


]2

Tl

Page
Forward 1
Mission and Values 2
Setting the Standard 3
Getting Answers to Business Ethical and Corporate Integrity Questions 5
Business Ethical Responsibilities 7
Corporate Integrity Action Quick Test 8
Reporting and Investigation of Violations 9
Ethics and Discipline Practices 11
Contacts by Regulatory Agencies 13
Examples of Corporate Integrity Violations 14
For More Information 14

Acknowledgment 15




ijE

TR

Ministry Health Care, Inc. (Ministry) is committed to providing the highest quality
health care services in compliance with all laws and regulations. Our compliance
program, now called "Corporate Integrity," is aligned with an ethics-based approach. This
approach will help employees to "connect” and to keep the values of the organization at

the forefront. Compliance with laws is consistent with our Mission and Values as a

Catholic health care system. Ministry employees function as agents of integrity when
performing their jobs. This is the basis of our reputation as individuals and as health care providers.

As employees and as an organization, it is important that we conduct ourselves in an ethical, legal, and
above-board manner. There are Federal rules and guidelines that are supported by harsh penalties. These can
be imposed on Ministry, its directors, officers, and individual employees.

This Corporate Integrity Plan is designed to show you ways to avoid putting yourself or the organization
at risk. This booklet provides a summary of basic policies adopted by Ministry to meet this commitment.
These policies apply to all employees of Ministry and its affiliates.

These guidelines are offered, not because we question the honesty of our employees, but rather because
the complexity of the health care environment can make it difficult to distinguish right from wrong. If you are
uncertain what is right, this guide suggests ways to get an answer.

This Plan will be used to address a variety of issues, including but not limited to the following:

4 Fraud & Abuse 4 Federal Government Anti-Referral (Stark) Regulations
<4 Billing Practices 4 Private Inurement & Tax Exemption

<4 Antitrust 4 Patient Treatment & Quality of Care

4 Managed Care <4p Bribes & Improper Payments <4y Conflicts of Interest
<4 Human Resource Issues 4 Environmental Concerns

<4 Copyright and Software Licensing

We hope this Corporate Integrity Plan will encourage you to share your
thoughts and ideas with others and to anticipate problems before they occur.
After reading this document, you should understand that whatever the situation,

you have a place to go for the answers.
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Our Mission

Ministry Health Care, Inc. is a regional health care System. It was founded in 1984 by the Sisters of the
Sorrowful Mother to assure the viability and further development of the Sisters' ministry. Faithful to the values
that guide the Sisters, our Mission as a Catholic health care system is to further the healing ministry of Jesus by

continually improving the health and well-being of all people, especially the poor, in the communities we serve.

Our Values
How we accomplish our Mission is as important as the Mission itself. Every action we
take will be guided by these values:

We provide wholistic SERVICE that meets
people’s needs while considering the good of society.
We involve people in decisions that are important to them.

Our Christian beliefs shape our VISION of social
responsibility. We enable risk-taking and reward
creativity that improves people’s quality of life.

Wherever we are, our PRESENCE is marked by
compassion, integrity, collaboration and accountability.
We set future directions that assure the dignity and
development of people above all else.

We stand with the poor. JUSTICE calls us to
confront conditions of oppression and to help change

structures that violate people’s dignity.
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Setting the Standard

As a leading Midwest health care provider, Ministry and our affiliates should meet high standards for
ethical and legal conduct. This is consistent with our Mission and Values.

Our reputation for quality, integrity, honesty, and respect in all business
dealings is essential to our continued success. \We owe this to our patients/clients
who count on us to do “the right thing."

Each of us has a stake in that success. Our future depends on a conscious

dedication to the values, ethical principals, and standards of conduct outlined in
this guide. This applies to Ministry as a health care system, as well as our individual careers. We have firmly
committed this organization and its resources to setting the standard for our industry.

Ministry believes that ethical conduct and compliance with all laws is important. In today's highly
competitive and heavily regulated marketplace, business decisions are more complicated than ever before.

