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The cover design symbolizes the fact that we are walking together on a
Journey to integrity. This is a commitment we make by virtue of our
association with the Sisters of Charity of Leavenworth Health System.

Mission
We will, in the spirit of the Sisters of Charity,
reveal God’s healing love by improving the health

of the individuals and communities we serve,
especially those who are poor or vulnerable.

Vision
SCLHS will realize its Mission

through the unyielding pursuit of
performance excellence, innovative growth and health care for all.

Core Values

Excellence
Respect
Response to Need
Stewardship
Wholeness
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Call to Integrity and Compliance—
Letter from the President and CEO

When we encounter or experience
a person of deep integrity, we
instantly sense wholeness, honesty and
consistency with values. The
individual is trustworthy, purposeful
and someone with whom we want to
be associated. He or she understands
what is right and follows through with
right actions.

As described in this Code of
Conduct Manual, it is this sense of
integrity that we want to promote and
embody across the Sisters of Charity
of Leavenworth Health System
(SCLHS). In an age of increasing
complexity of the health care delivery
system nationwide, it is increasingly
important that all of us clearly
understand our call to be responsible
and accountable in all matters relevant
to integrity and compliance. This
encompasses complying with rules and
regulations; meeting and exceeding
service expectations; and acting in
accordance with our Mission and Core
Values and with the tradition of our
founders, the Sisters of Charity of
Leavenworth (SCLs).

Our SCL heritage and our
SCLHS Mission and Core Values
provide the inspiration and the
foundation for why we serve and how
we should serve with integrity at our
Care Sites and at the System Office.

Job descriptions, policies and

procedures, accreditation standards,
letters of agreement and other
documents further clarify and define
how we should act in our relationships
with patients and their families,
physicians, one another, vendors,
payers, the government and others.

From the security officer to the
registered nurse, from the billing clerk
to the chaplain, from the housekeeper
to the CEQO, we are called to be people
of integrity within our specific jobs and
roles. Persons in leadership positions
have an even greater responsibility to be
role models, to ensure that our
employees understand this obligation,
and to foster a culture of integrity and
compliance across SCLHS and our
Care Sites.

We act as people of integrity and
in compliance with laws and regulations
because this is the right thing to do in
support of our Mission and Values. This
manual is a guide to build upon that
foundation and to elaborate further
upon what it means to act with
integrity and compliance. We encourage
you to seek further clarification from
your supervisor or your Care Site
Compliance Officer who is a resource if
you have questions or concerns.

Just as you recognize someone as
a person of integrity, our goal is that
SCLHS maintain our identity as a
Health System of deep integrity in all
of our interactions, service delivery
and compliance. We are counting on
you to help us sustain this valuable
reputation in the spirit of our Mission
and Core Values.

Thank you.
Yohs Stubowslec.

Mike Slubowski

President and CEO




Introduction

with patients, payers, government
programs, regulators, physicians, other
health care providers, subcontractors,
independent contractors, vendors,
consultants and one another.

Our vision is to create and sustain an
effective Integrity and Compliance
Program that brings clarity and value
to our organization and that
continuously fosters an organizational
culture of integrity and compliance.

Purpose of this manual
This manual provides guidelines of the
SCLHS Integrity and Compliance
Program. Its content touches
employees, physicians, vendors,
suppliers and other partners with
whom we interact. An essential
element of a consistent compliance
framework for SCLHS is that we
apply these standards uniformly and
transparently across our organization.
Our Integrity and Compliance
Program is universal and applies to
each of us, including leaders. By
leaders we mean Board members,
Senior Leaders, physician leaders,
Department Directors, Managers and
Supervisors.

This SCLHS Code of Conduct Manual
communicates essential standards that
govern our actions and business. The
goal of this manual is to guide and assist
us in performing our SCLHS jobs and
activities with integrity in alignment
with our Mission, Core Values and
Vision, and in compliance with all laws,
regulations and requirements.

In support of our Mission and Values,
it is important that you read and
understand these guidelines and abide
by them as you perform your job. This
will help ensure that we all carry out
our roles with the integrity that is core
to our heritage and tradition as a
Catholic health care provider.

Beyond this manual

In addition to following all laws,
regulations and SCLHS System Office
requirements, we are also expected to
access, review, know and follow the
requirements, policies and procedures
specific to our Care Sites. Please check
with your supervisor to become familiar
with policies and procedures for your
department and your Care Site.




Code of Conduct

SCLHS Code of Conduct

* We are committed to treating everyone we encounter and with
whom we interact with dignity and respect in support of
providing patient-centered care.

* We are committed to being good and trustworthy stewards of
the resources entrusted to us.

+ We are committed to conducting all activities in compliance
with applicable laws and regulations.

* We are committed to conducting activities and relationships
with others so as to avoid conflicts of interest.

+ We are committed to maintaining the confidentiality of patient
information and to protecting confidential and proprietary
information about our organization and employees.

What this means for
each person associated
with SCLHS

Conduct all of your SCLHS respon-
sibilities, relationships and activities
with integrity—always be honest,
fair, dependable and consistent.
Follow and comply with all
applicable laws, regulations and
requirements governing SCLHS
business conduct.

