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YOLO COUNTY
ALCOHOL, DRUG AND MENTAL HEALTH DEPARTMENT

PoLicy AND PROCEDURES M ANUAL

SUBJECT: Compliance Training

POLICY

Education and training is an important componernhefYolo County Alcohol, Drug and Men
Health Department (ADMH) Compliance Program. Thare two primary areas for traini
Compliance Standards and Coding and Billing. Caangk training has two goals:

1) All employees receive periodic training on how terfprm their jobs i
compliance with the standards of the Compliance Biad all applicable regulations; and

2) Each employee understands that compliamcea condition of continue
employment.

Each ADMH employee is expected to be familiar wifth Compliance Plan and the appropi
processes necessary to perform his/her dutiespahdiv to obtain the requisite informat
pertinent to performing his/heduties, in a manner consistent with legal, regua an
departmental requirements. Employees who act dtation 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

PROCEDURE

Training clearly communicates the core componemtthe Compliance Plan and suppor
policies and procedures to all physicians and ,staffwell as to independent contractors w
services are billed under the ADMH provider numbéiemos, informational notices, igail
and/or monthly meetings are used to notify staffleinges in policies or procedures.

A. Compliance Standards Training

Training on compliance standards covers the omerasind importance fothe Complianc
Program, the consequences of violating the stasdard procedures outlined in the Complit
Plan, and the role of each employee in the impleatiem of the Compliance Plan.

Compliance standards training will provide inforinaton howto follow the law and will b
tailored to the needs of the clinical staff and gibans, case management staff, and su
staff.

In addition, training will include several clearaa®ples of noncompliant behavior.

For example, training for the billingasf might include a discussion of how submittirgims
based on codes that do not reflect the serviceslfctprovided violates the Compliance F
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and may violate the law.

The Compliance Standards training will also revitae Code of Conduct, Staff will sign ai - { Deleted: Ethics ]
acknowledgement that they have received trainingh@material and that they understanc - ‘[Deleted:. j
Code of CQDQU,CE ,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,, . ‘[Deleted: Ethics. ]

B. Coding and Billing Training

Training on accurately documenting services is mgoong mission of ADMH. This traing
includes:

e Coding requirements;

e Claim development and submission practices;

e Signing a form required to be authorized by a ptigei without the physician
authorization;

< Proper documentation of services rendered,;

< Proper billing standards and procedures and subomis$ accurate bills for services;

e Legal sanctions for submitting deliberately falseaxkless billings;

< Ongoing training for staff on policy changes;

< Unit meeting agendas to include discussions of diamge activities and [T systen
level issues, when applicable; and

< New staff orientation training including specifitsdussion and training on complial
issues.

Training Log

The Compliance Officer will maintain a log of altaining activities. This log provid
information on the date of the training, names of attendgps, and topics of training, locati
of the training, trainer's name(s), duration of ttnaining, and number of CEUs earnec
applicable.

Staff will sign an acknowledgement that they haseeived comiance training and that th
understand the material. These acknowledgemetitdevimaintained as part of the Train
Log.

Training Timelines

New employees are trained as soon as possiblethégrstart date and all employees rec
refresher training on an annual basis, or as apiatep

Ongoing Communication

To regularly communicate new compliance information to assure that staff receive the |
recent information, ADMH has implemented the foliogrcommunication mechanisms:

,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,, _-7 office that contains all of the policies an
S procedures

************************************** e ) ‘[ Deleted: . ]
N { Deleted: . ]

.. . . _-| Deleted: PI d a binder in the front
* Policies and Procedures are available to all staffhe intranet. _ o ol of the pofcien, F

REFERENCES
ADMH Code of Conduct
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APPROVED BY:

ADMH Director Date
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