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Documentation Standards
We are responsible for the accuracy of our organization’s
documents and records. Complete documentation helps us
comply with regulatory and legal requirements and supports
our business practices.

Corrections to documents and records must be made accord-
ing to the guidelines and policies of Catholic Health Initiatives
and its organizations, as well as applicable laws and regu-
lations. Line through, initial and date incorrect entries. Do
not use correction materials to remove an original entry
in a legal document. Correcting documentation and errors
in electronic records requires specific procedures. Review
your organization’s information technology policies and
procedures for assistance in correcting electronic records.
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Business and Financial Records

Financial and accounting records (including cost and research reports, time sheets,
mileage reimbursement reports, expense reports and other documents) must be
accurate. Sign and date business and financial documents as appropriate. Fraudulent
documentation, accounting and financial reporting are illegal. In addition, inaccurate
or improper documentation, accounting and financial reporting may be illegal.

Medical Records

We are responsible for accurate and timely documentation of services provided to
individuals in our care. Ensure that medical records meet the requirements of all
medical staff bylaws, accreditation standards and relevant laws and regulations.

Q Clinicians on our unit sometimes perform a service or provide treatment
to a patient but do not document it in the chart until later. Is this okay?

A Documentation should always be accurate and completed on a timely basis.
A delay in documentation may jeopardize patient care and could impact our
ability to receive payment from a federal or state health care program. We are
obligated to follow our organization’s policies and procedures, bylaws and all
applicable federal and state laws regulating documentation.
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Emergency Medical Treatment and
Active Labor Act (EMTALA)
We follow the federal Emergency Medical Treatment
and Active Labor Act (EMTALA), sometimes called
the “Anti-Dumping Law.” Numerous states have
also enacted EMTALA-like laws, some of which are
more stringent than the federal law. These laws
must be followed by Catholic Health Initiatives’
organizations. The federal law requires hospitals
with a dedicated emergency department to provide
a medical screening exam to any individual who
comes to the emergency department. In addition,
necessary stabilization must be provided within the
capability of the staff and facility for patients deter-
mined to have an emergency medical condition.

EMTALA also applies when the need for emergency
care is apparent or requested by an individual on
the hospital’s property outside of the dedicated
emergency department. Catholic Health Initiatives’
organizations may not delay medical screening exams
or stabilization to obtain financial or demographic
information from the patient. Catholic Health
Initiatives’ organizations may only transfer unstable
patients with an emergency medical condition
to another facility if: (1) the patient requests the
transfer and has been informed of the hospital’s
obligation and the risks and benefits of transfer; or
(2) a physician certifies that the medical benefits
provided at another facility are reasonably expected
to outweigh the increased risks involved with the
transfer. Feel free to use the Catholic Health Initia-
tives reporting process, detailed on page 44, if you
have any questions or wish to report any concern.



Q Does the EMTALA law permit us to register
an emergency room patient before we per-
form a medical screening examination and
stabilization procedures?

A You may register a patient first only if the
process does not: (1) delay the medical
screening examination and any necessary
stabilization treatment; or (2) include ques-
tions about the patient’s method of payment
or ability to pay. You may ask the patient if
he/she has insurance and the name of the
carrier provided that the questions do not
delay screening or treatment. Reasonable
registration processes should not discourage
the patient from remaining in the emergency
room for further evaluation. Catholic Health
Initiatives’ organizations shall not request
prior authorization from managed care plans
before completing a medical screening exam
or beginning stabilizing treatment. Any fur-
ther questions about financial information
must wait until after the medical screening
examination and necessary stabilization
have occurred. Only employees trained in
EMTALA regulations and hospital procedures
should register the patient.

Environmental Responsibility
We are committed to being good stewards of the
environment. We recognize that our well-being,
and the well-being of future generations, depends
upon our reverence for the environment. We
should, whenever possible, conserve our natural
resources, recycle, reduce waste and pollution,
promote energy efficient technologies, eliminate
toxins and use environmentally preferable
purchasing. We comply with environmental
laws and regulations for health care pollutants.
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Employees and individuals associated with
a Catholic Health Initiatives’ organization
are required to abide by the Ethical and
Religious Directives for Catholic Health
Care Services. You may hear this docu-
ment referred to as the “directives” or
the “ERDs.”

