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204 - Standards of Conduct/Code of Ethics/Code of Conduct

This section has details on how we are to conduct business. Please also see the Supplement to Section
204 at the end of this Handbook. Important note: This section and at other places in this Handbook
describe various behaviors and actions which are prohibited or required. However, CPI/ESSNY does not
intend for the way these behaviors/actions are described to in any way be interpreted as prohibiting any
protected concerted NLRA (National Labor Relations Act) activity.

The successful business operation and reputation of CPI/ESSNY is built upon the principles of fair
dealing and ethical conduct of all our employees, directors, officers, interns, volunteers, etc. Our
reputation for integrity and excellence requires careful observance of the spirit and letter of all
applicable laws and regulations, as well as a scrupulous regard for the highest standards of conduct and
personal integrity. In general, the use of good judgment, based on high ethical principles, should guide
you with respect to acceptable conduct. If a situation arises where it is difficult to determine the proper
course of action, the matter should be discussed openly with your supervisor or Human Resources.

All CPI/ESSNY staff including, but not limited to interns, directors, officers, and volunteers, are
required to meet acceptable performance standards and otherwise conduct themselves in an appropriate
manner during the course of their employment with CPI/ESSNY. The guidelines below are published
for the staff’s information and to guide their conduct on a day-to-day basis.

Employees are expected to:

o work cooperatively, respectfully and professionally with all employees, consumers, colleagues
within and outside the Agency, Board members and agents/vendors/consultants to provide the
highest quality of services;
place the interests of the people we serve and their family members first and foremost in all
aspects of what we do;
represent the Agency positively in the community at large;
conduct all activities in a fiscally responsible manner;
work in accordance with applicable laws, regulations and agency policies;
seek training and assistance in areas that would strengthen the ability to fulfill responsibilities to
consumers and the Agency;
avoid conflicts of interest, including the acceptance and giving of any gifts of value over $25;
never accept any monetary gifts related to your work at the Agency;
conserve resources of the Agency by not engaging in wasteful behavior;
treat confidentially information related to the Agency and its consumers and to respect the
privacy of consumers and fellow employees;
complete tasks in a timely manner and meet expectations for the quality of work that the
Agency strives to achieve;
bill accurately;
ensure that Medicaid documentation for billing is prepared contemporaneously with service
provision, that it demonstrates the required service, and that it is signed and dated by the staff
person who provided the service;
ensure that in an audit, auditors are given records as they currently exist. The creation of new
documentation or alteration of existing documentation to support Medicaid billings is a major
concern and may be considered Medicaid fraud;
show up for work physically able to work and not under the influence of any illegal substance,
or any substance which would impair ability to do job;
report to a supervisor or to the Agency Compliance Officer any potential violation of applicable
laws, regulations and policies, including the Agency Compliance Program;
respect the role of the Board and management and to fully implement their decisions;
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consult Agency leadership when questions arise as to the conduct permitted under applicable
laws, regulations and policies, including the Agency Compliance Program,;

not make any false entries in any of the Agency’s records or in any public record for any reason;
correct case note entries in the correct manner - errors should be crossed out with a single line,
initialed and dated;

not create or participate in the creation of any records that are intended to mislead or to conceal
anything that is improper;

document only the services that he or she provides;

complete documentation contemporaneously with the provision of services;

complete documentation in accordance with program identified guidelines and parameters
implement plans according to identified frequency;

ensure documentation includes all required elements;

printed documentation must be permanent and legible;

not bill for goods or services that were never delivered;

report overpayments to the Agency Compliance Officer;

promptly disclose to his or her immediate supervisor any circumstances where the employee or
his or her immediate family member is or may be an employee, consultant, owner, vendor, or
investor in any entity that (i) engages in any business or maintains a relationship with the Agency;
(ii) provides to, or receives from, the Agency any consumer referrals; or (iii) competes with the
Agency; and

maintain complete, accurate, and contemporaneous records as required by CPI/ESSNY. The term
“records” includes all documents, both written and electronic, that relates to the provision of
Agency services or provides support for the billing of services. Records must reflect the actual
service provided. Any records to be appropriately altered must reflect the date of the alteration,
the name, signature, and title of the person altering the document, and the reason for the alteration,
if not apparent.