Follow all SCLHS and Care Site
policies and procedures.

Avoid conflicts of interest between
work and personal matters.

Speak up about behaviors or actions
that appear to be inconsistent with
our Code of Conduct.

What this means for
SCLHS Leaders

* Set an example through your words
and actions that demonstrates your
commitment to integrity and
compliance.

* Make consistent choices based on
honesty and integrity.

* Acknowledge and address integrity
and compliance problems.

* Never retaliate against anyone who
has reported a potential compliance
issue.

¢ Follow the standards, policies and
procedures of the SCLHS Integrity

and Compliance Program.



Culture of Dignity, Respect and
Patient-centered Care

e my We are committed to treating everyone we encounter
4" ¢ and with whom we interact with dignity and respect in

\ : \ support of providing patient-centered care.

in Catholic institutions. We encourage
our patients to participate in
considering ethical issues that arise in
their care. Mission and Ethics Leaders
at our Care Sites and the System
Office are available to assist with
ethical conflicts related to patient care.

Patient involvement in
decision-making

We involve patients, their family
members and representatives in care
decision-making, including respecting
patient and family preferences, when
appropriate. We respond to requests
for information, input or assistance in
a timely and supportive manner. We
explain available options for care, and
we obtain patient consent for
treatment. We disclose unanticipated
outcomes to patients and their
families.

Complaint resolution

Our culture of respect provides
patients and their families with the
opportunity to express their
complaints when they are not satisfied
with some element of the care they
receive. Each Care Site clearly informs
patients in writing how they can voice
concerns and complaints and how we
strive to resolve them promptly.

Examples that violate dignity, respect and patient-centered care
® A technician uses profane language in a patient care area as she expresses her
feelings about her supervisor and her recent evaluation.

® The supervisor discusses an employee’s family situation in a conversation with

another staff member.

* Co-workers treat an employee badly who previously reported another employee

for misuse of Care Site property.




Culture of Stewardship

We are committed to being good and trustworthy
stewards of the resources entrusted to us.

Examples that counter our culture of stewardship

® The cashier keeps an IOU list for employees who forget to bring money to the
cafeteria to pay for lunch and snacks.

® The clerk uses her hospital computer to make appointments for her part-time
job as a realtor.

* The marketing representative inflates the miles on his travel log to compensate
for rising gasoline prices.

Culture of Legal and Regulatory

Compliance

We are committed to conducting all activities in compliance
with applicable laws and regulations.

At SCLHS, we conduct all activities in
compliance with laws and regulations
applicable to fraud, waste and abuse;
self-referral prohibitions; anti-kickback
law; record retention; and cooperation
with government entities.

Fraud, waste and abuse
SCLHS Care Sites treat and care for
patients covered by Medicare,
Medicaid and other government
programs and abide by the laws,
regulations and program requirements
that exist to protect these programs
from fraud, waste and abuse. Fraud,
waste and abuse can result not only
from intentional misconduct, but also
from mistakes and actions leading to
unintended circumstances that can be
viewed as misconduct or waste. The
federal False Claims Act makes it a
crime for any person or organization
to knowingly make a false record or
file a false claim with the government
for payment.

Across our Care Sites, we do not
present or cause to be presented claims
for approval or payment that are false,
fictitious, fraudulent, inaccurate or
incomplete. We do not destroy

information considered part of the
official medical record. Furthermore,
we require that those individuals
performing coding and/or billing
services have the skills and quality
control processes necessary to ensure
that claims, coding and billing of
government and commercial insurance
programs are accurate, complete and
in compliance with applicable laws,
regulations and requirements.

Physician self-referral
prohibitions

Federal law (the Stark self-referral
statute) prohibits physicians from
referring patients to an entity for
“designated health services” (including
inpatient and outpatient hospital
services) if the physician or a member
of the physician’s immediate family has
a financial relationship with or interest
in that entity, unless an exception
applies. Stark also prohibits an entity
from presenting a claim to Medicare or
to any person or entity for these
services and requires a timely refund of
any amounts collected for services
performed under a prohibited referral.



Culture of Legal and Regulatory Compliance continued

Examples that reflect failure to comply with applicable laws

* A surgeon documents in the medical record that he made four post-operative
visits to the patient’s room when he only made two.

* The billing clerk submits a claim for medically unnecessary services or supplies;
with insufficient documentation; or that has been miscoded.

* The coder changes a diagnosis code at the request of the attending physician
without supporting documentation.

* A physician accepts payment from a home health agency for referring patients
to the agency’s services.

We are committed to conducting activities and relationships

~ with others so as to avoid conflicts of interest.

What is a conflict of
interest?

A conflict of interest exists when a
financial or personal relationship
impacts or otherwise influences your
decision, especially involving
transactions with vendors. The potential
for a conflict extends not only to you,
but also to your family members.
SCLHS has a Conflict of Interest Policy
that provides standards of behavior to
ensure decisions are made for the right
reasons and in support of our Mission.
This means that employees put the
interests of the organization before their
own personal interests, or those of their
family members.

