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Corporate Compliance Program and Plan

C

rossroads Youth & Family Services is dedicated to the delivery of services, including delivery of behavioral health care services and advocacy efforts for the persons served, in an environment emphasizing corporate citizenship and characterized by strict conformance with the highest standards of accountability, ethical codes of conduct, and professional responsibility for administration, business, clinical, human resources, marketing and financial management.  Accordingly, Crossroads Youth & Family Services ensures, at a minimum, that its operations are in compliance with all applicable legal and regulatory requirements, including but not limited to: rights of persons served, confidentiality, reporting, contractual relationships, licensing, corporate status, employment practices, mandatory employee testing, privacy of persons served, and debt covenants.

The organization’s leadership is fully committed to the need to prevent and detect fraud, fiscal mismanagement and misappropriation of funds and therefore, to the development of a formal corporate compliance program to ensure ongoing monitoring and conformance with all contractual, state, federal, legal, and regulatory requirements.  Furthermore, the organization is committed to the establishment, implementation and maintenance of a corporate compliance program that emphasizes (1) prevention of wrongdoing, whether intentional or unintentional (2) immediate reporting and investigation of questionable activities and practices without consequences to the reporting party, and (3) timely correction of any situation which puts the organization, its leadership or staff, funding sources or clients at risk.  

LEGAL AND REGULATORY REQUIREMENTS AND ISSUES

Compliance with Laws, Regulations and Organization Policies 

Employees of Crossroads Youth & Family Services should be cognizant of applicable laws and regulations that apply to and impact upon documentation, coding, billing, and competitive practices, as well as the day-to-day operations and activities of the organization, its agents, employees, and representatives.  Each employee of Crossroads Youth & Family Services has an obligation to familiarize himself or herself with laws and regulations applicable to the services with which they perform or provide in their respective capacities.  Should any question or uncertainty regarding said laws, regulations or requirements exist, it is incumbent upon each employee to seek guidance from the designated Corporate Compliance Officer.

Crossroads YFS does not tolerate the willful violation or circumvention of any Federal, state, local, or foreign law by an employee during the course of that person's employment; nor does the organization tolerate the disregard or circumvention of Crossroads Youth & Family Services policy or engagement in unscrupulous dealings. Employees should not attempt to accomplish by indirect means, through agents or intermediaries, that which is directly forbidden.

All employees are expected to comply with applicable Federal, state, and local laws, regulations, and rules, in addition to the corporate Code of Ethics.  Any suspected violations must be reported to the designated Corporate Compliance Officer and/or other appropriately designated individual who will thoroughly investigate each said report consistent with the corporate Code of Ethics and Grievance Policy.  No employee will be reprimanded or will suffer adverse employment action based on a report of suspected violations.

Substantiated Corporate Compliance Program violations are a serious matter having potential legal ramifications for Crossroads Youth & Family Services and its employees.  Violators are subject to and will be handled in accordance with organization disciplinary policies.  Additionally, violations can subject employees to civil and criminal sanctions at no expense to Crossroads Youth & Family Services.

CORPORATE COMPLIANCE OFFICER

In an effort to ensure corporate responsibility, the Crossroads YFS Board of Directors has designated the Director of Human Resources as its Corporate Compliance Officer.  The duties and responsibilities of the Corporate Compliance Officer will include, but will not be limited to, the duties as delineated herein:

1.
Working with the organization Board of Directors, administrative team, attorneys and other appropriate agents and representatives in preparing, developing, and overseeing the implementation of, written procedures and guidelines on federal, state, and local regulatory issues.

2.
Providing training and guidance relating to regulatory Corporate Compliance issues.

3.
Handling inquiries and allegations by employees regarding any aspect of compliance and providing contemporaneous reports to the Executive Director regarding the same.

4.
Investigating any information or allegations concerning possible unethical or improper business or treatment practices.

5.
Providing guidance and interpretation to the Board of Directors and organization personnel, in conjunction with organization counsel, on matters related to the Corporate Compliance Program.