Originally written in 1981, the directives
have been revised over the years to
respond to new developments in medical
science and technology. The United States
Conference of Catholic Bishops states that
the purpose of the directives is to reaffirm
the ethical standards of behavior in health
care that flow from the Church’s teaching
about the dignity of the human person.
These directives also provide guidance
in applying the moral teachings of the
Catholic Church when handling select
ethical issues in health care.

The current edition of the directives is
divided into six parts. They are:

� The Social Responsibility of Catholic
Health Care Services—Catholic health
care is a ministry of the Church called
to care for persons who are poor and
to contribute to the common good of
the community.

� The Pastoral and Spiritual Responsibility
of Catholic Health Care—A Catholic
health care institution is a community of
healing and compassion, embracing the
physical, psychological, social and spir-
itual dimensions of the human person.

� The Professional/Patient Relationship—
Catholic health care nurtures a truly
interpersonal professional/patient relation-
ship that requires mutual respect, trust,
honesty and appropriate confidentiality.

� Issues in Care for the Beginning of
Life—Catholic health care ministry is
rooted in a commitment to respect the
sacredness of every human life from
the moment of conception to death.

� Issues in Care for the Dying—A
Catholic health care institution provides
compassionate care and related relief
of pain and suffering for the dying.

� Forming New Partnerships with Health
Care Organizations and Providers—
Catholic health providers, when forming
new partnerships with other health care
organizations, should require systematic
and objective moral analysis and respect
Church teaching.

For more information regarding how the
directives apply to you and your position,
please contact your local mission leader
or Ethics Committee chair.

Ethical and Religious Directives
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Ethical Behavior
We value open, honest communication and ethical decision-making. We communicate
with candor and honesty when performing our jobs. We seek out information and
resources when faced with operational and ethical dilemmas.

Q What resources can help me address issues of clinical, organizational and social ethics?

A Your organization has resources for dealing with ethical issues. Your organization’s
Ethics Committee provides a forum for dealing with clinical ethics. The senior leader-
ship team is your point of contact for organizational ethics. Your board of directors
provides oversight for social ethics.

Q Do we have a standard way of making ethical, values-based decisions?

A Catholic Health Initiatives has its own decision-making process, which includes seven
steps and is used by clinicians, managers and board members. You can use this
process to make values-based decisions. The Catholic Health Initiatives Discernment
Process is available from your senior leadership or mission group.

Excluded Providers
The federal government will not pay for services provided by an individual or entity that
the government has excluded from participating in a federally funded health care program.
We do not knowingly employ, conduct business with or contract with excluded providers.
Catholic Health Initiatives and its organizations conduct pre-employment, pre-contracting,
pre-credentialing and annual excluded provider status checks on individuals and entities
associated with us. Excluded providers are not eligible to be employed by or to contract
with Catholic Health Initiatives or its organizations. Any employee or contractor found to
be an excluded provider will be terminated. Any revenue and costs associated with the
excluded provider will be appropriately handled so that the federal health care program
does not pay for these services.
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False Claims Act Policies

Catholic Health Initiatives and
its organizations are required by
law to establish certain policies
and provide employees, agents
and contractors with information
regarding: (1) the federal False
Claims Act and similar state
laws, (2) an employee’s right to
be protected as a whistleblower,
and (3) national and local poli-
cies and procedures for detecting
and preventing fraud, waste and
abuse. Our Values and Ethics at
Work Reference Guide estab-
lishes our policies and contains
information required by law
under Section 6032 of the
Deficit Reduction Act of 2005.

What is the Federal
False Claims Act?

The federal False Claims Act
(31 USC § 3729-33) helps
the federal government combat
fraud and recover losses resulting
from fraud in federal programs,
such as Medicare and Medicaid.
A person or entity violates the
False Claims Act by “knowingly:”
(1) submitting a false claim for
payment, (2) making or using
a false record or statement to
obtain payment for a false claim,
(3) conspiring to make a false
claim or get one paid, or (4)
making or using a false record
to avoid payments owed to the
U.S. government. “Knowingly”
means that a person: (1) has
actual knowledge that the
information is false, (2) acts
in deliberate ignorance of the

truth or falsity of the informa-
tion, or (3) acts in reckless
disregard of the truth or falsity
of the information.

