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[bookmark: _Introduction/Getting_Started]Part I
Introduction/Getting Started
[bookmark: _GoBack]Please read the enclosed materials, sign the required forms, scan and e-mail to your local CareerStaff office within 2 weeks.
This Annual In-Service is required. If you do not return the forms, you will not be permitted to work.
If you have questions regarding the content of this material, please contact your local CareerStaff office. You will be referred to the correct educational resource.
Thank you for your cooperation. 
The Genesis Integrity Program is designed to detect and correct any ethical or legal problems in how we conduct our business. All Genesis employees are required, as a condition of employment, to report any questionable activities they observe.

Would you recognize an integrity issue in your workplace? This program will review the components of the Genesis Integrity Program and identify your responsibilities as a Genesis employee. 
[bookmark: _Doing_the_Right]Doing the Right Thing
Genesis Healthcare
CareerStaff Unlimited


“The Genesis Integrity Program is intended to empower personnel to prevent, detect and resolve any conduct or action which fails to comport with applicable law, or which fails to satisfy the Genesis Standard of Conduct
Genesis Healthcare LLC is committed to the delivery of high quality healthcare services. To achieve that goal, it is the policy of Genesis to conduct all business affairs with the highest level of integrity. Genesis requires that every employee strictly complies with all applicable laws and regulations. The Genesis Standard of Conduct applies to all aspects of its operations including patient care, billing, maintenance of accurate corporate records, business conduct and all other facets of the company’s operations.
[bookmark: _Standard_of_Conduct]Standard of Conduct
Genesis is committed to advancing the state of healthcare services for the elderly and is in the business of providing cost-effective, outcome oriented services. Genesis continuously strives to quality care and services consistent with ethical and lawful standards.
Genesis is committed to conducting its business according to standards of conduct, which are set forth in the Company’s policies and Corporate Integrity Program, and which are in compliance with all federal, state and local laws and regulations. This program was developed to assure that Genesis continues to achieve its goals of providing quality care and services in a manner that is consistent with applicable laws and the Genesis Standard of Conduct.
The Corporate Integrity Program is intended to empower personnel to prevent, detect and resolve any conduct or action which fails to comport with applicable law, or which fails to satisfy the Genesis Standard of Conduct. 
Genesis is dedicated to full implementation of this Program, and in the creation and maintenance of a corporate culture that refuses to tolerate non-compliance, in any respect, with law or with Genesis’ Standard of Conduct.
The Corporate Integrity Program highlights behavioral standards and legal standards for all employees.
[bookmark: _Genesis_Integrity_Program]Genesis Integrity Program



[bookmark: _Behavioral_Standards]Behavioral Standards
Behavior of Employees
· No conduct which limits, restricts or Interferes with our ability to respond to our customers' needs is acceptable.

Allegations of Abuse, Neglect, Misappropriation or Crime
· The company will not tolerate any type of patient abuse or neglect.  Employees must immediately report any incident of suspected or known abuse, neglect, misappropriation or crime against a patient.  

Equal Employment Opportunity
· Genesis employment is governed on the basis of merit, qualifications and competence, and is not influenced by race, color, age, religion, gender, gender identity, national origin, ancestry, sexual orientation, military status, veteran status, or disability.

Statement on Harassment
· Effective working relationships must be based on mutual respect. No harassment of any employee by another is acceptable. 

Conflict of Interest
· Each employee and family must avoid conflict between the Company's interests and the financial or other interests of the employee or his family. Employees must report actual or potential conflicts of interest to supervisors.

Proprietary Information
· All information received from Genesis containing confidential information is the sole property of Genesis and may not be shared or used in any manner, except as required in the normal course of business.

Competition & Solicitation
· Certain employees must not compete with or solicit clients or business away from Genesis, or influence employees to leave Genesis.

Accepting Gifts or Gratuities
· Employees must not accept or offer any form of gifts from suppliers, vendors, customers, families, or companies seeking to do business with Genesis.

Political Contributions
· Employees may not use Company funds/property for political contributions.

Substance Abuse
· The distribution, possession or illegal use of a controlled substance in the workplace is prohibited.