6.
Planning and overseeing regular, periodic audits of organization operations in order to identify and rectify barriers to the efficacy of programs.
7.
Preparing annual reports for the Board of Directors and Executive Director concerning the Corporate Compliance activities and actions undertaken during the previous or current year, the proposed Corporate Compliance Program for the following year, and any recommendations for changes in the Corporate Compliance Program.  Said reports shall be kept for a minimum three-year period and shall be made available to appropriate accrediting authorities.

8.
Ensuring that independent contractors and other agents of the organization are aware of and adhere to the Corporate Compliance Program.

9.
Receiving and handling any search warrant, subpoena, inquiry or other legal action involving the organization in cooperation and coordination with the Executive Director and organization counsel.  In the event that an employee is served or notified of a search warrant, subpoena, inquiry or other legal action or document, the Executive Director and Corporate Compliance Officer will be contacted by the most expedient means.  Copies of all legal documents will be immediately copied and faxed to the Executive Director and Corporate Compliance Officer.  Under no circumstances will any records, files, receipts, or other forms of documentation of any kind be related without authorization of the Executive Director or Corporate Compliance Officer.

10.
Performing other such duties and responsibilities as the Board of Directors or Executive Director may request or may be necessary for compliance with all applicable laws, regulations and rules.

CORPORATE COMPLIANCE PROGRAM

The corporate compliance program for Crossroads Youth & Family Services consists of the following:

1.
A formal resolution on corporate compliance that has been adopted by the governing body as a way to document the effective date of program implementation;

2.
Written designation of a Corporate Compliance Officer responsible for monitoring and reporting on matters pertaining to corporate compliance;

3.
A corporate Code of Ethics regarding professional conduct and responsibilities, personal behavior, business practices, marketing practices, contractual relationships, clinical practices, human resources practices, and service delivery, including potential conflicts of interest, exchange of gifts, money, and/or gratuities, personal fundraising , organizational fundraising (if applicable), personal property, setting boundaries, witnessing of documents, and prohibiting waste, fraud, abuse, and other wrongdoing;

4.
A “no reprisal” system for employees to use in reporting waste, fraud, abuse or other questionable activities and practices as delineated herein;

5.
Written procedures for:

a.
Timely investigation of allegations of fraud, waste, abuse, and other wrongdoings as set forth in the corporate Code of Ethics and Grievance Policy;

b.
Dealing with violations of the organization code of ethics in a fair and consistent manner as set forth in the corporate code of ethics, grievance and disciplinary procedures;

c.
Dealing with violators of the organization Corporate Compliance Program in a fair and consistent manner;

6.
Policies and procedures delineated below will direct staff members in how to respond to subpoenas, search warrants, investigations, and other legal actions.

RESPONDING TO SUBPOENAS, SEARCH WARRANTS, INVESTIGATIONS, AND OTHER LEGAL ACTIONS

This policy provides guidance to Crossroads Youth & Family Services’ position, rights, and responsibilities when responding to and complying with subpoenas, search warrants, investigations and other legal actions.

PROCEDURES

In the event that an employee is served or notified of a search warrant, subpoena,

inquiry or other legal action or document, the Executive Director and Corporate

Compliance Officer must be contacted by the most expedient means.  Copies of all legal documents will be immediately copied and faxed to the Executive Director and Corporate Compliance Officer.  Under no circumstances will any records, files, receipts, or other forms of documentation of any kind be released without authorization of the Executive Director, Corporate Compliance Officer, or Privacy Officer.

Responding to Subpoenas.  Any employee, agent or representative of Crossroads Youth & Family Services who receives or is served with a subpoena or court order for any purpose relating to or arising out of their employment or relationship with Crossroads Youth & Family Services is to immediately inform the Executive Director and the Corporate Compliance Officer.

The Executive Director and Corporate Compliance Officer in cooperation with one another and, when necessary, in cooperation with organization counsel and the Privacy Officer will review the subpoena, court order, or other legal document served; determine the appropriate method of responding to said subpoena, court order, or legal document, whether by means of timely producing that which is being sought, filing a timely objection to the production of the that which is being sought, or taking other appropriate measures consistent with the laws, regulations and rules to which the organization is bound.