Examples of potential false
claims include:

� Billing for services that were
not provided at all.

� Billing for services that
were provided, but were
not medically necessary.

� Submitting inaccurate or
misleading claims about the
type of services provided.

� Making false statements to
obtain payment for products
or services.

The False Claims Act contains
provisions that allow an individ-
ual who has original information
concerning fraudulent activities
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involving government programs
to file a lawsuit on behalf of the
government. If the lawsuit is
successful, the individual may
be eligible to receive a portion
of the recoveries received by
the government.

Penalties for violating the
federal False Claims Act are
significant. Financial penalties
for submitting a false claim can
total as much as three times
the amount of the claim, plus
fines of $5,500 to $11,000
per claim.

What is a State
False Claims Act?

In addition to the federal False
Claims Act, many states have
adopted or are in the process
of adopting false claims acts.

You are encouraged to
periodically visit the Catholic
Health Initiatives Web site at
www.catholichealthinitiatives.org
for detailed information
regarding your state’s False
Claims Act. Once you have
accessed the Web site, type
“state summaries” using the
search feature to access the
direct link.

Rights of Employees to be
Protected as Whistleblowers
Under the False Claims Act

Federal and many state false
claims acts protect employees
from retaliation if they, in good
faith, report fraud. Employees
are protected against retaliation
such as being fired, demoted,
threatened or harassed as a
result of filing a false claims

act lawsuit. An employee who
suffers retaliation can sue, and
may receive up to twice his/her
back pay, plus interest; rein-
statement at the seniority level
they would have had if not for
the retaliation; and compensa-
tion for costs or damages.

Please contact your local
corporate responsibility officer
if you have any questions
regarding false claims acts
or the Corporate Responsibil-
ity Program.
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Marketing Practices
Catholic Health Initiatives and its organizations provide
reliable, responsible sources of information about health
care to the community. Marketing, communications,
fund raising and advertising activities can educate the
community about health issues, increase awareness
of our services and facilitate employee recruitment.
Catholic Health Initiatives and its organizations:

� Present truthful information to the pubic in all mar-
keting, communications and advertising materials.

� Distinguish opinion from fact when presenting issues.

� Take care not to exploit the fears of patients, residents
or their families in our marketing, communications,
fund raising and advertising activities.

� Comply with applicable federal and state law for
marketing and advertising activities, including any
marketing and advertising activities provided for
non-employed physicians or physician groups.

Non-Retaliation
Catholic Health Initiatives and its organizations promote an environment that encourages
all of us to seek clarification of issues and report questions and concerns. It is our duty
and responsibility to report possible violations of our standards, guidelines or policies. You
will be protected from retaliation if you make a good-faith report, complaint or inquiry. A
person who retaliates against you for making a good-faith report is subject to discipline,
up to and including dismissal from employment or termination of a business relationship
with Catholic Health Initiatives or its organizations. Non-retaliation policies do not protect
you if your actions violate the policies of Catholic Health Initiatives or its organizations
or applicable laws.

Q Two oncologists who are not
employees of the hospital just
joined the medical staff to pro-
vide a new service. We would
like to send an announcement
to the community to highlight
this new service. Is this a per-
mitted marketing practice?

A Yes, this is generally accept-
able. However, this type of
announcement and the actual
cost of the advertisement
must meet an applicable legal
exception and financial limits
under federal law. Consult
your local corporate responsi-
bility officer or Catholic Health
Initiatives’ legal counsel to
determine the applicable
federal exception and the
restrictions that apply to
non-employed physician and
physician group advertising
and marketing activities.
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Patient Care and Rights
We deliver quality patient care without regard to race, color, religion, gender,
sexual preference, national origin, citizenship, age, disability, payer source or
ability to pay. We treat every person in our care with dignity and respect. Our
commitment to quality and service is shared by board and committee members,
employees, officers, volunteers, medical staff and other representatives of our
organization. Our commitment to our distinctive Catholic culture enables us
to obtain desired outcomes.

