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YOLO COUNTY
ALCOHOL, DRUG AND MENTAL HEALTH DEPARTMENT

PoLicy AND PROCEDURES M ANUAL

SUBJECT: Implementation of the Compliance Program

POLICY
A. Overview

As a component of the broader Compliance Prograjuined by the federal Office
Inspector General (OIG), the Yolo County Alcoholrud and Mental Health Departm
(ADMH) has designed processes for combating fraud and unethgoalduct through tf
development of ADMH Compliance Plan. Implementatiof this Compliance Plan
accomplished through written policies and procesluend efforts are documented thro
various mechanisms.

Each ADMH employee is expected to be familiar witle Compliance Plan and
appropriate processes necessary to perform hisimges and/or how to obtain the requi
information pertinent to performing his/her dutiasa manner consistent withgal, regulaton
and departmental requirements. Employees who agblation of the Compliance Plan or w
otherwise ignore or disregard the standards of ADMidy be subjected to progres:
disciplinary action up to and including termination

B. Policies and Procedures

The purpose of the Compliance policies and pro@slis to reduce the possibility
erroneous claims and fraudulent activities by ¢jeatentifying risk areas and establish
internal controls to counter those risks. Thesetrots include practice standards regar
client care, personnel matters and compliance f@dbral and state laws.

The policies and procedures serve to identify anglément the standards necessa
successful compliance. These policies and proesdull be reviewed annually to determ
their continued viability and relevance.

The Compliance policies and procedures are asvisl|
Compliance Program Standards

Compliance Auditing and Monitoring Activities
Implementation of the Compliance Program
Standards for Risk Areas and Potential Violaion
Oversight of the Compliance Program
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Compliance Training
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7. Non-Compliance Investigation and Corrective Awti
8. Reporting Suspected Fraudulent Activity
9. Disciplinary Guidelines

PROCEDURE

To ensure successful implementation of the compéastandards, to track compliance
violations, and to evidence the department’s comaitt to compliance, ADMH has developed
the following documentation procedures:

A. Compliance Log

Documentation ofviolation investigations and results will be maintd by th
Compliance Officer in the Compliance Log. Inforioatfrom the Compliance Log will |
summarized and system level issues will be reviewath the QIC on a quarterly bas
Suggestions, feedback and changes to the systemtfie QIC are alsalocumented in tt
Compliance Log.

The Compliance Log contains the following matexial

1. The date or general time period in which susggkfraudulent action occurred;
2. Name of the reporting party dod source of the allegation (via direct
anonymous contact with the Compliance Officer, ireitaudit, monitoring activitie
etc.);
3. Name of the staff member(s) involved;
4, Name of the client(s) or chart number(s) invdive
5. Specific informationegarding the nature of the allegation, includingpsarting
reference materials, etc.;
6. Name of the person responsible for providing feekbi@ the staff person,
appropriate; and
7. The corrective action taken.

B. Compliance Program Binder

The compaents of the Compliance Program are kept in a bigakéhough materia
protected by attorney-client privilege will be filleseparately). This binder contains tl
following materials:

1. The ADMH Compliance Plan

2. The ADMH Compliance Policies and Prouess, as well as any changes
updates
3. The ADMH Code of Ethics
4, A description of the compliance officer's role
5. A summary of education and training efforts
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6. A description of the internal reporting system

7. Plans for ongoing monitoring and enforcement
8. Descriptions of any other steps to correct inappate actions.
C. The Compliance Committee Minutes Binder

The Minutes binder contains the following matesial
1. Signed and dated minutes indicating those ptesehabsent

a. Any changes made in policies and procedures
b. A summary of education and training efforts
C. Plans for ongoing monitoring and enforcement
d. Descriptions of any other steps to correct inappate actions
2. All agendas and any materials distributed.
REFERENCES

None.

APPROVED BY:

ADMH Director Date
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