or legal action regarding their own performance or conduct.
Corrective Action
ABC Allergy & Asthma initiates corrective action and appropriate discipline when internal investigations reveal violations of this Code of Conduct, ABC Allergy & Asthma policies, and federal or state laws, rules, and regulations. Corrective actions include, without limitation, refunding improper payments, notifying regulatory agencies, correcting the source of errors, and implementing monitoring processes to prevent future violations.
Inappropriate Conduct
Employee actions which violate ABC Allergy & Asthma’s Human Resources Policies can result in counseling reports or dismissal. Please refer to those policies for examples of improper employee conduct.
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STANDARDS OF PROFESSIONAL AND
BUSINESS CONDUCT
Please refer to ABC Allergy & Asthma’s policies and procedures for additional details regarding each Standard.
Patients and Communities Served:
Care
ABC Allergy & Asthma is committed to providing quality health care in a manner that is appropriate, medically necessary and efficient without discrimination due to gender, age, disability, race, color, religion, national origin or ability to pay. ABC Allergy & Asthma strives to provide considerate and respectful care with recognition of patient’s dignity and right to privacy. ABC Allergy & Asthma employees and Medical Staff Members are properly credentialed, experienced and licensed to meet the needs of ABC Allergy & Asthma’s patient population. To the extent possible, the patient (or the patient’s representative) is involved in decisions regarding care delivered. Generally, the patient’s health care provider or designee will inform patients about the therapeutic alternatives and risks associated with the care the patient seeks and obtain the informed consent of the patient or patient representative, when necessary, information will be provided in a language that the patient can understand.
Documentation, Coding, Billing, and Reimbursement
ABC Allergy & Asthma provides patients with services and/or items that are medically reasonable, necessary, and appropriate. We submit claims for those services and/or items to all payers, including government, private/managed care insurance, and directly to individuals. ABC Allergy & Asthma consistently strives for accuracy in documenting, coding, billing, and collecting for patient care services. If inappropriate payments are identified, they are refunded in a timely manner to the appropriate parties. We consistently seek to comply with all applicable state, federal, and payer mandates of government programs including Medicare and Medicaid. We also adhere to pertinent company policies and procedures as well as the fundamentals of our Company Compliance Program.
Communication
ABC Allergy & Asthma understands that patients expect to know the identity and qualifications of all employees and Medical Staff Members who provide services to them and to receive information regarding policies, procedures, and charges. All such personnel are required to wear identification badges which identify their name, title and company affiliation. ABC Allergy & Asthma instructs its employees to answer all questions from patients promptly and courteously or to refer the patient to an appropriate source.
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Urgent Care & Emergency Treatment
ABC Allergy & Asthma provides allergy and/or asthma related urgent, work-in and emergency appointments to our patients within the time appropriate guidelines implemented by Federal governmental agencies, Medicare/Medicaid and commercial insurance carriers.  Urgent, work-in and or emergency appointments are routed through our nurse staffed Triage Department for appropriate scheduling or notification to the patient to seek care from a hospital emergency room. ABC Allergy & Asthma adheres to the clinical standards appropriate for patient care related to urgent or emergency treatment. 
Freedom of Choice
When referring patients to providers of designated health services, such as home health agencies, medical equipment suppliers, or other provider specialists, ABC Allergy & Asthma respects and honors a patient’s right to choose his or her own providers. ABC Allergy & Asthma also respects and honors to the extent legally permitted, a patient’s right to refuse treatment.
Personal and Confidential Patient Information
ABC Allergy & Asthma makes all efforts to protect personal and confidential or privileged information about our patients. ABC Allergy & Asthma abides by federal privacy and security regulations, including HIPAA, and applicable state laws. Our Notice of Privacy Practices informs patients about how we treat their health information. ABC Allergy & Asthma employees are trained about privacy and security regulations as these regulations apply to their duties. Confidential patient information is disclosed only on a “need to know” basis.
Research, Investigations, and Clinical Trials
ABC Allergy & Asthma respects the rights of research study participants, their well being and privacy. 
Business:
Adherence to Antitrust Laws
ABC Allergy & Asthma avoids engaging in anticompetitive behavior or agreements that restrain trade.
Conflicts of Interest
ABC Allergy & Asthma requires its employees to conduct their clinical activities and personal business in such a manner as to avoid potential or actual conflicts of interest.  Reference the FAA Code of Conduct addendum in the FAA Employee Handbook for additional clarification.
Creation and Retention of Records
ABC Allergy & Asthma retains ownership of all patient and company records it creates. ABC Allergy & Asthma works hard to ensure that patient records are accurately prepared, securely maintained and retained as prescribed by law and ABC Allergy & Asthma policy. 
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Government Requests for Information, Subpoenas, Search Warrants
ABC Allergy & Asthma cooperates with appropriately authorized governmental (federal, state and local) investigations and audits. If an investigator wishes to speak to an ABC Allergy & Asthma employee, the employee has the right to consult with the practice’s attorney or a personal attorney. Consulting with an attorney does not mean the employee is unwilling to cooperate.
Marketing and External Relations
ABC Allergy & Asthma adheres to fair business practices and fairly, accurately, and honestly represents itself and the products and services of the company.
Gifts from Patients and Others
Employees are forbidden to accept any personal gifts, loans, tips or gratuities from patients, their relatives or their friends. Only FAA supervisors have the authority to accept gifts from patients or their friends and family, and only on behalf of the Company. In addition, no employee may solicit gifts, money, services or anything else of value, or accept gifts or services valued at more than $25.00 from any competitor, supplier, vendor, contractor or subcontractor of the Company.