Responding to Search Warrants.  Any employee, agent or representative of Crossroads Youth & Family Services who is served with a search warrant should escort all law enforcement personnel, state and federal agents to a conference room or private office; identify the agent in charge; and immediately contact and inform the Executive Director and the Corporate Compliance Officer.  The employee should then inform the agent in charge that the Executive Director and/or Corporate Compliance Officer have been contacted, are on their way, and request the agent in charge not to proceed until the Executive Director and/or Corporate Compliance Officer arrive.

If the agent will not wait for the Executive Director and/or Corporate Compliance Officer to arrive, the employee should take the following steps to monitor the search:

1.
Carefully read the warrant.

2.
Make sure the warrant is signed by a judge or magistrate.  If there is any discrepancy, notify the agent in charge.

3.
Determine the scope of the warrant, the area to be searched and the type of evidence to be seized.  A search warrant permits the designated agent to search and seize property.  If there is any discrepancy between the scope of the search document and the search actually conducted by the agent, notify the agent in charge.  Attempt to assist the agent in retrieving those documents that are subject to the search.

4.
Identify those essential employees that are knowledgeable and can assist in retrieving the documents, computer information, etc.  Notify the agent in charge that key employees are here to ease the search with minimal disruption of business and that other employees are permitted to leave.

5.
Advise employees that persons executing the warrant may ask them questions.  Advise employees they are not required to engage in discussions.

6.
Monitor the search, but do not impede or obstruct.

7.
Photocopy each seized item.  If the agent in charge refused to permit you to photocopy, record in detail all items seized.

8.
Agents sometimes number the rooms they enter.  Record the numbering scheme.

9.
Request back up copies of all documents before agents seize computers.
10.
If agents attempt to seize privileged documents or other documents that you believe are outside the scope of the warrant, notify the agent in charge.  Ask that the privileged material be segregated from the other materials and marked as “privileged.”

11.
The agent in charge will prepare an inventory of the items seized.  Ask for a copy of that inventory before the agent leaves, but do not sign anything verifying the content or accuracy.

12.
Instruct employees to not discuss the search warrant or any related events with the press or other employees.

Responding to Investigations.  It is the policy of Crossroads Youth & Family Services to cooperate with law enforcement officials.  Crossroads Youth & Family Services will make all efforts, however, to encourage law enforcement officials to question clients, agents, representatives and employees in a fashion that provides minimal disruption of business.

ORGANIZATIONAL FUNDRAISING

These provisions are intended to serve as guidance for the roles, responsibilities, and requirements of Crossroads’ staff and volunteers in regard to fundraising activities on behalf of the agency.  
I. Privacy and Confidentiality

While preparing for and conducting fundraising activities, Crossroads’ employees or volunteers may have access to confidential information about individuals, businesses, donors, prospective donors, and others.  All information concerning financial capability, past giving, giving patterns, specific gifts, and personal disclosures about giving interests are considered to be private and strictly confidential. 

All information contained in the database, donor lists and any other related compilations is strictly confidential and intended exclusively for the use of Crossroads YFS, including but not limited to, donors’ names, addresses, email addresses, telephone numbers, place of business, and other related disclosures.

Employees of Crossroads YFS will respect the wishes of donors to have their names deleted from mailing or other solicitation lists.  No staff member or volunteer of Crossroads YFS will use cultivation and solicitation activities and resulting donor data for any other purpose whatsoever other than fundraising for the benefit of Crossroads YFS.

II. Donation/Gift Acknowledgement 

Donations and other gifts to Crossroads YFS will be acknowledged to the donor in a timely manner by letter or other written communication.   Provision will be made to recognize all donors to Crossroads YFS, regardless of the size of their gift, while recognizing the wishes of those who choose to remain anonymous.

Valuations of donations/gifts will be done in all cases solely by the donor.

III. Restricted Designations of Donations/Gifts

All restricted donations or gifts will be used for the purposes for which they were given by the donor.  If no instructions are given by the donor, donations/gifts will be considered by Crossroads YFS to be unrestricted.
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