As part of that policy, Board members,
Senior Leadership, Management and
others in a position to enter into
transactions on behalf of SCLHS or

Examples of a conflict of interest

our Care Sites are required to complete
annual statements disclosing any and
all potential conflicts of interest. The
Chief Compliance Officer carefully
reviews these statements and monitors
them, as needed, to avoid conflict of
interest situations.

Gifts

At SCLHS, we conduct our business
transactions fairly, at arms-length and
free from offers or solicitations of gifts
and favors, or other improper
inducements. We expect our services
and business relationships to stand on
their own merit and not to result in
personal gain. We do not offer, ask for,
accept or give gifts, services, improper
discounts, kickbacks or other items of
value to influence the business actions
of any suppliers, vendors, contractors,
employees or other third parties.

* A department manager purchases goods from a vendor because his family
member has a financial interest in the business.

* A surgeon chooses to use a particular surgical implant device because she has a

financial relationship with the vendor.

* A Board member votes to select a contractor to complete construction work for
the hospital because he is a partner with the contractor in another business.



Culture of Trust with
Confidential Information

| We are committed to maintaining the confidentiality of patient
v information and to protecting confidential and proprietary
) \ information about our organization and employees.

Information, ideas and what are called
“intellectual property assets” of SCLHS
are important to our organization. This
includes information about our
competitive position or business

strategies, and payment and

reimbursement information. Employees
are expected to ensure that intellectual
property—including patents,
trademarks, copyrights and software—
is maintained and managed to preserve
and protect its value. We protect and
share this type of information only
with others who need it to perform
their jobs.

Personnel
records/matters

We treat information related to
employees—salaries, benefits, and
personal and personnel matters—as
confidential according to applicable
Human Resources policies. Employees
whose jobs require access to or review
of personnel files maintain confiden-
tiality and use this information solely
for purposes of completing their role
responsibilities.

Examples that violate trust with confidential information
* A nurse reviews the records of her neighbor who was recently admitted to

another unit of the hospital.

® The med tech tells his wife that he visited with an old schoolmate who had lab

work drawn in the outpatient center.

® A staff member discloses medical information to a family member who is not
on the patients list of persons authorized to receive such information.




Reporting Expectations

Examples that could result in discipline include:

* Violating laws, regulations or requirements.

* Directing or requesting others to violate laws, regulations or requirements.
* Failing to raise a known or suspected compliance violation promptly.

For Help or
More

Information

Your Care Site has an individual—the
Compliance Officer—who has overall
responsibility for your Integrity and
Compliance Program. If you are in
doubt about an issue or you have a
concern, please discuss the issue with
your immediate supervisor, a Human
Resources representative, the
Compliance Officer or your SCLHS
Legal representative. If speaking with
one of these individuals does not seem
to be the best option for you, another
reporting option is the SCLHS
Integrity Line.

SCLHS
Integrity Line—
1-800-843-4359

The SCLHS Integrity Line is available
to all employees, volunteers and
physicians for communicating an
integrity or compliance issue or
concern. You can call this toll-free
number 24 hours a day, seven days a
week to report information you may
have regarding a possible violation of
law or an integrity issue.

The SCLHS Integrity Line is
confidential—you do not have to
give your name.

A trained communication specialist
takes notes as you describe your
concern. Calls are not tracked,
traced or recorded.

Questions may be asked of you
during the call to gather additional
information. You can report
whatever it is that concerns you.
Even if your information is
incomplete, it could help keep a
serious situation from developing.
At the close of the call, you will
receive a unique identification
number and a specific date to call
back to check on the status of your
concern.

A confidential report about your
call will be forwarded to your
Compliance Officer for review,
investigation and, when
appropriate, corrective action.

You should feel comfortable
providing information about
possible integrity or compliance
violations.
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Integrity Line

1-800-843-4359




Acknowledgment and
Participation Form

Each year, the Sisters of Charity of Leavenworth (SCLHS) asks you to
acknowledge your awareness and understanding of and obligation to
follow laws and regulations applicable to your function and job and the
SCLHS Integrity and Compliance Program requirements. It is your
obligation to raise and communicate in good faith any issues, concerns or
problems involving possible violations of applicable laws, regulations or
requirements.

Participation in activities and training relating to the SCLHS Integrity
and Compliance Program is required, should be made part of all
employee performance reviews, and is considered in decisions regarding
hiring, promotion and compensation.

I acknowledge that:

e [ have received and reviewed the SCLHS Code of Conduct Manual and
understand it represents organizational policies that are mandatory.

e I will report in good faith potential compliance issues, concerns or
problems to my supervisor, to the Integrity and Compliance
Department, to the SCLHS Integrity Line, or to another channel
specified within the SCLHS Code of Conduct Manual.

e I am aware that if I violate laws, regulations or SCLHS requirements,
such behavior may result in disciplinary action.

Signature Date
Printed Name Office Telephone Number
Employee ID Number Care Site/Work Location
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