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PURPOSE

Autistic Services, Inc. (“ASI”) has developed this Ethics and Compliance Plan (the “Plan”) to further its mission, values, and legal duty to promote adherence to all applicable federal, state, and local laws and regulations as well as compliance with all ASI policies and procedures.  The Plan establishes internal controls to exercise appropriate due diligence to assure business is conducted in a professional and proper manner and to protect, detect, correct, and report conduct that is not in compliance with federal, state, or local data and information as evidenced by its accuracy, reliability, timeliness, and validity.  The  policies and procedures established herein demonstrate ASI’s commitment to honest and responsible conduct in all areas as it carries out its mission. 
.

SCOPE

This Plan will apply to all facilities, programs, departments, and residences operating under ASI’s Certificate of Incorporation.
METHODS

ASI will establish and maintain the following essential elements in its Ethics and Corporate Compliance Plan to assure its goal of honest and responsible conduct in delivering quality services:

1.
Conduct and Discipline of Employee/Volunteer:  The Plan adopts and incorporates herein the policies and procedures set out in ASI’s “Conduct and Discipline Policy”, “False Claims Act Policy” and “Whistleblower Policy.”  These policies communicate to all employees, volunteers and contractors/consultants, ASI’s commitment to high standards for ethical practices and compliance with all applicable laws and regulations.  
2. Designate a Chief Compliance Officer and a Compliance Committee to operate and monitor the compliance program.

3. Develop and disseminate written standards of conduct that address specific areas of potential compliance problems.

4. Develop and implement effective, on-going education and training programs for all affected employees, directors, Compliance Committee members, and agents.

5. Establish and maintain an anonymous “hotline” and/or other maintenance process to receive complaints and protect whistle blowers from retaliation.

6. Develop a system to respond to compliance issues and enforce disciplinary action where appropriate.

7. Establish procedures to audit and evaluate ASI’s compliance, to reduce identified problem areas, and to measure effectiveness of corrective actions.

8. Investigate and remedy systemic problems and assure sanctioned individuals are not engaged as employees, volunteers, and/or agents.
POLICY AND PROCEDURES

To further its commitment to compliance with all relevant federal, state, and local statutes and regulations, ASI has established the following policies and procedures summarized below:

1. Standards of Conduct:  All officers, directors, employees, volunteers, and contractors/consultants must adhere to all ethical and legal standards outlined in this Plan.
a. Officers, directors, and employees may not offer any remuneration, including kickbacks, bribes, or rebates, in cash or in kind, in any manner or form to any physician or other party in order to induce referrals from any health care business, patients, providers or supplier to ASI.

b. Any officer, director, or employee who becomes aware of any improper remuneration must immediately report such information to the Chief Compliance Officer.

c. Any officer, director, or employee who becomes aware of a lease, contract, purchase agreement, or order for goods or services for any amount other than fair market value must immediately notify the Chief Compliance Officer.

d. All contracts must include language that (i) prohibits the public disclosure of the relationship with ASI without prior written approval; and (ii) requires the other party to adhere to all applicable federal, state, and local statutes, rules, and regulations.

e. Any officer, director, or employee who knows of or discovers any claim billed in error or billed for an amount in excess of permitted rates must report such information to the Chief Compliance Officer immediately.

f. Any officer, director, or employee who knows of or discovers any claim billed for services that are not medically necessary must report such information to the Chief Compliance Officer immediately.
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2. Compliance Officer and Compliance Committee:  To further its commitment to compliance with all applicable federal, state, and local statutes and regulations, the Board of Directors will establish a Compliance Committee and shall appoint a Chief Compliance Officer who will report directly to the Board.
a.
The Compliance Committee:  The role of the Compliance Committee is to oversee the implementation of the Plan in a way that enables ASI to maintain the highest standards of ethical practices and compliance with all applicable laws and regulations.  The Compliance Committee shall meet at least semi-annually, but may meet with greater frequency as deemed necessary by the membership of the Committee.  Regular agenda items shall include the status of implementation of the Plan, potential compliance violations that have been detected, investigations and responses to reported offenses, risk areas, and plans for risk reduction, internal prospective audit reports, evaluation of the Plan, and any other agenda items deemed necessary.  The Compliance Committee shall:

i. 
develop, revise, edit, and implement policies and procedures to:

(a) detect, correct, and report conduct that is not in compliance with federal, state, or local statutes and regulations, especially in those “risk areas” as determined in accordance with subparagraph “c” below; 

