l5 Daughters of Sarah

Nursing & Rehabilitation Center

DAUGHTERS OF SARAH NURSING CENTER, INC.

COMPLIANCE AND ETHICS PROGRAM

Purpose

Daughters of Sarah Nursing Center, Inc (hereafter “Daughters of Sarah”) is sponsored by the
Jewish community of the Capital District. Its mission - to enhance the quality of life of those it
serves by assuring maximum independence and dignity - is rooted in, and defined by, the
ethical values and teachings of Judaism.

Daughters of Sarah subscribes to the highest standards of care, ethical behavior and regulatory
compliance. This Program is intended to outline the policies and procedures Daughters of
Sarah has implemented, and will continue to implement, to ensure that all laws, rules and
regulations are complied with and that those ethical standards are met. These Programs,
Policies, and Procedures have been established to maintain and enforce a system of
accountability with compliance standards, and state Daughters of Sarah’s commitment to
quality care and responsible, ethical business conduct.

It is the goal of Daughters of Sarah, through the adherence to and compliance with this
Program and its related policies, to foster and nurture a “culture of compliance and ethical
performance” in all aspect of its operations.

Written Policies

Daughters of Sarah has implemented a number of written policies and procedures to provide
for ethical and legal compliance. These include, without limitation: this Compliance Program,
Fraud and Abuse Prevention Policy; Board of Directors: Conflict of Interest Policy/Code of
Conduct; Staff Conflict of Interest Policy and Principles; Compliance Manual: Code of
Ethics/Conduct; Business Office Procedures; Whistleblower Policy; Document Retention and
Destruction Policy; Mandatory Reporting Policies; Credentialing Policy; Privacy Policy; HIPAA
Privacy and HITECH/SHIELD ACT Security Policies; Procurement Policies; Quality Assurance
Program Policies; and Prohibition of Harassment Policy. These policies and procedures are
intended to cover: billings; payments; medical necessity; ordered services; quality of care;
board governance; mandatory reporting; privacy and IT security; contractor, subcontractor,
agent, or independent contract oversight (to the extent they may impact identified risk areas);
and credentialing, among other risk areas.
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All Board members, officers, employees, service contractors and subcontractors (including
healthcare professionals and outside consultants), and volunteers (sometimes referred to
herein as “Affected Persons”) shall be governed by, and are expected to comply with, these
various policies while engaged in any dealings with Daughters of Sarah It is also their obligation
to report (either in person or anonymously) in good faith any valid suspicion of misconduct or
violation of any policy. Applicable contractor agreements shall so specify that the parties are
subject to this Program.

Failure of any Board member or officer, staff member, contractor, or other person governed by
this Program to comply with the Program policies or to so report any valid suspicion of
misconduct or violation of any such policy can be construed as condoning misconduct, and may
lead to removal, disciplinary action (up to and including termination), or contract termination,
as the case may be.

Oversight Responsibility — Compliance Officer

Daughters of Sarah has designated its Administrator as the Compliance Officer, responsible for
overseeing the Compliance Program. The Compliance Officer shall report directly to the Chief
Executive Officer (“CEQ”) on all aspects of the Compliance Program, and periodically to the
Daughters of Sarah Nursing Center Board Corporate Compliance Committee and to the Board of
Directors on the program activities and efficacy. The Compliance Officer may perform other
duties for Daughters of Sarah as approved by the CEO, and shall advise the CEO promptly if
such other duties hinder the performance of the compliance function.