We respect the rights of each individual in our care. We provide individuals
in our care with information regarding their rights and responsibilities, and
we endeavor to protect those rights. Individuals in our care have the right to
accurate, timely information about their health, payment options (including
charity care) and other information that helps them make decisions about
their treatment. It is our responsibility to provide this information. Please
refer to your organization’s guidelines for a description of patient rights.

Q To whom should I report quality of care issues?

A Such issues include many aspects of care and should first be discussed
with your manager. More serious issues may need to be evaluated
by the Quality Department, the Risk Management Department or the
Patient Grievance Committee. If you believe the quality of care issue
is not being adequately addressed, use the Catholic Health Initiatives
reporting process, detailed on page 44.

Q If I see that a patient is not being treated with proper courtesy and
respect, what should I do?

A First, ensure that the individual is not in harm’s way. Then, talk with
your manager. If your manager does not provide a satisfactory response,
contact your local patient advocate, quality or risk manager, or use
the Catholic Health Initiatives reporting process.

Q What should I do if I know that a medical error has occurred? Should
I tell the patient and/or family?

A Catholic Health Initiatives supports compassionate disclosure when-
ever an error has occurred, but the disclosure must take place in a
coordinated manner. Contact your manager and your quality or risk
management director to ensure the disclosure is handled within your
organization’s prescribed process.



The tax-exempt status of
Catholic Health Initiatives and
most of its organizations carries
certain restrictions on political
activities. While we engage in
many advocacy efforts, there are
limits on our legislative activities
because of our tax-exempt
status. Participation in political
campaigns is not permitted, and
substantial legislative activity at
local, state or federal levels could
jeopardize our tax-exempt status.
The Internal Revenue Service
watches and investigates the
political activities of tax-exempt
organizations. The following
guidelines provide an overview
of what is and is not allowed.

Permissible Activities for a
Tax-Exempt Organization

� Calling and/or writing letters
to elected officials, legislators
and government agencies to
express a view on an issue.

� Visiting political leaders to
provide the organization’s
perspective on current and
proposed legislation.*

� Providing financial or other
support to organizations that
sponsor ballot initiatives, ref-
erenda or similar measures.*

� Providing community oppor-
tunities (for example, public
forums or debates) to raise
awareness of issues and
inform voters of the impact
on the organization and
community.

� Sponsoring non-partisan
voter registration drives.

� Hosting candidates or groups
of candidates, as long as all
candidates for a particular
office have similar opportuni-
ties to express their views
and meet people within
the organization.
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Political Activities



Permissible Activities
for Employees of a
Tax-Exempt Organization

� Supporting or opposing
candidates, as long as the
employees do not imply they
are representing Catholic
Health Initiatives or its
organizations or use organi-
zational resources (such as
telephones, office supplies
and e-mail).

� Contributing personal funds
to a campaign or political
action committee (PAC), as
long as there is no pressure
from the organization to con-
tribute and the contribution
is linked to the individual,
not the organization.

Activities in Which a
Tax-Exempt Organization
May Not Be Involved

� Supporting or opposing a
candidate for public office.

� Sponsoring a fund raiser or
other event to support a
candidate for public office.

� Contributing organizational
funds or time to a candidate,
a PAC or a political party.

� Asking people within the
organization to support
or oppose a candidate
or contribute to a certain
campaign or PAC.

� Using organizational resources
to seek support for or opposi-
tion to a candidate or a
contribution to a PAC.

Activities in Which Employees
of a Tax-Exempt Organization
May Not Be Involved

� Asking people within the
organization to support or
oppose a candidate or con-
tribute to a campaign or PAC.

� Using organizational resources
to seek support for or opposi-
tion to a candidate or a
contribution to a PAC.

Q My brother-in-law is
running for the House of
Representatives. May I
use a copier at work to
make campaign flyers?