As a representative of CPI/ESSNY, you are required to present our services to the consumer in a
professional, business-like manner. In order to provide our services in the most efficient way, it is vital
that you maintain certain boundaries with the consumers and that you constantly exercise sound,
professional and objective judgment. The following is a list of guidelines which will help clarify this
requirement. However, this list is not all inclusive and does not cover every situation you may
encounter with a consumer. You must use your professional judgment at all times and ask questions if
you are not sure in any situation.
®  You must form and maintain courteous, nonjudgmental and professional relationships with

consumers;

You must never neglect or abuse a consumer;

You must always treat the consumer with respect and dignity;

You must report any abuse or inappropriate behavior to your manager, Human Resources or the

Executive Directors immediately as well as Adult Protective Service or Child Protected

Services, if appropriate;

You must always be on time for appointments;

You must always keep your consumer’s confidences as per mental health law and HIPAA;

You are not to be the consumer’s friend; you are there to do a job;

You must present a professional image when you are with the consumer;

Under no circumstance must you ever take or receive any money from any consumer, even if

the consumer willingly consents. This extends to the taking of food, drink, etc. or the use of

consumer’s property such as phone, car, etc. No co-mingling of funds is allowed. This is a
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grave violation of our governing agencies’ policies and can cause serious damage to
CPI/ESSNY s reputation;

You are not to take any gifts from consumers unless they are of nominal value;

You must not ‘make yourself at home’ in the consumer’s home;

Whenever you drive on behalf of the Agency, especially if there is a consumer in the car, you
must adhere to all driving rules/laws (including speed /cell phone/text message usage). In
addition, your driver’s license and car’s inspection, registration and insurance must be current.
If you use your own car to drive on behalf of CPI/ESSNY you should inform your insurance
company that you are using your car for your job, and

Y ou must understand and adhere to the Code of Ethics for Professionals Working with
Consumers (PWC) found in the supplement to this section found at the end of this Handbook.

CPI/ESSNY recognizes that problems that arise in the workplace will each present a unique set of
circumstances. Unique situations will be addressed based on their own individual facts and the context
of relevant surrounding circumstances. For this reason, the guidelines described below are not
intended to form any contract between CPI/ESSNY and its employees as to the procedures to be
followed concerning any violations.

Employees must be aware that disciplinary action, up to and including termination may result from
any of the following unacceptable conduct or from any unacceptable conduct included anywhere in this
Handbook or from any other conduct generally deemed as unacceptable. This list is not meant to be an
exhaustive list.

Insubordination and/or being in disregard of, or inattentive to, working directions and
instructions received from management or refusal to comply with same.

Willful violation of Agency or government rules and regulations.

Dishonesty of any kind, such as theft, pilferage, or unlawful use of CPI/ESSNY property, the
property of other employees or property of others entrusted to CPI/ESSNY, as well as any
action constituting a criminal offense, whether committed on duty or off duty. (Note:
Employees will also be subject to prosecution to the fullest extent of the law.)

Unsatisfactory work performance or otherwise failing to perform work consistent with the
standards expected of CPI/ESSNY employees.

Excessive or unexcused absenteeism or tardiness, including abuse of the attendance policy.
Misrepresentation or falsification of records including, but not limited to, consumer
documentation, personnel records, expense reports, requests for a leave of absence or time off
and information in connection with the obtaining of employee benefits or misuse of such
benefits.

Failure to return to work upon expiration of authorized leave, unless valid excuse is given or
leave is extended.

Failure or refusal to perform work as required or directed.

Lack of effort or sleeping on the job or intentional restriction of output.

Engaging in any acts of violence, fighting, threats of violence or engaging in horseplay,
disorderly or intimidating conduct or otherwise interfering with another employee's work
activity.

Use, possession or sale of weapons, firearms or explosives on work premises.

Bringing illegal drugs or controlled substances onto CPI/ESSNY premises; consuming liquor or
using illegal drugs or controlled substances on CPI/ESSNY premises; entering the premises
under the influence of alcohol, illegal drugs or controlled substances; or consuming liquor or
using illegal drugs or controlled substances while "on the job" (including lunch and work
breaks, regardless of location). If you are traveling on CPI/ESSNY’s behalf, you must not
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consume alcohol and/or illegal drugs and/or legal drugs which may leave you impaired in any
way. Note: Employees required to use prescription drugs that might affect work performance
should notify the Human Resources Department of this situation for their own and other
employees’ protection. Exceptions will be made when alcoholic beverages are provided for
CPI/ESSNY’s special events, or when alcohol is brought onto the premises for legitimate
business reasons. However, in all cases good judgment must always prevail.