The government, the media, and the general public all have unprecedented interest in the way we conduct our
business. We should always remember our obligation to our patients and other customers. Our continued
success depends on establishing and maintaining their trust and confidence in our services. We should not take
actions that undermine our values or principles, or that violate legal requirements. Accordingly, we should
attempt to do the right things all of the time. If we are uncertain what is right, we need to ask others,

S0 we can be more certain.

Regarding legal requirements, it is unrealistic for us to expect you to know every rule and regulation that
exists. However, you should know the rules and laws that apply to your job. This document and its companion
document, Corporate Integrity Regulatory Summary, are just two of the resources available to you. Your
department manager or team leader has additional information on the rules and regulations with which you
should be familiar. In addition, each Ministry facility has designated a Local Integrity Officer to serve as a
resource person for staff regarding Corporate Integrity issues. The role of the Local Integrity Officer is to
provide leadership in Corporate Integrity issues in the communication, education, risk assessment, and creation
of systems to ensure continuous improvement within the facility.

(continued on next page)
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Setting the Standar d (continued)

We often know when something is right or wrong. It is very clear. Other times, we can tell just by the
way it makes us feel. Our conscience is our guide. But when dealing with government regulations, common
sense isn't always good enough. As many health care providers and their employees are finding, good
intentions are not acceptable substitutes for complying with the law.

It is important that every manager and employee follow the basic principles outlined in this handbook.
While this booklet will not answer every question, it is intended to set some general standards, which will help
guide you to take the proper and ethical action. If you don't know whether an action is right, ask a co-worker,
your supervisor, or someone else you trust to help you find the right answer.

This guide opens many avenues for you to address your concerns, including the Corporate Integrity
Helpline. With your help and cooperation, we can demonstrate that having strong Values not only means doing

the right thing, it also means good business.

Sincerely,
Nicholas F. Desien Sister M. Lois Bush
President & Chief Executive Officer Senior Vice President, Mission & Culture Integration

and Corporate Integrity Officer

©
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Getting Answers to B usiness
Ethics and Corporate

I ntegrity Questions

Open discussion of ethical and legal issues is vital to the effectiveness of the Ministry Corporate Integrity
Plan. It is often unclear what is right in a particular situation. Should you have a question about ethical or legal

issues that arise in the performance of your job, we suggest using the process outlined below.

1. USE THIS FIVE STEP COMMUNICATION PROCESS

A. Discuss the issue with your supervisor/manager/team leader.

They know you and the issues in your workplace better than anyone else. Give them a chance to help
solve the problem. They have access to a variety of resources.

B. Speak to your department manager.

If you and your supervisor cannot find an answer, or you do not feel that your concern is receiving proper
attention, request a meeting with your department manager.

C. Speak to the Local Integrity Officer

Each Ministry facility has designated a Local Integrity Officer to serve as a resource for staff regarding
issues of Corporate Integrity.

D. Speak to the local Human Resources Representative and/or a local executive.

If your department manager is unable to help, you can contact your Human Resources Department, a Vice
President or your CEO.

E. Bring the matter to the attention of the System's Corporate Integrity Officer or another member of

Ministry System's Office Management team.
Matters that cannot be resolved at the local level can be brought to the System’s Corporate Integrity

Officer or other Corporate officer.

Ministry will not tolerate retaliation against any employee who, in good
faith, reports an ethical or legal concern. Retaliation will be addressed
consistent with the discipline policy contained in this Plan.