Workplace Violence
· Fighting, disorderly conduct, physical, verbal or mental abuse of any person is unacceptable.

Rules & Regulations
· All employees must comply with the Company's rules and regulations.

Disciplinary Procedure
· Genesis supports a progressive discipline policy.

Complaints/Disputes
· Give notice of complaint to supervisor, then to next level up and so on.



[bookmark: _Legal_Standards]Legal Standards




Medical Necessity
· The Company will bill only for services which are warranted by a customer's current and documented medical condition, and which are ordered by a physician.
Billing for Services Rendered
· The Company will bill only for medically necessary services that are actually rendered.
False Claims
· The Company will not make false statements on medical claim forms to obtain payment, or higher payment, to which it is not entitled.
Anti-Kickbacks
· The Company will not submit claims for customers who were referred to the Company under contracts or financial arrangements that induce such referrals, nor accept money in exchange for referrals.
Cost Reports
· The Company will submit cost reports that accurately reflect actual allowable operating costs.
Billing Codes
· The Company will use billing codes that actually reflect the service furnished and which provide for the appropriate payment rate.
Bundling of Services
· The Company will bill for tests or procedures that are required to be billed together as a single bill and not in a piecemeal or fragmented fashion.
Licensing
· The Company will bill only for services that are rendered by a licensed practitioner.
Covered Services
· The Company will not bill for non-covered services as covered ones.
Carriers
· The Company will not bill the wrong carrier to receive higher reimbursement.
Physician Self-Referral
· The Company will not permit physicians to make referrals to an entity in which the physician or an immediate family member has a financial interest.
Retention of Records
· The Company will maintain all medical documentation required by federal and/or state law to substantiate the services provided and to document medical need.
HIPAA
· The Company will protect the privacy of Protected Health Information (PHI) and will comply with all the privacy standards contained in the Health Insurance Portability and Accountability Act of 1996 (HIPAA).
Section 504
· The Company is committed to compliance with Section 504 of the Rehabilitation Act of 1973, and will work to protect qualified individuals from discrimination based on disability.
The Compliance Officer reviews and, if necessary, updates the Program annually. The Compliance Officer also will report significant compliance issues to the Chief Executive Officer, the Genesis Legal Department and the Corporate Integrity Committee including the results of investigations and any subsequent disciplinary or remedial actions taken.
Corporate Compliance Officer:
Responsible for the administration of the Program

-Answer questions
-Initiates internal investigations
-Resolves problems
-Initiates disciplinary action
-Reviews/updates program as indicated
[bookmark: _Corporate_Compliance_Officer]Corporate Compliance Officer
The Compliance Officer is responsible for overseeing the Program, including answering questions, initiating internal investigations when necessary and resolving problems. The Compliance Officer, with the concurrence of the Chief Executive Officer or the Board of Directors, may use any of the Company’s resources, including any outside consultants deemed useful or necessary, to evaluate and to resolve compliance issues and to ensure the overall effectiveness of the Program. If warranted, the Compliance Officer may take action as a result of a compliance issue in accordance with the Policy and Procedure for Dealing with Reports of Non-Compliance set forth below. The Compliance Officer, in conjunction with Genesis’ legal staff, human resources personnel or senior management, may take disciplinary action in appropriate cases against any employee in accordance with the Policy on Disciplinary Action set forth below.
While Genesis has designated a Compliance Officer, it does not diminish or alter any employee’s independent duty to abide by the Program or the responsibility of any supervisor to ensure compliance by those employees he or she supervises.
[bookmark: _Internal_Audit_Department]Internal Audit Department
The Internal Audit Department’s monitoring includes audit processes designed to review the Program’s operational effectiveness. The audit processes include random reviews of procedures established under the Program, verifications that important Program tasks are being performed, reviews of written acknowledgments and certifications. The Internal Audit Department results are communicated on an on-going basis to the Corporate Compliance Officer.
Determines operational effectiveness of the Program

-Review of procedures
-Verification of Program tasks
-Review of written certifications

[bookmark: _Compliance_Liaison]Compliance Liaison

Genesis has designated Compliance Liaisons throughout its regions and service areas to ensure that all Genesis employees have a direct and immediate resource for reporting and resolving compliance issues. The Liaisons are available to address questions, complaints, concerns or suggestions regarding the Program. The Liaisons must attempt to resolve any compliance issues brought to their attention. Liaisons must also report all compliance issues to the Compliance Officer and assist in their resolution in any way necessary.