Sexual, verbal, physical or visual forms of harassment directed at any person associated with
CPI/ESSNY, or discriminatory treatment of employees, consumers, or applicants, where such
discrimination or harassment is based on race, color, creed, religion, age, sex, sexual orientation,
gender status/identity/expression, marital status, national origin, ethnicity, citizenship or veteran
status, disability, genetic information, familial status, arrest record/conviction record, salary
history, domestic violence victim status, or on any other characteristic prohibited by federal, state
or local law. This prohibition also covers any form of sexual harassment including unwelcome
sexual advances, requests for sexual favors and other verbal, visual or physical conduct of a sexual
nature.

Gambling of any kind on CPI/ESSNY’s time or premises.

Unreasonable use of CPI/ESSNY’s time, materials, facilities or equipment for purposes not
related to the CPI/ESSNY’s operations.

Engaging in any commercial activity, including outside employment, that conflicts with or gives
the appearance of conflicting with, the interests of CPI/ESSNY, without first having obtained the
written consent to such activity by Human Resources or the Executive Director.

Violation of any safety rule or engaging in any act which might endanger the safety of others.
Making misrepresentation at time of hire or false statements on an employment application or
work-related document.

Failure to report any accident, injury and/or damages to any equipment, facility or person.
Knowingly permitting unauthorized persons to be on CPI/ESSNY property.

Intentionally damaging or defacing CPI/ESSNY property, employee property or the property
entrusted to CPI/ESSNY, including but not limited to marking, writing or drawing on said
property, or defacing bulletin boards or notices posted thereon.

Accepting, soliciting, or offering anything of value (other than items of nominal value, less than
$25.00) from anyone doing business or proposing to do business with the Agency without prior
written consent.

Signing the name of another person to any document; signature stamps and electronic signatures
without prior consent and in accordance with Agency.

Backdating and predating documents.

This list is not meant to be exhaustive and other circumstances may arise requiring the discipline
and/or immediate discharge of an employee.

Please refer to the Supplement to Section 204 for additional information of Code of Ethics and Code of
Conduct.
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Supplement to Section 204

This supplement to Section 204 contains important information. There are
two parts:

1) Code of Ethics for Professionals Working with Consumers

2) Summary Code of Conduct

Part #1: Code of Ethics for Professionals Working with Consumers (PWC)

1. Person-Centered Approach:
Our duty is to those we support. I acknowledge that each consumer must have the opportunity
to direct his/her own life, honoring, where consistent with Agency policy, their right to assume
risk in a safe manner and recognizing each person’s potential for lifelong learning and growth.
I understand that my job will require flexibility, creativity and commitment. Whenever
consistent with Agency policy, I will work to support the consumer’s interests.

2. Promoting Physical, Emotional and Personal Well-Being:
Our duty is to promote the physical, emotional and personal well-being of our consumers. This
includes their protection from abuse and neglect and reducing their risk of harm to others and
themselves.

3. Respect, Dignity and Choice:
I recognize that [ have a duty to respect the dignity and individuality of our consumers and to
honor their choices and preferences whenever possible and consistent with Agency policy. |
will help consumers use the opportunities and resources available to all in the community.

4. Self-Determination:
I will help our consumers realize their rights and responsibilities, and, as consistent with
Agency policy, make informed decisions and understand their options related to their physical
health and emotional well-being.

5. Relationships:
I will help our consumers maintain or develop healthy relationship with family and friends. 1
will support them in making informed choices about safely expressing their personal
preferences, whenever possible and consistent with Agency policy.

6. Advocacy:
I will advocate for justice, inclusion and community participation with, or on behalf of, any
consumer. | will promote justice, fairness and equality, and respect for their human, civil and
legal rights.

7. Personal Health Information and Confidentiality:
I understand that our consumers have the right to privacy and confidentiality with respect to
their personal health information and I will protect this information from unauthorized use or
disclosure.
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8. Non-Discrimination:
I will not discriminate against consumers or colleagues based on race, color, creed, religion, age,
sex, sexual orientation, gender status/identity/expression, marital status, national origin, ethnicity,
citizenship or veteran status, disability, genetic information, familial status, or on any other
characteristic prohibited by federal, state or local law.