Preventing Improper Referrals, Kickbacks, and Influences
Toward Clinical Decisions
ABC Allergy & Asthma does not permit its employees to accept or offer anything of value from patients, vendors or others that would influence patient and business referral decisions.
Employees and Workplace:
Access to Electronic Media
ABC Allergy & Asthma provides its employees and others with access to electronic media. It is the responsibility of such persons to read, understand, and abide by ABC Allergy & Asthma’s Policies pertaining to the access and use of ABC Allergy & Asthma’s electronic media.
Confidential Information
Although ABC Allergy & Asthma employees may come in contact with and use confidential information to perform their jobs, confidential, proprietary and trade secret information (“Confidential Information”) must not be shared with others unless there is a “need to know” or it is permitted according to a contractual business relationship. ABC Allergy & Asthma confidential information includes, without limitation, personnel data maintained by the company, patient lists, clinical information, patient financial information, passwords, pricing and cost data, financial data, research data, marketing strategies, supplier/subcontractor information and proprietary computer software. 
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Environment
ABC Allergy & Asthma promotes sound environmental and safety practices to ensure proper handling and disposal of medical and hazardous waste. ABC Allergy & Asthma takes all reasonable precautions to ensure the overall safety of patients, visitors, employees and other personnel and is committed to maintaining a smoke-free and drug free environment.
Fair Treatment of Personnel
ABC Allergy & Asthma prohibits discrimination in any employment-related decision on the basis of race, color, national origin, religion, sex, physical or mental disability, medical condition, ancestry, marital status, age, sexual orientation, citizenship or status as a covered veteran. ABC Allergy & Asthma is committed to providing equal employment opportunities and a work environment where each employee feels safe and is treated with fairness, dignity and respect.
Harassment and Discrimination
ABC Allergy & Asthma gives proper respect and consideration to everyone. Harassment of any type, including sexual harassment, is not tolerated and is strictly prohibited. Sexual harassment includes any unwelcome sexual advances or verbal or physical conduct of a sexual nature that is made a condition of continued employment, forms the basis for any employment decision, or otherwise interferes with an employee’s work performance; or creates an intimidating or offensive work environment. In this regard, all personnel are expected to conform to the standards of their respective professions and exercise reasonable judgment and objectivity in the performance of their duties. Any employee who has experienced or has any knowledge of an incident of discrimination or harassment must report the incident to his or her direct supervisor, Human Resources or Chief Compliance Officer. Complaints will be investigated promptly and as confidentially as circumstances permit. If it is determined that a violation of this policy has occurred, ABC Allergy & Asthma will take prompt remedial action.
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Disruptive & Inappropriate Behavior
ABC Allergy & Asthma prohibits disruptive and inappropriate behavior. Disruptive and inappropriate behavior is conduct by an individual working in the company that intimidates others to the extent that quality and safety could be compromised. These behaviors may be verbal, non-verbal, may involve the use of rude language, may be threatening or may involve physical contact. Examples of inappropriate and disruptive behaviors include but are not limited to: using abusive, profane or obscene language or gestures in the presence of employees, customers or visitors; fighting or inciting others to fight on ABC Allergy & Asthma premises; acts or behaviors that reflect unfavorably upon the reputation of ABC Allergy & Asthma. Our anti-harassment policy prohibits harassment of any kind and our anti-retaliation policy prohibits retaliation against employees who report in a good faith effort any instances of harassment.
To help each employee make the best and most successful contribution to the company, ABC Allergy & Asthma has adopted a system of disciplinary responses to employee job-related issues, as defined in our employee discipline policy. Please refer to HR Policies for further examples of improper employee conduct
Unlawful Behavior
ABC Allergy & Asthma employees who participate in unlawful behavior are subject to the terms of ABC Allergy & Asthma’s Employee Discipline policy and as such are subject to immediate termination depending on the level of effect that the offense has upon ABC Allergy & Asthma and its concerns.
Ineligible Persons
ABC Allergy & Asthma conducts queries with federal databases to ensure it does not conduct business with vendors, contractors, providers, or employed persons that have been sanctioned from participating in federal health care programs. ABC Allergy & Asthma rigorously screens all new employees, staff physicians, and vendors and makes a good faith effort to do the same with all contractors with whom we have a business relationship. As a follow up, ABC Allergy & Asthma conducts periodic additional screenings of all referenced parties to ensure ongoing compliance.
Intellectual Property
ABC Allergy & Asthma owns all employee intellectual property that relates to the employee’s job and is conceived, developed and reduced to practice during the employee’s course of employment at ABC Allergy & Asthma. Employees must promptly and fully disclose to ABC Allergy & Asthma all employee intellectual property that meets the criteria set forth in the previous sentence. As a condition of employment or continued employment, each employee assigns to ABC Allergy & Asthma all rights, title and interest in any such employee intellectual property. Employees are also prohibited from selling, transferring or improperly disclosing ABC Allergy & Asthma’s confidential information or intellectual property. 
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Acknowledgment Process
ABC Allergy & Asthma’s Code of Conduct is shared with all employees from inception of employment and is repeated with annual compliance training and must be completed by all employees.

Each employee must acknowledge in writing that he/she received a copy of this Code of Conduct, understands it, and commits to honor it. This acknowledgement is maintained in the employee’s personnel file in the Human Resources Department. 
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Acknowledgment and Certification
(Sample Only, Do Not Use)
By signing below:
1. I acknowledge that I have received and reviewed the ABC Allergy & Asthma Code of Professional Conduct presentation at the New Hire Orientation training session on 
; and

(Date)
2. I certify that I have read and understand the information contained in this Code of Conduct; and

3. I agree to abide by and comply with the Code of Conduct as updated from time to time and provided to me as a continued condition of my employment with ABC Allergy & Asthma; and

4. I understand that this form will be maintained in my permanent personnel file in Human Resources.

Signature of Employee

Printed Name of Employee

Employee Number

Department 

Today’s Date