Direct and immediate contact for reporting and resolving compliance issues
-Available to address questions, complaints, concerns or suggestions regarding the Program
-Attempts to resolve any compliance issues brought to their attention
-Reports all compliance issues to the Compliance Officer and assists in their resolution in any way necessary
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-Supervisor
-Corporate Integrity Hotline: (800) 893-2094
-Janine Valdez, 
Corporate Compliance Officer
(505) 468-2384
Janine.Valdez@genesishcc.com
[bookmark: _Reporting_Genesis_Integrity]Reporting Genesis Integrity Issues
Every employee of Genesis is responsible for promptly reporting any actual or suspected compliance issues.  If you see something that doesn’t seem right in your workplace, there are several avenues for reporting the possible integrity violation:
· Contact your immediate supervisor, who will forward the issue to the Corporate Compliance Department for prompt attention.
· Call the Genesis Integrity Hotline (800-893-2094). Your call will get prompt attention. 
· Contact the Corporate Integrity Liaison for your geographic area (contact information is available on the Genesis “Central” Intranet, on the Compliance tab). The Compliance Liaison will forward the issue to the Compliance Department for prompt attention and follow-up.
· Finally, you can contact Janine Valdez, Compliance Officer.


[bookmark: _Anonymity]Anonymity


It is the policy of Genesis to seriously consider all reports of alleged misconduct. Reports of misconduct may be submitted in writing or via the Hotline. The written report may be directed to the respective Liaison or the Compliance Officer who shall assure that the following steps are taken whenever possible, and as determined to be necessary based on the nature of the issue:
(1) The Compliance Officer will, where necessary, document actions taken regarding the complaint, including an explanation of the nature of the compliance issue and its resolution;
(2) No commitments will be made to the party reporting the incident regarding his or her liability or what steps the Company may take in response to the report of wrongdoing.  When an employee promptly discloses his or her own non-compliance, this positive action will be considered when deciding on the appropriate consequences;
(3) All employees are obligated to assist in the investigation of any alleged compliance issues.
[bookmark: _Genesis_Integrity_Process]Genesis Integrity Process
Disciplinary action is based on the nature, severity, and extent of the misconduct

It will not be taken against an employee reporting misconduct, unless there is admission of personal wrongdoing.
Employees may file reports anonymously, but must provide enough information to start the investigation process.  Employees may make reports without fear of reprisal, retaliation or punishment for reporting.  Anyone, including a supervisor, who retaliates against an employee for reporting an issue, will be disciplined, including possible dismissal.

[bookmark: _Disciplinary_Action]Disciplinary Action
Any disciplinary action taken against an employee involved in misconduct will be determined based on the nature, severity and extent of the misconduct.
Genesis absolutely prohibits disciplinary action against an employee who reports what was reasonably believed to be an act of wrongdoing or a violation of the Company’s Standard of Conduct.
Employees should feel confident that no disciplinary action will be taken if reasonable suspicions or concerns turn out to be unfounded. On the other hand, the compliance reporting process should not be misused by employees as a means of asserting allegations that are clearly frivolous or asserted for the purpose of harassment. In those rare instances where allegations are clearly frivolous or are asserted to harass, the Company may consider appropriate disciplinary steps.
An employee whose report of misconduct contains admissions of personal wrongdoing may be subject to disciplinary action. However, the Compliance Officer may take into account an employee’s own admission of wrongdoing in determining whether, or to what extent, discipline should be imposed.