A No. As tax-exempt organi-
zations, Catholic Health
Initiatives and its organiza-
tions may not contribute
money or resources to
political campaigns.
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* These activities are considered lobbying and cannot be substantial in relation to the total
activity of the organization.
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Protecting our Assets
We are committed to protecting our assets, including
our financial resources, supplies, equipment and
reputation. We do so by making wise and ethical
decisions to ensure that our assets are used to sup-
port our healing ministry. As responsible stewards
of our resources, we:

� Follow Our Values and Ethics at Work Reference
Guide and the policies and procedures of Catholic
Health Initiatives and its organizations.

� Keep accurate and reliable financial records
and reports.

� Ensure that our assets are used only to further our
health care mission, not for our personal business
or benefit. We do not use organizational equipment,
supplies, materials or services for unauthorized
purposes. There are many experts within Catholic
Health Initiatives and its organizations who provide
education at external work-related functions. If you
speak at an external function during work time and
receive payment, you must submit the money to the
organization’s foundation or designated department.

� Use good judgment when using our assets for
business travel and entertainment.

� Use the Catholic Health Initiatives reporting
process, detailed on page 44, if we have questions
about the proper use of organizational assets.
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Record Retention
All clinical, financial and employee records of Catholic Health Initiatives
and its organizations are stored according to record retention policies. You
can request a copy of your organization’s policy from management or your
local corporate responsibility officer.
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Tax-Exempt Status

Catholic Health Initiatives and its
organizations are nonprofit, tax-
exempt and operated solely for
religious and charitable purposes.
This status provides Catholic Health
Initiatives and its organizations
certain benefits in support of build-
ing healthy communities. To keep
our tax-exempt status, we use our
resources to further the religious and
charitable purposes of our mission.
Tax laws prohibit our tax-exempt
organizations from:

� Paying more than fair market value
for services, products or leases.

� Taking part in a joint venture,
partnership or similar transaction
that results in an improper private
benefit (gain) to a third party.

� Recruiting physicians with incen-
tives or compensation plans that
are in excess of fair market value
or do not serve an identified
community need.

� Accepting research grants from
third parties when the researcher
keeps the funds for personal use
or the Catholic Health Initiatives
organization is not paid for the use
of our time, equipment or facilities
in connection with research.

� Providing a service at less than fair
market value, unless exceptions
exist under organizational policy
or federal or state law. Examples
include services provided to
Medicare and Medicaid beneficiar-
ies under managed care contracts
and discounts provided under
charity, prompt pay or other
policies. Courtesy discounts and
other uncompensated benefits
to physicians, officers, directors
and trustees, other than those
provided for by organizational
policy, are prohibited.

� Permitting any person to buy, sell,
lease or use organizational property
at less than fair market value.
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Our Values at Work
We are committed to enabling all employees to reach their
fullest potential by:

� Providing meaningful, rewarding work with competitive
pay and benefits.

� Ensuring a safe, supportive work environment.

� Providing the opportunity to learn and grow.

� Sharing information about the performance of Catholic
Health Initiatives and its organizations.

� Encouraging innovation and achievement.

� Hiring and developing values-based leaders and employees.

� Recognizing employee contributions and celebrating success.

� Supporting a healthy balance of work and personal life.

� Complying with laws that regulate employment and the
workplace environment.

Together, as a values-driven work community, we can fulfill
our mission to bring new life, energy and viability to our
health care ministry today and in the future.

Credentialed Provider Qualifications

We retain licensed and credentialed individuals to provide
patient care. Each individual is responsible for performing
his/her job duties within the scope of his/her licensure and
practice authority.

Exit Interviews

Employees who leave the organization are encouraged to
conduct exit interviews with human resources. Information
that you provide in an exit interview helps Catholic Health
Initiatives and its organizations identify and resolve workplace
problems and increase employee satisfaction and retention.
An exit interview allows an employee to report in good faith
any situation he/she believes is contrary to our standards of
conduct and is important for us to know.
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If you are unsure about how to respond to a particular
situation, this section of the Our Values and Ethics at
Work Reference Guide provides guidance.

Reporting Concerns

As an organization and as individuals, we are responsible
for promptly reporting potential violations of law, regulation,
policy or procedure. You are protected from retaliation if
you make a good-faith report, complaint or inquiry. For
more information on Catholic Health Initiatives’ non-retal-
iation policy, see page 36. The Catholic Health Initiatives
reporting process is described below.