(continued on next page)
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Getting Answers to B usiness
Ethics and Corporate

I ntegrity Question s (continued)

I1. USE THE MINISTRY CORPORATE INTEGRITY HELPLINE - 1-888-203-9559
If you feel uncomfortable talking to your supervisor or local management, you can call the Ministry
Corporate Integrity Helpline. Someone will be available Monday through Friday from 8:00 AM - 12:00 PM and
1:00 PM - 5:00 PM CST. The call will not be traced. If you wish to remain anonymous, your anonymity will be
preserved to the extent possible. Reports will be investigated or referred to appropriate personnel for resolution.
II1. USE THE MINISTRY SYSTEM'S CORPORATE INTEGRITY FUNCTION AS A RESOURCE
The System's Corporate Integrity staff, including your facility’s Local Integrity Officer, can assist you in
finding solutions to your legal or ethical issues. Contact them on matters relating to contracts, billing, potential
conflicts of interest, or other issues. Ministry's outside legal counsel can also review and answer questions
about health care rules and regulations. Reports of potential violations may also be made to any of the
following individual Ministry Health Care Corporate Integrity personnel:
Sr. Lois Bush Senior VP, Mission and Culture Integration, Corporate Integrity Officer
715-343-3112
Bob Reed Director of Corporate Integrity
715-356-5006
Ron Mohorek, Esq. VP and General Counsel
414-359-3185
Ministry Corporate Integrity Helpline
1-888-203-9559
1V. MORE INFORMATION ON APPLICABLE LAWS AND REGULATIONS
A document entitled Corporate Integrity Regulatory Summary is available from any of the above
individuals or from your Local Integrity Officer and management. It describes the provisions of many laws and
regulations affecting the health care industry.
Another resource available to you is the Ministry Corporate Integrity policies and procedures which are
available on-line. An example is the policy on Fraud and Abuse laws and Protections

http://www.ministryhealth.org/falseclaimsact/. This policy is informational in nature and provides employees,

contractors, and agents with internal/external mechanisms for reporting violations regarding the filing of false

or fraudulent claims. The policy also outlines protections available for those making good faith reports.

(-



1L

TR

B usiness Ethical

Responsibilities

EVERY EMPLOYEE'S RESPONSIBILITY

Honesty is a trait highly revered in all Ministry employees. As an employee, there is an expectation that
you will be honest in all your dealings with our patients, vendors, third party payers, and other customers. This

—— handbook will help serve as a guide to your behavior as an employee of

the Ministry System. It is each employee's responsibility to be familiar
with, and adhere to, System and facility policies and procedures.
Claims of ignorance, good intentions, using poor judgment, or repetitive,
unintentional policy violations, are generally not acceptable as excuses
for non-compliance.

Every employee should be familiar with the policies and laws that
apply to their job. If someone is uncertain about the law or policy, they

should follow the communication process outlined on page 5.

Maintaining ethical standards is in everyone's interest.

If you know of a problem, you should not remain silent. You should step forward to help solve it! .
Violations of the law or System/Facility policies and procedures could result in disciplinary action,
up to and including dismissal.
MINISTRY MANAGERS' RESPONSIBILITY: ETHICAL LEADERSHIP

Managers and supervisors at every level are expected to take responsibility for the actions of their
employees. Managers are expected to make sure that their employees understand and apply the ethical
standards set out in this guide. To do so, they should listen to their employees' questions and act on their
concerns. Leadership also requires setting a personal example of high ethical standards in job performance. It

is up to managers to set the tone for their department, the institution, and the System.
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Corporate I ntegrity

A ction Quick Test

If you are confronted with an ethics situation that you are not sure how to handle, judge your response
against the following simple guidelines:

1. Does it comply with Ministry's Mission & Values and local policies and procedures?
. How would it make you feel if you did it?
How would it look to your family and friends, to our customers, and to the general public?

Does the activity appear to you as being "wrong"?

G ARSI DY

Might the activity violate any law or regulation you are aware of?

If you are not sure about any of the above questions, keep asking until you get a satisfactory answer.

Use your conscience as your guide and always feel free to contact any of the individuals listed on page 6.

&l
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POLICY:

4 If you know of a possible ethical or legal violation, you should report it. You may contact your
supervisor, Local Integrity Officer, or other facility management staff. You could also call the
Corporate Office or the System's Corporate Integrity Function Staff. If you feel uncomfortable
talking to them, you may also use the Ministry Corporate Integrity Helpline.