Genesis Integrity Process Con’t

The Compliance Officer shall, at a minimum, with the assistance of General Counsel, determine whether the alleged misconduct is a violation of federal or state law, the Company’s Standard of Conduct, poses a risk to the general public, or otherwise subject the Company to risk of economic injury or injury to its reputation.
Thereafter, the Compliance Officer shall take action commensurate with the gravity of the allegation to determine the validity of the allegation, and what remedial action and/or disciplinary action, if any, is warranted.
Where appropriate and necessary, the Compliance Officer shall report violations of federal or state law to the General Counsel and Chief Executive Officer, and externally as required by law;
The Compliance Officer will endeavor to ensure that all records related to reports of misconduct are preserved in accordance with law and in a manner that provides maximum appropriate protection under the attorney-client privilege and attorney work product doctrine.
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· Managers at all levels and divisions of the Company have the primary responsibility for communicating, both formally and informally, the paramount importance of compliance to all employees and for actively promoting adherence to the Program. Informally, managers should stress open communication about integrity and create an atmosphere that encourages integrity and fosters reporting of compliance issues. Managers should answer questions raised by employees or obtain the answer from a Liaison or the Compliance Officer.
· Managers are required to provide training programs to employees explaining the Program and instructing employees on how to deal with compliance issues. Managers are responsible for strictly adhering to the mandates of the Program and ensuring that the employees they supervise also strictly adhere to the Program. In addition, all managers must be accessible to employees who wish to report compliance issues. Managers must ensure that any actual or potential compliance issue is promptly reported to a Liaison or the Compliance Officer.
Compliance Officer, with assistance of General Counsel, determines whether a violation has occurred:

-Federal law
-State law
-Standard of Conduct
-Poses a risk to:
  -General Public
  -Economy of the Company
  -Company’s reputation

Compliance Officer determines appropriate action.

[bookmark: _GRS_Employee_Responsibility]CareerStaff Unlimited Employees Responsibility
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All employees are required to act in accordance with the Program as a condition of employment
Every employee of Genesis will receive training on the Program and is responsible for promptly reporting any actual or suspected compliance issues.
Three options of reporting are available:
1) directly to the employee’s supervisor/Manager;
2) contacting a Liaison or
3) directly to the Compliance Officer via the Genesis Integrity hotline (800-893-2094).
Any employee who is uncertain whether a particular situation constitutes a compliance issue should initially discuss the issue with his or her supervisor, Liaison or the Compliance Officer. Each employee should ask any questions he or she might have about the Program. If anyone is unclear as to responsibilities under the Program, clarification should be sought from his or her supervisor, Liaison or the Compliance Officer. All employees are required to act in accordance with the Program as a condition of employment.

Definition of Abuse
[bookmark: _Part_II:_Abuse]Part II: Abuse Prohibition


The willful inflection of injury, unreasonable confinement, intimidation, or punishment with result harm, pain, or mental anguish
-Verbal
-Sexual
-Physical
-Mental
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All staff should take an active role in this process – 
Share your concerns with your Staffing Manager/Area Manager
Involuntary Seclusion:
Separation of a patient from other patients outside his/her room or confinement to his/her room (with or without roommate) against the patient’s will, or the will of the patient’s legal representative
Neglect:
Failure to provide goods and services necessary to avoid physical harm, mental anguish, or mental illness
Misappropriation of Property:
Deliberate misplacement, exploitation, or wrongful, temporary or permanent use of a patient’s belongings or money without the patient’s consent
Components of Abuse Prohibition:
Screening of all potential hires
Training of employees
-New
-On-going
Prevention of occurrences
Identification of possible incidents or allegations which need investigation
CMS mandate (July 1999)
-Used by surveyors during:
  -Skilled Nursing Facility Standard survey process
  -Abuse complaint investigations
-Determine if a center has developed and operationalized policies and procedures that prohibit:
  -Abuse
  -Neglect
  -Involuntary seclusion
  -Misappropriation of property
All professionals who interact with residents or patients can have a positive impact on prohibiting abuse through: 
-Identification
-Investigation
-Reporting
[image: ]
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The Elder Justice Act is part of Health Care Reform under the Patient Protection and Affordable Care Act of 2010. It recognizes an older person’s rights to be free of abuse, neglect, and exploitation.




