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Element Three:

Training and Education


Compliance Training and Education:

Sample Policy and Procedure

Policy.
It is the policy of [Health Center Name] to provide compliance education and training so that all Board members, employees, contractors, agents, consultants, volunteers, and others who act on the health center’s behalf (“Individuals Affiliated with [Health Center Name]”) are familiar with [Health Center Name]’s Corporate Compliance Program, including the program elements and the top compliance risk areas.  In addition to general compliance training, [Health Center Name] also provides specialized compliance training for those working in “high risk” positions (such as coding and billing).  [Health Center Name] also uses targeted compliance training as part of the internal corrective action process.  All Individuals Affiliated with [Health Center Name] are trained as soon as possible upon beginning their affiliation and on a regular basis thereafter.  
Procedure.
 
I.  Types of compliance training.  [Health Center Name]’s compliance training and education plan is designed to address [Health Center Name]’s needs, compliance risk areas, and compliance history. The compliance training and education plan includes the following types of training:
A. General compliance training. All Individuals Affiliated with [Health Center Name] receive initial and ongoing general compliance training and education on [Health Center Name]’s Compliance Program to educate them on how to perform their jobs in compliance with all applicable laws and regulations and to familiarize them on [Health Center Name]’s Standards of Conduct, Corporate Compliance Plan and relevant policies and procedures. General compliance training and education includes but is not limited to:

i. [Health Center Name]’s Corporate Compliance Program: Includes a description of [Health Center Name]’s Corporate Compliance Program elements and an overview of the Standards of Conduct, Corporate Compliance Plan and relevant policies and procedures.  The training emphasizes that compliance is a condition of employment and that Individuals Affiliated with the [Health Center Name] have a duty to report known or suspected misconduct and may be subject to disciplinary action if they fail to report misconduct.
ii. Applicable laws and regulations: Includes an overview of relevant federal and state laws related to compliance risk areas, including but not limited to:
1. False Claims Act, including fraud, waste and abuse and the general requirements for coding and billing of health care services
2. Anti-Kickback Statute
3. Stark Law, exclusions, 
4. Areas of risk specific to [Health Center Name] or otherwise identified as relevant to [Health Center Name]
General compliance training also addresses any changes to [Health Center Name]’s policies and procedures and any changes to the laws. 
B. Specialized compliance training. [Health Center Name]’s compliance training and education plan includes requirements for positions designated as “high risk”, including coding, billing, providers, and others.  Managers/directors are responsible for identifying “high risk” positions in their department and establishing the training requirements.  Specialized compliance training includes but is not limited to:   
i. Individuals with direct responsibility for coding and billing: Includes coding and billing personnel, physicians and other clinical staff.  At least once a year [Health Center Name] provides specialized compliance training on the specific requirements relating to these job functions.  Participation by coding and billing personnel in [Health Center Name]’s specialized training and education efforts is mandatory and is documented in each individual’s personnel file.
ii. [Health Center Name] routinely, and as needed, conducts specialized training on other areas of the law relevant to [Health Center Name] for the purpose of educating and training individuals on performing their job functions in a manner that complies with all applicable laws, implementing regulations, and standards.
C. Targeted compliance training. [Health Center Name] uses compliance training and education as part of its internal corrective action process.  Targeted compliance trainings address specific problem areas or vulnerabilities and address potential problem areas identified in the course of an audit or otherwise brought to the attention of the Compliance Officer.  
II. Training methods. [Health Center Name] conducts compliance training and education in person and online using [Health Center Name]’s learning management system.  [Health Center Name] also sends compliance emails, posts compliance updates on the intranet, and uses other available less formal training mechanisms.  [Health Center Name] employees also attend third-party training opportunities as needed. 
III. Signed acknowledgment. All Individuals Affiliated with the [Health Center Name] are provided with a copy of [Health Center Name]’s Standards of Conduct and Corporate Compliance Plan.  Individuals are required to sign an Acknowledgment indicating that they have received, reviewed and will comply with the Standards of Conduct and the Corporate Compliance Plan. 
IV. Individuals newly affiliated with [Health Center Name]. Individuals newly Affiliated with the [Health Center Name] receive general compliance training and education during orientation or as soon as possible after the beginning of their affiliation. Individuals newly Affiliated with [Health Center Name] who are required to complete specialize compliance training as described in this policy receive such training early in their affiliation and receive appropriate supervision until they demonstrate satisfactory understanding of the relevant requirements and procedures.  
V. Role of the compliance officer. General compliance training and education is conducted by, or under the direction of, the Compliance Officer.  The Compliance Officer is responsible for developing, conducting, and monitoring general compliance education and training activities and retains the written record of the education and training efforts developed and implemented by [Health Center Name], including documentation of participation by each Individual Affiliated with [Health Center Name]’s compliance training and education activities. 
Specialized training is arranged by the manager/director with support from the Compliance Officer and Director of Human Resources.  Targeted compliance training is developed and arranged by the Compliance Officer, manager/director and the Director of Human Resources.  
Participation in and attendance at compliance training sessions is considered when reviewing employee performance.
VI. Additional training and education. Individuals Affiliated with the [Health Center Name] may be required to participate in other training and education programs developed or offered by [Health Center Name] (e.g., quality improvement programs). These programs are in addition to the Compliance Program and other specialized training and education discussed in this policy and procedure.
VII. Contract provisions. When applicable, contracts with contractors and vendors contain a provision reflecting the requirement that all Individuals Affiliated with the [Health Center Name] undergo [Health Center Name] compliance training and education pursuant to this policy and procedure. In the alternative, the contractor or vendor may certify that it has implemented an effective compliance program that includes training and education similar to that provided by [Health Center Name]. Even where contractors or vendors so certify, all Individuals Affiliated with the [Health Center Name] must acknowledge having received, reviewed and agreed to comply with [Health Center Name]’s Standards of Conduct and Corporate Compliance Plan.
This policy and procedure shall be periodically reviewed and updated consistent with the requirements and standards established by the Board of Directors and health center management, federal and state laws and regulations, and applicable accrediting and review organizations.
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� 	The Authors of these materials include attorneys at the law firm of Feldesman Tucker Leifer Fidell LLP. The sample documents offer general guidance based on federal law and regulations and do not necessarily apply to all health centers under all facts and circumstances. Further, these materials do not replace, and are not a substitute for, legal advice from qualified legal counsel.


� 	Authors’ note: Using the following sample as a guide, health centers should tailor the procedure to reflect their own health center’s processes and operations.
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