The responsibilities of the Compliance Officer shall be to:

m  Oversee and monitor the adoption, implementation, and maintenance of this
Program and related policies, including an annual review to determine if the
policies, procedures, and standards of conduct have been implemented and are
being followed, whether they are effective, and whether any modifications and/or
updates are warranted by regulatory changes and/or Daughters of Sarah’s
organizational experience;

m  Oversee the drafting and implementation, no less frequently than annually, of a
Compliance Work Plan addressing the Daughters of Sarah strategy for meeting he
expectations of this Compliance Program, focused on: (i) written policies and
procedures, (ii) training and education, (iii) auditing and monitoring, and (iv)
responses to compliance issues;
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m  Oversee the education and training steps taken to communicate the Compliance
Program and its objectives to staff and others, developing an appropriate training
plan;

m Assist in the design, implementation, and coordination of methods intended to
monitor and improve Daughters of Sarah’s efficiency, quality of service, and
reduction of fraud, waste, and abuse, including through specific audits or other
evaluations;

m  Oversee the design and coordination of the investigation and follow through on any
detected or reported incidents of possible misconduct or Compliance Program
violation, documenting, reporting, and pursuing corrective actions with involved
parties and, as warranted, New York State;

m  Ensure a review, at least annually,

m  Report any and all compliance activity immediately to the CEO, and no less than
quarterly to the Management Corporate Compliance Committee and the Board of
Directors, and periodically, as warranted, to the Board Corporate Compliance
Committee.

Compliance Committee

Daughters of Sarah shall establish a Management Corporate Compliance Committee which shall
work with the Compliance Officer to ensure that Daughters of Sarah conducts its business in an
ethical manner consistent with this Program. This Committee shall be comprised of senior
managers of Daughters of Sarah (and others as the Committee seeks to involve from time to
time), and shall have the following responsibilities:

m  Coordinate with the Compliance Officer to ensure that written policies are current
and accurate, and that education and training is completed in a timely manner;

m  Coordinate with the Compliance Officer to ensure communication with, and
cooperation by, those governed by this Program is facilitated;

m  Coordinate with the Compliance Officer to ensure that Daughters of Sarah has
systems in place to identify overpayments and other compliance risk areas, and
procedures for correcting and reporting issues;

m Advocate for sufficient funding and resources to meet compliance obligations, and
to advocate for the adoption of required modifications to this Program.

Daughters of Sarah has prepared a Management Corporate Compliance Committee Charter
that addresses: (i) designation of a Committee Chair, (ii) Committee membership, (iii) frequency
of Committee meetings not less than quarterly, (iv) Committee reporting to the CEO, Board
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Compliance Committee, and Board of Directors; and (v) the duties and responsibilities of the
Committee.

In addition, Daughters of Sarah has established a Board Corporate Compliance Committee to
monitor this Program, to meet periodically with the CEO and the Compliance Officer to review
compliance matters and receive reports of compliance activities, to further report on
compliance circumstances it observes to the Board of Directors, and to assist the Board in
meeting its governance role to ensure ethical operations by Daughters of Sarah.

Education and Training

To ensure that there is awareness of the Compliance Program, Daughters of Sarah Nursing
Center, Inc has implemented a training and education program. The training and education
program shall occur on an annual basis for all those covered by this Program and shall be
structured in a form and format understandable to the given trainees. The training and
education program should incorporate the following topics:

m  Daughters of Sarah’s identified risk areas and experience;
m A review of the Program’s policies and procedures;
m  The role of the Compliance Officer and the Compliance Committee;

m  How questions on compliance matter can be asked and how potential compliance-
related matters can be reported, including the obligation and means to report
suspected improper conduct, disciplinary standards for violating this Program or
failing to report known suspicions, and the protection from retaliation and
intimidation for good faith participation in this Program;

m Disciplinary procedures and standards;

m  How Daughters of Sarah responds to compliance issues and implements corrective
action; and

m Best practices for billing, coding, and claim development and submission, if
applicable to the given trainee(s).