Catholic Health Initiatives Reporting Process:

� Speak with your supervisor or another manager.

� If the supervisor/manager is not available, or you are
not comfortable speaking with him/her, or you believe
the matter has not been adequately resolved, contact
your human resources representative or your local
corporate responsibility officer.

� If you want to report a concern anonymously, you have
two options:

� Call the Ethics at Work Line phone number,
1-800-261-5607.

� File your report using the Internet
at www.ethicspoint.com.

� Click on “File a New Report.”

� Enter “Catholic Health Initiatives” in the “Enter
Organization Name” box and submit. You will be
directed to Catholic Health Initiatives’ client site.

GETTING
HELP
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Both of these confidential reporting options
are available 24 hours a day, seven days
a week. Reports made by phone or the
Internet are received by trained staff who
document and forward information to your
local and/or national corporate responsi-
bility officer for appropriate action. These
reports are not traced or recorded. You may
remain anonymous if you wish. If you
choose to identify yourself, there is no
guarantee that your identity will remain
confidential. However, when you identify
yourself it is easier for the corporate
responsibility officer to provide you with
a direct response.

Training and Education

Comprehensive training and education
is available to help you understand and
comply with our expectation that you
conduct yourself ethically and responsibly.
This education and training is provided
at the time you join the organization. In
addition, many employees receive annual
specialized training on subjects such as
billing, coding, confidentiality, safety,
environmental issues and regulations
that relate specifically to their jobs.

Consequences of Failure to
Comply With Our Values and
Ethics at Work Reference Guide

As a minimum standard, all persons
associated with Catholic Health Initiatives
or its organizations will conduct their
activities in compliance with applicable
laws. We have a duty to act in a manner
consistent with our core values, policies
and the Our Values and Ethics at Work
Reference Guide. We are subject to a
variety of serious consequences if we
fail to comply with laws, regulations and
organizational policies and procedures.
The consequences to Catholic Health
Initiatives and/or its organizations may
include risks to patient/resident safety,
refund of payments from government
programs, civil or criminal liability, exclu-
sion from federal payment programs and
loss of tax-exempt status. In addition,
responsible individuals may be subject to
disciplinary action, including suspension
or termination of employment, termination
of contractual relationship or removal from
office or board membership. Individuals
may also be prosecuted and subject to
substantial fines.
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REFERENCES

Contact your local corporate responsibility officer or other personnel when you have questions regarding
Our Values and Ethics at Work Reference Guide or wish to review organizational policies. The list below
summarizes the types of concerns typically addressed by specific personnel within Catholic Health
Initiatives’ organizations. If your concern is not listed below, contact your local corporate responsibility
officer for assistance.

Types of Issues Addressed
by the Corporate
Responsibility Officer
� Corporate Responsibility

Program orientation,
education and training

� EMTALA
� Stark law
� Anti-kickback law
� Antitrust compliance
� False Claims Act
� Tax-exempt status
� Billing issues
� Improper or incorrect

documentation for billing
� Non-compliance with Our

Values and Ethics at Work
Reference Guide and/or
other policies and
procedures adopted
as part of the Corporate
Responsibility Program

� Falsification of records
� Fraudulent activities
� Conflicts of interest
� Contract issues
� Disclosures of confidential

information
� Misuse of assets
� Compensation arrangements

related to a contract

� Contractual relationships
potentially involving referrals
of patients/residents

� Medically unnecessary services
provided to patients/residents

� Other activities that may
violate federal, state or local
law; statutes; regulations;
guidelines; or rules that gov-
ern the health care industry

Types of Issues Addressed
by Safety Personnel
� Occupational Safety

and Health Administration
(OSHA) issues

� Ergonomics
� Workplace safety
� Workplace violence

Types of Issues Addressed by
Human Resources Personnel
� Employee Retirement Income