4 The System will investigate reports promptly and fully. All employees are expected to cooperate
fully with any internal System investigation.

4 If you become aware of a violation and fail to report it, you may be subject to disciplinary

action for remaining silent.

QUESTIONS & ANSWERS:
Q: What will happen if I report an unintentional violation in which I was involved?
A: The report will be investigated to determine the facts and circumstances. The fact that it was
unintentional and that you came forward voluntarily will be taken into account. This information
will be considered in determining what disciplinary action, if any, is appropriate. Discipline

decisions will be made according to the “Ethics and Discipline Practices” which follow.

Q: How am I protected if someone deliberately makes a false report in order to get me in trouble?
A: All investigations will be handled professionally and without prejudice.
The facts will determine the outcome. Intentionally
making a false accusation is a serious
violation and will lead to disciplinary action,
up to and including dismissal.

(continued on next page)
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Reporting and

I nvestigation of
Violation s (continued)

Q: How can I be sure of the confidentiality of any report I make?

A: Itis Ministry's policy to do everything it can to protect the confidentiality of any employee who
reports a concern and wishes to remain anonymous. Calls to the Corporate Integrity Helpline will
not be traced. The System will not tolerate retaliation against any employee who makes a good faith
report of possible wrong doing. Any employee who believes that they have been treated improperly
should contact their Local Integrity Officer or other member of management. Alternatively, the

following individuals can also be contacted.

Sr. Lois Bush

Senior VP Mission & Culture Integration, Corporate Integrity Officer ~ 715-343-3112
Bob Reed

Director of Corporate Integrity 715-356-5006

Ron Mohorek, Esg.
VP and General Counsel 414-359-3185

Ministry Corporate Integrity Helpline 1-888-203-9559
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and Disc

Practices

POLICY:

Common sense, good judgment, and acceptable behavior are expected from each employee. Violations
of local rules and performance standards or System policies will be dealt with through the facility’s normal
disciplinary procedures. When appropriate, corrective action will involve representation from the Ministry
Corporate Integrity function. Depending on the circumstances, violations may entail more serious
discipline, including dismissal.

Following are examples of conduct that may result in disciplinary action involving a representative
from the Ministry Corporate Integrity function:

<4 Employees who authorize or participate directly in violation of the law,
regulations, or System policies.

<4 Employees who withhold or fail to report information about such violations.

<4 Supervisors or managers who provide inadequate supervision or display a lack of diligence in
assuring ethical behavior or conformance to System or Facility policies.

<4 Employees who attempt to retaliate against individuals who report suspected violations.

<4 Employees who make deliberately false or frivolous reports of ethical violations.

<4 Employees who discriminate against or harass other employees.

The following outlines the general types of discipline, based on the nature of proven violations:

4 Verbal Warning - Minor infractions or performance problems.

<4 Written Warning - Formal warning for more serious violations, for repetition of previously
noted actions, or for various policy violations.

<4 Suspension - Time off, with or without pay, for failure to improve
or for a serious violation of System policy.

<4 Discharge - Involuntary dismissal after above steps have been
exhausted or for serious violations of law or policy.

(continued on next page)
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Ethics and Discip

Practic e s (continued)

Compliance with legal requirements and Ministry policies is a condition of employment. However, this
manual does not constitute an employment contract or create any contractual rights.
QUESTIONS & ANSWERS:

Q: How can I be sure that discipline will be fairly applied when it comes to corporate integrity issues?
Will everyone be treated the same?

A: Every effort will be made to treat all employees fairly. Policies exist within each institution to ensure
that employees are treated fairly in these situations. Those policies will be followed, in conjunction
with this policy. If you believe that someone is being treated unfairly, contact your supervisor. You
could also discuss the matter with a more senior member of local or corporate management, or your
Local Integrity Officer. They can’t share with you all of the details of an investigation or its outcome.

However, they may be able to give you enough information to address your concern.