Contact information should be posted in the facility or can be obtained from the Administrator, Director of Nursing or 
Area Manager
Any reasonable suspicion of a crime against a resident

Report to:
-The state survey agency; and
-Local law enforcement
A Covered Individual who sees or hears about possible criminal action against a patient or resident, must immediately contact the state survey agency and local police directly. (A group of employees may also report suspicion of a crime jointly.) Alternately, you may report a suspicion to the building Administrator, Director of Nursing or your Area Manager, who will then contact the state survey agency and local police.
What Needs to be Reported?
The Elder Justice Act requires certain Covered Individuals in federally funded long-term care facilities to timely report any reasonable suspicion of a crime committed against a resident of that facility. Covered individuals are defined as:
· A full, part time or casual employee, regardless of your position at the facility;
· A regional manager, director or VP;
· A temporary employee or a consultant; an agent or contractor;
· A physician or an NPP; or
·  A Genesis program manager, therapist or assistant working in a gym.
The Elder Justice Act established requirements for reporting of crimes in long-term care facilities and created advisory bodies on Elder Abuse. In addition, the Elder Justice Act defined “elder justice” activities as efforts to prevent, detect, treat, intervene in and prosecute elder abuse, neglect, and exploitation. These elder justice activities will protect elders with diminished capacity while still maximizing their autonomy.

What Needs to be Reported Con’t


When reporting suspicion of a crime, time is of the essence and quick action is required:
Serious Bodily Injury – 2 Hour Limit
· If the events that cause the reasonable suspicion result in serious bodily injury to a resident, the Covered Individual shall report the suspicion immediately, but not later than 2 hours after forming the suspicion; 
No serious bodily injury – within 24 Hours
· If the events that cause the reasonable suspicion do not result in serious bodily injury to a resident, the Covered Individual must report the suspicion no later than 24 hours after forming the suspicion







No action will be taken against an individual who reports a reasonable suspicion of a crime under the Elder Justice Act
Failure to Report
-Potential fines and penalties
-Potential loss of professional license
-Disciplinary action up to and including termination
Failure to report suspicion of a crime can place you at risk for losing your professional license, possible severe civil monetary fines and disciplinary action by CareerStaff Unlimited, including possible termination.
Under the law, CareerStaff Unlimited cannot retaliate against any person who reports a reasonable suspicion of a crime under the Elder Justice Act. CareerStaff Unlimited will not discharge, demote, suspend, threaten, harass, or deny a promotion or other employment-related benefit to an employee, or in any other manner discriminate against an employee for making a report, causing a report to be made, or for taking steps in making a report. You have the right to file a complaint with the state survey agency if you feel that the Company has retaliated against you.
What happens if I don’t report a suspected crime?
Serious bodily injury may involve
· Extreme physical pain;
· Substantial risk of death;
· Protracted loss or impairment of the function of a bodily member, organ, or mental faculty; or
· Require medical care such as hospitalization, surgery, or physical rehabilitation.
What is “serious bodily injury”?

What are my responsibilities?


In compliance with the Elder Justice Act:
Genesis has developed a policy and procedure to address reporting responsibilities.
Genesis will annually notify Covered Individuals of their reporting obligations;
Each skilled nursing facility should have posted information explaining your rights, including the right to file a complaint if a long-term care facility retaliates against anyone who files a report.



If you believe that you have observed a behavior or action that would be construed as an integrity violation, please contact:
Janine Valdez
Compliance Officer
Genesis Healthcare
	800.893.2094
Janine.Valdez@genesishcc.com

Your Obligation as a CareerStaff Unlimited Employee
Additional information is posted on Genesis Central’s Compliance tab at:
· http://central.genesishcc.com/sites/compliance/default.aspx
· Contact your supervisor, the Human Resources Department or the Compliance Department
For additional information

[bookmark: _Part_III:_]Part III:  Section 504 
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Genesis is committed to compliance with Section 504 of the Rehabilitation Act of 1973.
 
What You Need To Know  
Section 504 of the Rehabilitation Act of 1973 is a Federal law that protects qualified individuals from discrimination based on disability. The non-discrimination requirements of the law apply to employers and organizations that receive financial assistance from any Federal department or agency, including the United States Department of Health and Human Services. Section 504 forbids organizations and employers from excluding or denying individuals with disabilities an equal opportunity to receive program benefits and services. It also defines the rights of individuals with disabilities to participate in, and have access to program benefits and services.  
 