9. Integrity, Responsibility and Professional Competency:

O 1 will reinforce the values of CPI/ESSNY when it does not compromise the well-being of any
consumer.

O 1 will maintain my skills and competency through continued learning.

O 1 will actively seek advice and guidance of others when I am uncertain about an appropriate
course of action.

O 1 will not misrepresent my professional qualification or affiliations.

O 1 will demonstrate model behavior to all, including Agency consumers.

I understand that as an employee of CPI/ESSNY, I am not a custodian under the Justice Center, but I
will report any suspicion or observation of abuse with regard to any consumers. In addition, I may call
the Justice Center on 1-855-373-2122.

Part #2 Summary Code of Conduct
CPI/ESSNY is committed to conducting its activities in accordance with high ethical standards and all
applicable laws, rules and regulations. This Code of Conduct summarizes the key principles that should
guide the conduct of all CPI/ESSNY employees, contractors, Board members and volunteers.
CPI/ESSNY s policies and procedures, including the Standards of Conduct found at Section 204 of the
Employee Handbook, provide more detailed guidance.
1. We treat consumers and their families, with dignity and respect at all times.
2. We strive to provide each CPI/ESSNY consumer with the highest quality of care that can be
efficiently provided, in accordance with his or her plan of care.
3. We endeavor to comply with all applicable laws, regulations, rules, and CPI/ESSNY policies.
4. We respect consumer privacy and confidentiality, both with regard to records and
communications.
We do not accept or pay kickbacks, or offer or accept any payment for referrals.
We strive to document all care that we give timely, accurately, and completely.
Our bills to all payers reflect appropriate charges, are always based on services actually
provided, and are supported by adequate and accurate documentation of services.
We do not use our position (as individuals or as a group) to improperly benefit ourselves, our
relatives, friends or any business in which we have an interest. Potential conflicts of interest are
promptly reported to appropriate management or supervisory personnel.
We work with our colleagues, supervisors and the Compliance Officer to respond to complaints
and to correct problems as they arise.

. We do not tolerate intentional wrongdoing, and we promptly report any suspected wrongdoing
to the applicable supervisor or to the Compliance Officer. We understand that there will be no
retaliation for making a good-faith report of possible improper behavior.

11. We will follow the Code of Ethics for Professionals Working with Consumers.

Telephone Numbers
Compliance Officer: Erin Drury (862) 202-9700
Anonymous Compliance Hot-Line 1-866-399-5060

More details on the Agency’s Standards of Conduct/Code of Ethics can be found in the Employee
Policies and Programs Handbook — 204
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Capabilities Partnership Inc. dba
Epilepsy Society of Southern New York
Contacts for Compliance, Grievance, efc.

Reports may be made anonymously or in person without fear of retaliation, intimidation, retribution, or
breach of confidentiality (within the limits of the law). The identity of individuals reporting concerns will
be safeguarded to the fullest extent possible. Further, under no circumstance will anyone who makes a
report in good faith be subject to any kind of retaliation, intimidation or retribution. Any threat of
retaliation or intimidation against a person who acts pursuant to his or her responsibilities under this
program is acting against the CPI/ESSNY Compliance Program. Discipline, up to and including
termination of employment will result if such retaliation/intimidation is proven.

Further, it is considered each person’s responsibility to report all suspected non-compliance issues.
Discipline, up to and including termination of employment will result for such non-reporting.

Joseph DelLosa, President of Board of Directors
973-983-9452 or jideelosa@gmail.com

Kim Egan, Executive Director
845-627-0627 x113
845-596-7904 cell

Erin Drury, Associate Director & Compliance Officer
845-627-0627 x112
862-202-9700 cell

Anonymous — Box in Kitchen or
Call our off-hours answering service (1-866-399-5060) and
say, “This is a COMPLIANCE issue”. The answering
service will:
e Ask you to provide details
e Ask you if you want to give your name, you can
simply say NO
Ask you who you want this message to go to — Kim
Egan, Erin Drury or Joe DelLosa.

Anonymous Compliance Hot-Line 1-866-399-5060

To report a compliance issue involving the Executive Director please call the President of the
Board of Directors directly or use the Compliance Hot Line (can be anonymous) and indicated
that you want this complaint to go directly to the President of the Board of Directors.
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