Security Act (ERISA) issues
� Sexual, racial or other

harassment
� Equal Employment Opportunity

and discrimination issues
� Staff rights
� Unemployment
� Employment practices
� Employment disputes/

grievances

� Americans with Disabilities
Act issues

� Illegal or abusive alcohol
and drug use

� Labor relations/union issues
� Workers’ Compensation issues

and medical disability issues
� Weapons and violence in

the workplace
� Gambling in the workplace
� Unexcused absences or

repeated tardiness
� Compensation
� Employee benefits
� Family and Medical Leave Act

Types of Issues Addressed
by Ethics Resource Persons/
Risk Management/Nursing/
Pastoral Care
� Advance Directives
� Disrespect of patients/residents
� End of life issues
� Patient rights
� Ethical and Religious

Directives
� Patient grievances
� Clinical issues/quality

of care concerns
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I acknowledge that I have received a copy of Catholic Health
Initiatives’ Our Values and Ethics at Work Reference Guide and
I agree to read it completely. I also agree to discuss any questions
or concerns regarding this reference guide with my supervisor
or a Catholic Health Initiatives’ leader.

I certify that I will comply with the Our Values and Ethics at
Work Reference Guide standards and guidelines and any other
standards or policies set by the organization I serve that apply to
me in my role throughout my association with Catholic Health
Initiatives. I understand that it is my responsibility to report
any concerns regarding possible violations of these standards,
guidelines and/or policies. Furthermore, I understand that neither
Catholic Health Initiatives nor the local organization I serve will
retaliate against me for making a report in good faith.

I understand that Catholic Health Initiatives and/or its organiza-
tions will conduct an excluded provider background check prior
to my employment and periodically thereafter. I understand that
Catholic Health Initiatives and its organizations reserve the
right to terminate my employment or other association if I am
an excluded provider.

I understand that Our Values and Ethics at Work Reference
Guide contains guidelines for behavior within Catholic Health
Initiatives and its organizations and is not an employment con-
tract. I also understand that these guidelines may be amended,
modified or clarified at any time, and that I will receive periodic
updates to these guidelines.

ACKNOWLEDGMENT
AND CERTIFICATION

Please Print

Name__________________________________________________________________________________________________

Department or Affiliation __________________________________________________________________________________

Organization ____________________________________________________________________________________________

Signature________________________________________________________________ Date __________________________

Please complete the certification, detach this card and submit it to your training facilitator or your local corporate
responsibility officer as documentation of your acknowledgment and certification as stated above.



“The secret of joy in work is
contained in one word— excellence.
To know how to do something well
is to enjoy it.”
Pearl S. Buck, American Novelist
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CONCLUSION
Our core values and standards of conduct are guiding principles that help us
advance the framework for ethical behavior found in Our Values and Ethics at
Work Reference Guide. It is our responsibility to understand and follow these
standards of conduct. Contact your manager, local or national corporate responsi-
bility officer or the Ethics at Work Line with questions or concerns. No retaliatory
action will be taken against anyone who makes a good-faith report of a potential
violation of the Our Values and Ethics at Work Reference Guide.

Please become familiar with the standards of conduct defined in this reference
guide. By promoting our values and ethics, we can strengthen our organization
and live out the mission of Catholic Health Initiatives.

Local Corporate Responsibility Officer

Local HIPAA Privacy Official

Local HIPAA Security Official

Catholic Health Initiatives Catholic Health Initiatives
National Corporate Responsibility Office Ethics at Work Line

1-303-383-2730 1-800-261-5607

Contact Information



If you are unsure about how to respond to a particular situation,
you can use the Catholic Health Initiatives reporting process:

� Speak with your supervisor or another manager.

� If the supervisor/manager is not available, or you are not comfortable
speaking with him/her, or you believe the matter has not been
adequately resolved, contact your human resources representative
or your local corporate responsibility officer.

� If you want to report a concern anonymously, you have two options:

� Call the Ethics at Work Line phone number, 1-800-261-5607.

� File your report using the Internet at www.ethicspoint.com.

� Click on “File a New Report.”

� Enter “Catholic Health Initiatives” in the “Enter Organization
Name” box and submit. You will be directed to Catholic Health
Initiatives’ client site.

See page 44 for a detailed description of the reporting process.

GETTING
HELP
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