As developed and modified by the Compliance Officer and the Management Corporate
Compliance Committee to meet Daughters of Sarah’s needs, the education and training
program shall have the following elements

m Information on the Compliance Program and its component policies will be
included in the Employee Handbook;
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m  Daughters of Sarah will prepare and distribute to employees, and contractors who
are engaged in a risk area identified by Daughters of Sarah, a Compliance Manual
outlining the Program and the Code of Ethics/Conduct expected of staff and
contractors, and containing other information relative to addressing/reporting
compliance issues;

m Information on Daughters of Sarah Nursing Center, Inc ‘s compliance standards and
procedures will be included in new employee orientation programs, which
programs will be required for all employees (including management and executive
employees);

m Daughters of Sarah’s standards and procedures will be communicated during
periodic in-service training programs and/or through periodic notices disseminated
to employees and others, including specific training that may be targeted to
employees whose jobs or compliance behavior warrant relevant information and
training;

m  Daughters of Sarah will, as necessary, provide remedial training when implemented
as a part of any corrective action taken;

m  Staff associated with contracted service providers will receive an initial orientation
training on the operation of Daughters of Sarah’s Compliance Program, and will be
periodically provided with education on Daughters of Sarah’s expectations pursuant
to the Compliance Program, including a review of the Program as part of Daughters
of Sarah’s mandatory in-service training.

m  Members of the Board of Directors will be trained on compliance matters on an
annual basis and kept informed as to the expectations and operations of the
Compliance Program, including their obligations for reporting suspected
compliance issues. The orientation of new Board Members will include training as
to the Program’s standards, operation and procedures.

Reporting Procedures

Daughters of Sarah shall insure that all staff, service contractors, consultants, and Board
members have open lines of communication to report, in good faith, suspicions of misconduct,
illegal or improper behavior, or Program policy violations, and that the confidentiality of such
reporting will be preserved to the extent permitted by law. Reporting may be made to any
Supervisor, Department Head, the Compliance Officer, the CEO, or the Board President.
Anyone who receives a report shall promptly notify the Compliance Officer, unless a conflict
involving the Compliance Officer exists, in which case the CEO shall be notified.
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In addition, to preserve a reporter’s ability to remain anonymous, Daughters of Sarah has
contracted with Senior Crimestoppers to maintain a 24 hour a day, 7 day a week, toll-free
Hotline to receive reports. Reporters can elect whether or not to disclose their identity to the
Hotline. Hotline reports will be forwarded to the Compliance Officer, or, in the case of a
conflict, to the CEO.

Enforcement and Discipline

Daughters of Sarah maintains disciplinary policies, as set forth in the Employee Handbook, the
Compliance Manuals, and the Board of Directors: Conflict of Interest/Code of Conflict Policy, to
encourage proper and ethical behavior by its employees, members of the Board of Directors,
and contractors. Such policies implement fair and progressive disciplinary proceedings for
violations of Daughters of Sarah’s policies, including engaging in acts of misconduct, not
meeting the expectations for good faith reporting of compliance issues by failing to report
suspicions of misconduct by others, or for encouraging another to engage in misconduct, or for
threatening another who is (or may be) reporting misconduct. Sanctions for staff include
counseling, warning, suspension, and discharge; sanctions for Board Members and Officers
include counseling and/or removal; sanctions for contractors and others include counseling
and/or termination of their engagement with Daughters of Sarah.

The Employee Handbook and Compliance Manual shall be distributed to all employees, and the
Handbook and Manual provisions, including the disciplinary standards, shall be reviewed with
new employees during orientation and regularly discussed with staff during in-service training
sessions. The Compliance Manual shall be distributed to contractors and others, and reviewed
as part of the mandatory training when provided to contractors. The Board of Directors:
Conflict of Interest/Code of Conflict Policy shall be distributed to members of the Board of
Directors and reviewed annually with Board Members and at Orientation for new Board
Member.

Disciplinary action shall be administered fairly and consistently, and shall apply to all levels of
personnel or other individuals engaged with Daughters of Sarah.

Monitoring and Auditing

Daughters of Sarah shall engage in a program of monitoring and auditing risk areas and its legal
and regulatory obligations to detect misconduct, fraud, abuse, and waste. By so doing,
Daughters of Sarah intends to meet and comply with its ethical standards. The design,
implementation, and results of such audits shall be documented and reported to the
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Compliance Officer, the CEO, the Management Corporate Compliance Committee, and the
Board of Directors.

