A Message to all OutSource Employees:

OutSource is committed to conducting its business in accordance with the highest legal and ethical standards.  OutSource’s Standards of Conduct is a key component of our Corporate Compliance Program.  The Compliance Program is intended to define the Standards of Conduct expected of all Outsource employees, to provide guidance on how to resolve questions regarding legal and ethical issues and to establish a mechanism for reporting of possible violations of laws or ethical issues within OutSource.

To help all OutSource employees identify and prevent improper conduct OutSource has adopted Standards of Conduct.  The Standards of Conduct establish the general principles that should guide all OutSource employees.  All employees are expected to follow these standards and OutSource’s policies and procedures as a condition of employment.

Please take the time to acquaint yourself with OutSource’s Standards of Conduct.  Once you have done so, complete and sign the page titled “Certification of Receipt and Understanding” and return it to the Compliance Officer.

Thank you for your part in making OutSource and organization we can all be proud of.

Sincerely, 

Lori Zindl, President

	INTRODUCTION  


The purpose of this document is to clearly define Outsource’s position regarding matters of integrity and ethics.  It will provide information that will assist all employees in making personal judgments when dealing with integrity and ethical issues that arise in the course of employment at OutSource and in the services we provide to our clients.  OutSource is committed to the highest quality health data submission, as evidenced by its accuracy, reliability, timeliness and validity.

	MISSION


The only way to achieve long-term success is by operating with integrity and in complete partnership with our clients by providing customized A/R services designed to improve cash flow and reduce costs for our clients.

	STANDARDS OF CONDUCT


We are committed to acting morally, ethically and legally in the conduct of our affairs.  Each of us, as an employee, is a representative of OutSource and is responsible to act in accordance with these Standards of Conduct.

Standard 1 – Documentation, Coding and Billing

OutSource strives to only bill for services that were actually performed and documented in the medical record.

· OutSource requires its provider clients to only provide claim information that is properly supported by required documentation, properly coded and not subject to improper unbundling, upcoding, assumption coding, or other inappropriate coding.

· OutSource employees will not enter in data, including codes and modifiers, indicating services were rendered unless the provider has indicated such services were actually performed and are documented in the medical record.

· All billing issues pertaining to diagnosis and procedure codes must be reviewed by the client’s coding department.

Standard 2 – Refunds

OutSource employees will encourage clients and, when contractually obligated, facilitate the timely and accurate resolution of credit balances.

Standard 3 – Integrity of Computer Systems

OutSource will regularly back-up computer systems to ensure integrity of client billing data.  This process will include a disaster recovery component.

Standard 4 – Confidentiality and Privacy

OutSource employees will comply with federal and state laws and regulations regarding the confidentiality and privacy of medical, financial, personnel and other sensitive information.

Standard 5 – Gifts and Entertainment

OutSource employees will conduct business in a manner that avoids giving or receiving anything of value that may be viewed as a bribe, kickback or inducement for OutSource’s services in violation of State or Federal law.

Standard 6 – Conflict of Interests

OutSource employees should refrain from activities that may present a conflict of interest.  A conflict of interest may occur if your outside activities or personal interests influence or appear to influence your ability to make objective decisions in the course of your job responsibilities.  A conflict of interest may also exist if the demands of any outside activities hinder or distract you from the performance of your job or cause you to use OutSource resources for other than OutSource purposes.  It is your obligation to ensure that you remain free of conflicts of interest in the performance of your responsibilities at OutSource.  If you have any question about whether an outside activity might constitute a conflict of interest, you should discuss it with management.

Standard 7 – Government Request for Information

OutSource will comply with the law and cooperate with any reasonable demand made in a government investigation.

In doing so, however, it is essential that the legal rights of OutSource and of its personnel involved be protected.  If any employee receives an inquiry, a subpoena, or other legal document regarding Outsource’s business, whether at home or in the workplace, from any governmental agency, OutSource requests that the employee notify his or her supervisor and the Compliance Officer immediately.  If any individual is contacted at home by a governmental agency concerning Outsource’s business, the individual may request the agent’s card and tell them that you will call them to set up an appointment, and immediately contact OutSource’s Compliance Officer to discuss the matter.  You are under no legal obligation to answer any questions at that time.  OutSource must preserve client confidentiality and avoid disclosure of any client information to any third party except as legally required or with the express written consent of the client.