Our Commitment  
Genesis recognizes that deaf or hard of hearing or otherwise disabled patients and their companions need and have a right to appropriate auxiliary aids and services to access and fully participate in the healthcare we provide. We are committed to providing appropriate auxiliary aids and services in a timely manner to ensure effective communication and equal opportunity to participate in our activities, programs and services. In accordance with the Section 504 prohibition on retaliation, Genesis will not retaliate, intimidate, threaten, coerce or discriminate against any person who has filed a complaint or who has assisted or participated in the investigation of any grievance. 

As healthcare providers, it is very important that we communicate effectively to provide appropriate, effective, quality health care services.

We do this to ensure that:
•	We understand the patient’s symptoms and pain levels
•	There is understanding of the problem or diagnosis
•	We provide the correct treatment
•	Our patients understand medical instructions, warnings or prescription guidelines

Genesis’s focus is on equal access to services and equal opportunity for the disabled. 
 

Prohibited Discriminatory Acts in the SNF Center Setting  
The Section 504 prohibitions against discrimination apply to service availability, accessibility, delivery, employment and administrative activities and responsibilities of organizations receiving Federal financial assistance. Genesis skilled nursing facilities will not:
· Deny individuals with disabilities the opportunity to participate in or benefit from federally funded programs, services or other benefits, 
· Deny access to programs, services, benefits or opportunities as a result of physical barriers, or 
· Deny employment opportunities, including hiring, promotion, training, and fringe benefits, for which individuals with disabilities are otherwise entitled or qualified. 

All employees must complete the Section 504 Compliance Training for Genesis Staff within 30 days of hire.  

Additional information regarding compliance with Section 504 can be found on Central:
 
http://central.genesishcc.com/sites/Compliance/Section504/default.aspx 




•	
[image: ]
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The Law
· The Health Insurance Portability and Accountability Act (HIPAA) is a federal law, which requires health care providers to protect the privacy of the patients and residents we serve. In that effort, we are required to safeguard their protected health care information (PHI) and electronic protected health care information (EPHI).



Policy
· All GHC employees must comply with Company policies and Federal HIPAA rules and regulations.
Training
· Each GHC employee must attend HIPAA training as part of orientation.
Privacy Officer 
· Any violation of a patient’s or resident’s privacy should be immediately reported to a supervisor and/or privacy officer designee. The privacy officer designees include:
· Center Administrators
· Other freestanding site managers
· Corporate Integrity Liaisons
· GHC Compliance Officer
Release of Information
· Disclosure of patient or resident PHI and/or photograph will only be allowed with a properly completed and signed authorization.
Authorized Parties
· Only authorized parties are to have access to patient and resident PHI. They include:
· The patient or resident
· A health care provider
· An authorized family member of the patient or resident.
Operational Safeguards
· Patient or resident PHI must always be protected from unauthorized parties.
· Discuss a resident’s care only with authorized parties and always in a protected area.
· Discard PHI utilizing a secure HIPAA bin or shred each document.
· Retain and secure records in accordance with policy.
· Fax PHI only to a pre-programmed designation or verify the fax number before transmission.
· Secure PHI when transporting and never leave unattended.
· Destroy records in conformity with the Genesis retention policy.
· Never remove PHI from the business location without authorization.

[bookmark: _HIPAA_Standards]HIPAA Standards
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Technical Safeguards
· Patient or Resident EPHI must always be protected.
· Never share your computer password with anyone.
· Always use secure/strong passwords.
· Log off or lock your computer when left un-attended.
· Encrypt electronic mail containing EPHI sent to an external location.
· Keep laptop computers in a secure location.
· Never use unauthorized storage devices such as unencrypted USBs or external hard drives.

Unauthorized Usage
· Patient and Company information must never be used for personal reasons.
· Never take or use a patient/resident photograph without authorization.
· The discussion of confidential Company and patient information on external websites is not permitted.
· The sharing of patient/resident information on social network websites is unacceptable at any time.