.   
(b) promote compliance with the Standards of Conduct;

ii. develop compliance and ethics policies and standards that are comprehensive and readily understandable and accessible by all employees;

iii. establish protocols on how the committee internally receives, documents, and handles compliance and ethics referrals or “hotline” calls and cases to assure it is:

(a) protecting the privacy of the person reporting;

(b) investigating referrals in a timely manner;

(c) conducting investigations with persons who have sufficient expertise and knowledge regarding the issues contained in the referral; and

(d) recommending disciplinary or corrective action in response to substantiated allegations;

b. Chief Compliance Officer shall:

i.
be an employee of ASI who is delegated authority by the Board of Directors to oversee and monitor the Plan;

ii. oversee and monitor the implementation of the Plan;

iii. present an annual report to ASI’s Board of Directors and the Executive Director on the progress of implementation, monitoring, and compliance activities and provide such additional reports as the Board of Directors and/or the Executive Director shall request;

iv. in conjunction with ASI’s human resource department and policy committee, assure that the Statement of Conduct is distributed to all employees and signed by them indicating that they have read the Statement of Conduct and that they understand that disciplinary action in line with ASI’s personnel policies and procedures will result in the event of misconduct.

v. in conjunction with ASI’s human resource department and policy committee, ensure that all policies are distributed, kept current, and followed by appropriate individuals;
vi. conduct regular audits and other monitoring techniques necessary to ensure compliance with all federal, state, and local laws and regulations including, but not limited to:

vii. conduct on-site visits;

viii.
review ASI program participants’ files, including but not limited to medical, treatment, education, IEP and/or ISP files;

ix. interview personnel involved in management, operations, billing, sales, marketing, referrals, and other related activities;
x. investigate promptly any potential violation or misconduct to determine whether a material violation has in fact occurred, and, if so, take action steps to rectify the violation, report it to the government if necessary, and make any appropriate payments to the payor;

xi. assure individuals who have been convicted of a criminal offense related to health care or who are listed by a federal agency as debarred, excluded or otherwise ineligible for participation in federal or state funded health care programs will not be employed by ASI or become an officer, director, or employee of ASI; and

xiii. assure all records required by federal or state law or regulation or by this compliance plan are properly created and maintained while complying with patient confidentiality requirements under federal and state law.

3. Claim Development and Submission Process:

The Compliance Committee and the Chief Compliance Officer shall:

a.
establish, implement, audit, and monitor policies and procedures to provide for the accurate, complete, and timely documentation of all professional services prior to billing, including documentation showing that the services were appropriate and provided in a timely manner;
b. ensure that claims are submitted only when appropriate documentation supports the claims;
c. ensure account credit balances or overpayments are properly refunded to program participants, governmental agencies, guarantors, and/or third-party payors;

d. assure documentation supporting submitted claims is maintained, organized, and available for audit and review;

e. base all services appearing on the reimbursement claim on the program participant’s record;

f. make the documentation necessary for accurate billing available to the billing staff; and

g. assure that compensation for billing department coders and consultants does not provide any financial incentive to improperly code claims.

4. Employee Education and Training 
The Compliance Officer shall develop and maintain, with the assistance of the Compliance Committee, formal and informal education and training programs to be provided to employees to strengthen their ability to conduct themselves in compliance with high standards for ethical practices and with all applicable laws and regulations.  The Compliance Officer shall ensure that employee education and training is provided to all new employees within the first 45 working days of employment and is ongoing thereafter.  The training and education program provided to all employees shall include the following:
a. Current statutes, regulations, areas of risk, agency policies and procedures, billing procedures, and/or documentation requirements, including, but not limited to, compliance requirements that apply to each employee’s individualized job duties;

b. “Compliance tips” containing information and issues designed to help employees reduce risk, improve compliance practices, and report noncompliant conduct within their particular area of responsibility;

c. Notice that failure to comply with any part of the compliance program may result in disciplinary action, including termination;

d. An opportunity to ask questions for the purpose of clarification;

e. Development and distribution of a regularly updated Employee Handbook that reflects current statutes, regulations, areas of risk, agency policies and procedures, billing procedures, and/or documentation requirements
f. The retention of attendance sheets and all training materials and handouts for at least 6 years from the date of offering.

5. Disciplinary Action
ASI encourages good faith participation in the compliance program.  Disciplinary action, up to and including termination will be enforced for (a) failing to report suspected problems, (b) participating in non-compliant behavior and/or (c) encouraging, directing, facilitating or permitting non-compliant behaviors.  Such discipline will be determined on a case-by-case basis and be reviewed by the compliance committee.

PAGE  
5