Q: I recently witnessed some activities at my facility which I think are violations of policy. I would like
to do something, but I don’t want to be seen as a squealer. What if I do not report it, and it is later
discovered that I knew about it?

A: You could be subject to disciplinary action for failing to come forward. Ethics and corporate integrity
are a shared responsibility. No employee has the right to put the local entity or System in jeopardy by
violating the law. Likewise, you should not remain silent if you are aware of a violation by another
employee. Try to convince the employee to come forward voluntarily to someone involved in the
System's Corporate Integrity function. If they refuse, you have to alert your supervisor, a member of

local or corporate management, or call the Ministry Corporate Integrity Helpline.

©
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Contacts by Regulatory

A gencies

You should notify your CEO and your Local Integrity Officer if you are contacted by someone in
connection with an investigation.

You could also contact the Ministry Corporate Integrity Director at 715-356-5006. Write down the
agent's name and the name of the agency they work for. You should also note the subject they want to discuss
and other information of interest.

You may choose to wait until a co-worker, your supervisor, the Local Integrity Officer, or legal counsel
can be present. If you wish, you may discuss matters with the investigator. Just recognize that Ministry's legal
counsel and Corporate Integrity professionals are always available to you. Ministry lawyers can explain your
rights and obligations and answer your questions. Ministry may also provide a lawyer for you, or help you find
your own attorney.

Denny Thomas, Risk Manager at Saint Joseph's Hospital, may also need to be notified. He can be reached
at 715-387-7366. Contacts from governmental agencies on any of the following topics or agencies should be
brought to his attention as well as to local management:

< Occupational Safety & Health Administration (OSHA)

<4 State of Wisconsin Department of Health and Social Services, Bureau of Quality Compliance
< Food & Drug Administration (FDA) (medical device issues)

4 COBRA/EMTALA (Federal Antidumping Act)

< Environmental Protection Agency (EPA)

At times you may not be able to reach your CEO, Local Integrity Officer, or the Corporate Integrity

Director. As an alternative you can call the Ministry Corporate Integrity

Helpline at 1-888-203-9559.
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Examples of Corporate

I ntegrity Violations

The following are examples of situations, which could, depending on the circumstances, be
Corporate Integrity violations.

<4 An employee copies purchased software onto computers for which it is not licensed.

<4 A business office employee bills, or a medical records employee codes, services which
are not reflected in the medical record.

<4 A hazardous material is spilled. Not knowing what to do, an employee rinses the material
down the drain, potentially polluting the water system.

<4 A department supervisor is asked by an employee what to do in a particular situation. Rather
than investigate the applicable policy or law, the supervisor instructs the employee to do that
which generates the most revenue, even though the supervisor senses this may not be the correct
action. The supervisor yells at the employee for asking such a dumb question and
indicates that, regardless of law or policy, the employee should always do that which
generates the most revenue.

<4 A business office employee bills separately for services within 3 days of admission,

despite the fact that the law and hilling policy say this is not correct.

For m o r e I nformation

For more information, please consult your Local Integrity Officer and/or corporate or local policies and
procedures. Many issues are also covered in your local Employment Manual. If you do not have a copy, you
can obtain one through your Human Resources Department. If you cannot find an answer there, ask your

supervisor, manager, or team leader for help.

A document entitled Corporate Integrity Regulatory Summary, is available from any of the people listed
in this Guide or from your local management. It describes the provisions of many laws affecting the

health care industry.
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Acknowledgment

This is to acknowledge that | have received A Guide to Business And Personal Conduct at Ministry

Health Care. | agree to comply with the standards contained in the Guide (and the related policies and
procedures). This will be expected as a part of my continued employment or association. | acknowledge that
the Guide is only a statement of principles for individual and business conduct. It does not constitute an

employment contract. This Guide or acknowledgment is not an assurance of continued employment.

NAME (Please Print) SIGNATURE

DATE

Note: Original of this acknowledgment should be maintained by a representative of the Corporate

Integrity function. A copy should be retained in each employee's personnel file.
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