	FRAUD AND ABUSE LAWS


“Fraud and Abuse laws” generally describes a number of federal and state laws that contain the penalties for violation of laws that regulate health care services and billing.  These laws regulate both the provision of services to beneficiaries of government programs as well as the methods and requirements of submitting claims to the government or beneficiaries for services rendered to beneficiaries.  These laws are designed both to protect the patient and to prevent the government from paying more for a service than it is obligated to pay.

These laws also provide a mechanism for punishing individuals and organizations that submit claims for services, which are: (i) not provided, (ii) billed in a manner other than as actually provided, (iii) not medically necessary, (iv) provided by any improper person, (v) accompanied by an illegal inducement to utilize or refrain from utilizing a service or product, or (vi) billed in a manner that does not comply with applicable government requirements.

OutSource expects its employees to refrain from conduct which may violate the fraud and abuse laws when providing services to our clients.

	REPORTING VIOLATIONS


OutSource requires all of its employees to report to their supervisor or manager suspected violation of any standards, policies and procedures, or applicable laws and regulations by clients and/or other OutSource employees or contractors.

If an employee is uncomfortable speaking with his/her supervisor, he/she should contact the Compliance Officer directly or, if you wish to remain anonymous, call the Compliance Line.

OutSource employees have the right to use the anonymous compliance hotline to report potential compliance violations.  This special toll-free telephone line is dedicated to reporting compliance concerns 24 hours a day 7 days a week.  Supervisors, managers and employees are prohibited from engaging in retaliation, retribution or any form of harassment directed against an employee who reports a concern.

OutSource management will inform the client of suspected client compliance violations.  OutSource is not required to report client compliance issues to the government; however, if the client chooses to take no action, in an attempt to investigate and resolve the suspected compliance issue or chooses not to take corrective action after a compliance issue has been verified, OutSource will terminate the contract with the client.

	COMPLIANCE LINE

1-800-826-6762


Before calling the Compliance Officer or the Compliance Line, ask yourself the following questions:

Do I have all the facts?


If I need more information, where do I find it?


Are there any laws, regulations, policies or procedures that apply to the situation?


Have I followed normal procedures to try to resolve my concern?

Consider the following E.T.H.I.C.S. process:


E
valuate your job responsibilities


T
hink about issues and problems


H
elp find solutions


I
nitiate awareness by reporting potential problems


C
omit yourself to doing the right thing


S
eek advice from your supervisor

Whenever you find yourself with a hard decision or conduct you deem questionable, you should seek counsel from your colleagues, your supervisor, and more importantly from your judgment.  If you do find yourself in a situation that represents a possible violation of these principles, you should immediately make your supervisor or the Compliance Officer aware of the facts.

	EXCLUSION BY THE FEDERAL GOVERNMENT


Federal law prohibits entities that participate in federal health care programs (including Medicare, Medicaid, and other governmental health care programs) from entering into or maintaining certain relationships with individuals or entities that have been convicted of certain healthcare related offenses, sanctioned by the Office of Inspector General (OIG) or barred from Federal procurement programs.  It is OutSource’s policy to not knowingly permit any sanctioned or excluded individual to participate in any government health care program.

	DISCIPLINARY ACTION


Any employee who violates the Standards of Conduct or any OutSource policy or procedure is subject to immediate termination, or such other disciplinary action as the Company deems appropriate, including but not limited to verbal or written warning, suspension, demotion, transfer, cut in pay, and/or leave of absence.

	CERTIFICATION OF RECEIPT AND UNDERSTANDING


As part of the Compliance Program all employees are required to submit to the certification on the last page stating that they have read, understood and agree to follow OutSource’s Standards of Conduct.  All employees must certify their intention to act in complete compliance with these standards and OutSource’s policies and procedures and, where necessary, to seek advice from their supervisor or the Corporate Compliance Officer concerning appropriate actions that they need to take in order to comply with the applicable law, standards and/or policies and procedures.

	CERTIFICATION OF RECEIPT AND UNDERSTANDING


I,

_____________________________________________________________________________________

(Name)

______________________________________________________________________________

(Position)

an employee of OutSource, Inc., certify that I have received, read, understand and agree to follow OutSource’s Standards of Conduct.  I certify my intention to act in complete compliance with these standards and OutSource’s policies and procedures and, where necessary, to seek advice from my supervisor or the Compliance Officer concerning appropriate actions that I may need to take in order to comply with the applicable law, standards and/or policies and procedures.

___________________________________________

Signature

___________________________________________

Date