[bookmark: _HIPAA_Privacy_Rule]HIPAA Privacy Rule Compliance Training



Privacy is one of our most important rights. Our patients trust us with their personal information and expect that we will keep it private and confidential. A breakdown in confidentiality can embarrass and hurt both our patients and Genesis.


Protecting Electronic Protected Healthcare Information (EPHI)
· To protect EPHI, both the sender and the receiver of the information need to mutually agree to use email for the delivery of this information.
· Remember…. Just placing a “confidential information” or a “disclaimer” on the bottom of an email doesn’t keep it from being stolen or compromised.
[image: ]
In order to safeguard EPHI, the following steps must be taken:
1. Sender and receiver establish mutual consent to using email for the delivery of EPHI
· CareerStaff Unlimited to facility staff, provider, insurer:
· Agreement to use email should be established up-front, including the exchange of any encryption passwords if used
· If passing more than one resident’s data at a time (e.g. a listing or report), the document MUST be encrypted
· CareerStaff Unlimited to patient
· Patient may initiate email communication with CareerStaff Unlimited. We should make sure the patient understands the risks associated with using unprotected email. If the patient understand and is acceptable to these terms, you may use email.
2. Address it to the appropriate, authorized individual
· Avoid unintentional disclosures
· Verify address with recipient prior to sending
· Be careful of auto-fill
· Re-review the address again before pressing Send
3. Limit the EPHI to only that which is required
4. Encrypt/password protect the EPHI data; particularly if related to more than one individual
· Password protect the file (Word, Excel, Adobe pdf) prior to emailing
· DO NOT send the password in the same email as the encrypted document-ideally share the password in advance over the phone
· If you routinely share protected documents with the same recipient, using the same password will simplify the process


Emailing unprotected EPHI is prohibited!




Key Points to Remember
· Patients have the right to control who sees their protected, identifiable health information
· Protected health information should not be released without the proper authorization
· Protected health information and/or company proprietary information that is sent electronically must be encrypted prior to sending
· If you suspect that a violation has occurred, contact the Privacy Officer Designee for your location

[image: ]
E-mailing EPHI that is unprotected is prohibited. Your supervisor can provide you additional information regarding how to protect EPHI. You can also view the information on e-mail security posted on Central>Systems>IT Security for complete information on this process.






Attachment A

[bookmark: _Genesis_Integrity_Certification/Tra]Genesis Integrity Certification/Training Acknowledgment






	☐	I have received in-service training on the Genesis Integrity Program and on how I should handle any questions related to compliance with the Program, or report any compliance issues. I understand my role and responsibilities under the Integrity Program.


	☐	I agree to disclose promptly to either my supervisor, the Compliance
Liaison, or the Compliance Officer any conduct that is known or
reasonably suspected by me to be unlawful or contrary to the
Company's Standard of Conduct. I acknowledge that my duty to make
such prompt disclosure is a vital part of my responsibilities as a
Genesis employee, and that my failure to report known or reasonably
suspected unlawful or improper conduct, as required above, may be
grounds for discipline by Genesis.







	REQUIRED INFORMATION:

	

	________________________________

	Employee’s ID#

	

	________________________________

	Employee’s Name (Please Print)

	

	________________________________

	Employee’s Signature

	

	________________________________

	Date









*Each signed Acknowledgment must be retained in the employee’s personnel file.


[bookmark: _Attachment_B_1]Attachment B
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I (Print Name)_________________________________________________________ have:



· Received, read, and understand the enclosed pages titled: "Integrity Program Behavioral Standards", "Resident Bill of Rights, " "HIPAA", and "Abuse Prohibition".


I understand that if I have questions regarding this material now, or at any time in the future, I may receive clarification by asking a representative of CareerStaff Unlimited or Genesis Healthcare who will either answer my questions or refer me to the correct educational resource.