The monitoring program, through internal and/or external audits, shall include:

m Audits of identified risk areas by persons having expertise or knowledge of the
subject matter audit topic. Results of such audits, as well as any government
instituted ed audits, shall be reviewed to help identify possible risk areas that can
then be incorporated into Daughters of Sarah’s Work Plan.

m A review, on at least an annual basis, of the overall effectiveness of this Program.
The review may include interviews with affected individuals, record reviews,
surveys, or other methods (provided that the integrity of the review is preserved).
All staff, contractors, and consultants, should be aware of Daughters of Sarah’s
ethical compliance expectations and should report suspected violations;

m A regular, consistent process to confirm the identity and determine the exclusion
status of all Affected Persons engaged in, or interacting with Daughters of Sarah in
connection with, identified compliance risk areas. Such process shall contain a
review of the NYS OMIG Exclusion List and the US HHS OIG List of Excluded
Individuals and Entities in a manner that provides a check at least every 30 days.

m  Reviews of potential compliance concerns identified from violation reporting to the
Compliance Officer, from concerns raised by the Board Corporate Compliance
Committee, the Board Finance/Audit Committee, the Quality Assurance
Committee, or the Board of Directors, or from issues highlighted by regulatory
agencies. The referenced committees shall, while preserving the confidentiality of
their activities, report areas of identified compliance concern to the Compliance
Officer.

Response and Prevention

Daughters of Sarah will take all reasonable steps to investigate and respond appropriately to
any compliance issues as they arise. Immediate investigation of reports will be made by the
Compliance Officer, or other appropriate party as designated by the Compliance Officer or the
CEO. Valid problems disclosed (either from reported instances or from internal or external
monitoring or audits) shall be promptly and thoroughly addressed by implementing corrective
procedures, policies or systems as warranted, structured to reduce and eliminate the potential
for a recurrence. Such corrective steps may include, without limitation:

m Refunding overpayments received by Daughters of Sarah to the appropriate

payor;
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m Providing additional training and education to staff and affected others on
compliance issues and Daughters of Sarah’s policies and procedures;

m Disciplining staff for violations of applicable laws, rules, regulations, or Daughters
of Sarah’s policies, up to and including termination;

m Suspension of billing for a given contracted service provider or for a particular
service unless and until relevant issues and concerns are adequately addressed;

m Modification of Daughters of Sarah’s business practices, procedures or other
policies to adequately address concerns raised;

m Modification of Daughters of Sarah’s Compliance Program to ensure continuing
compliance with applicable laws and regulations.

All compliance investigations will be documented, which shall include: (i) identification of the
alleged violation, (ii) a description of the investigative process, (iii) copies of interview notes,
(iv) any disciplinary or other corrective action taken, and (v) copies of other documents relevant
to a complete and through investigation. In accordance with Daughters of Sarah Document
Retention and Destruction Policy, such records shall be retained for a minimum of six (6) years.

When appropriate, validated issues -- whether intentional or unintentional -- will be reported to
the relevant governmental agencies or authorities having jurisdiction (such as the voluntary
Provider Self Disclosure Program maintained by the New York State Office of the Medicaid
Inspector General), and any overpayments improperly received will be repaid.

Non-Retaliation

In keeping with its mission, Daughters of Sarah encourages staff, service contractors,
volunteers, and consultants to act in a strictly ethical manner, and to report suspected
violations of policy or law. To facilitate that reporting, Daughters of Sarah has adopted
Whistleblower policies that, in accordance with law, insure that no one will be subject to
intimidation or retaliation for, in good faith: (i) reporting a potential compliance issue to the
appropriate personnel, (ii) participating in an investigation of a potential compliance issue, (iii)
participating in a self-evaluation or an audit, (iv) participating in any remedial actions to a
compliance violation, (v) reporting instances of intimidation or retaliation, or (vi) reporting
potential fraud, waste or abuse to the appropriate governmental authorities. These policies
also permit the institution of disciplinary proceedings against any staff member who causes or
encourages another staff member to engage in behavior violative of the Compliance Program
standards, or who engages in intimidation of or retaliation against anyone who has filed a good
faith compliance violation report.
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