_____________________________________________		___________________
Employee Signature (please make your name legible)			Date
Genesis Integrity Program
Page 1

Genesis Integrity Program
Page 6

Genesis Integrity Program
Page 7
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CareerStaff Divison and Office Location Name:________________________________________________________

□ I am a New Employee		□ I am Current Employee completing my Annual Certification

	□
	I understand that it is my goal to provide the finest quality of care and treatment to our residents, in compliance with all applicable laws and regulations, and in accordance with our Standard of Conduct and specific Legal, Behavioral and HIPAA Standards.

	□
	In Order to maintain the desired level of care and treatment, I understand that it is important for Genesis to review information from employees about the quality of care and treatment, and also about any conduct that is known or reasonably suspected to be unlawful or improper under the Genesis Standard of Conduct and specific legal, Behavioral and HIPAA Standards.

	□
	I have read the company’s Standard of Conduct and specific Legal, Behavioral and HIPAA Standards, and I acknowledge that it is my duty to make prompt disclosure of any conduct contrary to the finest care and treatment of our residents, or which is unlawful or improper under these standards.

	□
	I have received and read the enclosed information about the “Elder Justice Act” and the Section 504 Compliance Materials, and I acknowledge that it is my duty to timely report any reasonable suspicion of a crime committed against a resident of a long-term care facility.

	Are you aware of any unreported conduct, or have you been asked to engage in any conduct, which can be described as:

	1.
	Something that would constitute a violoation of any resident’s rights or similar laws, rules or regulations?
□ Yes, I am aware of such activity.*
□ No, I do not know of any activity.


	2.
	Any situation you believe to be false or fraudulent documentation or care, treatment or services to any resident?
□ Yes, I am aware of such activity.*
□ No, I do not know of any activity.


	3.
	Any action that resulted in abuse, neglect or mistreatment of any resident or misappropriation of funds?
□ Yes, I am aware of such activity.*
□ No, I do not know of any activity.


	4.5.

	Any incident you know of (or reasonably subject) as unlawful or improper under the Genesis Standard of Conduct?
□ Yes, I am aware of such activity.*
□ No, I do not know of any activity.
	
I am an hourly/non-exempt employee.  I understand that Genesis intends to pay me for all hours worked, and I believe that I have not been properly paid.  (Check “Yes” only if you are hourly/non-exempt and you believe you have not been properly paid.)
  Yes, I am aware of such activity.*
  No, I do not know of any activity.



Please ensure that one box for each of the four questions above is checked before signing.
*If you have checked “Yes” to any of the above questions, it is your obligation to provide details below”. (Use back if space is needed.)

	____________________________________________________________________________________________________________________


	____________________________________________________________________________________________________________________



Employee Signature:____________________________________________________	Date:________________________

Print Name:___________________________________________________________	Phone #:_____________________

Each signed CERTIFICATION FORM must be returned to your local CareerStaff office in hard copy via fax or email.
*When allegations are reported, a copy of this CERTICATION FORM must also be mailed immediately to the Compliance Officer for review and follow-up: 101 Sun Avenue NE, Albuquerque, NM 87109, emailed to Janine.Valdez@genesishcc.com, or sent via fax to 505.468.8384.  
Genesis Integrity Hotline Telephone Number: 1-800-893-209401/2015 (Discard all prior versions)

	

	[bookmark: _Attachment_D]Attachment D


	
	



For New Hampshire Employees Only. 
New Hampshire Attestation
Background Information

	Per the New Hampshire Code of Administrative Rules, personnel working in health facilities are required to provide a statement prior to hire and annually regarding certain background information.   This information helps to document your eligibility to work in a healthcare facility.    

If you agree with the following statement, please sign and date below.   

· I have not been convicted of any felony in this or any other state.

· I have not been convicted for sexual assault, other violent crime, assault, fraud, abuse, neglect, or exploitation or pose a threat to the health, safety or well-being of a resident.

· I have not had a finding by the New Hampshire Department of Health and Human Services or any administrative agency in this or any other state for assault, fraud, abuse, neglect or exploitation of any person.


_____________________________________________
Print Name


_____________________________________________
Signature


_____________________________________________
Date


If you are not able to attest to the above, please provide an explanation below:

________________________________________________________________________________

________________________________________________________________________________

________________________________________________________________________________

________________________________________________________________________________





January 2015						Retain in Employee Personnel File
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