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Welcome to ADAPT of the Hudson Valley

Welcome to ADAPT of the Hudson Valley. We hope that you find your work here enjoyable and
rewarding. No matter what your role, from working directly with the children, adults, and
families we support, to keeping our facilities up and running to providing financial and
administrative support, please know that we are completely dependent on you to continue to
provide those services well.

Because we are all dependent on one another, and because we are completely funded by
government, it is necessary for us to adhere to a Code of Conduct which tells the world we
perform our roles ethically with respect for all.

It is important therefore that you read and understand everything in this booklet thoroughly
and completely. It will help you do your job better, ensure that your work relationships are
respectful, and help us all from making mistakes that, even unintentionally, cause harm to
ourselves or those we support.

We are very glad you’re here. Thank you.



[ Empowering people through innovative solutions, one person at a time. ]

Our values are connected to our mission and reflect a commitment to:
e The provision of services of the highest quality to people of all ages with
developmental disabilities and their families
* Adherence to the highest ethical, business and legal standards
e The avoidance of even the appearance of dishonesty and wrongdoing
e The adherence to ADAPT of the Hudson Valley’s Compliance Program as an integral part
of our mission and operations

Work Environment

ADAPT of the Hudson Valley is committed to creating and maintaining a safe and
professional workplace. It is ADAPT of the Hudson Valley’s policy to treat everyone with
respect. Business integrity, teamwork, trust, and respect are ADAPT of the Hudson
Valley’s most important values. Unlawful discrimination or harassment of any sort
violates these values.

Our Compliance Program

ADAPT of the Hudson Valley promotes responsible, honest conduct and transparency in all
business transactions and adherence to the laws and regulations of the government agencies
that fund our work and promulgate standards of care. In order to achieve these important
goals, ADAPT of the Hudson Valley has developed a comprehensive Compliance Program which
facilitates the prevention of improper or illegal activities and provides mechanisms to detect
and report any violations.

What We Ask of You

e Comply with this Code of Conduct and all agency policies and procedures.
e Obey all laws and regulations that govern our work.
e Report any alleged violations or allegations of wrongdoing immediately to one of the
following:
o Your immediate supervisor
o A manager
o The Compliance Officer
o The Director of Human Resources



a a
The agency maintains a telephone hotline to allow employees and others to
report problems and concerns either anonymously or in confidence. This

telephone number is posted in all programs.
* Assist management and compliance personnel in investigations of wrongdoing.

Freedom from Retaliation and Intimidation

The agency is committed to protecting from retaliation and intimidation, its employees
and others who in good faith report problems and concerns.

Providing Quality Care

Our goal is to provide services of the highest quality using the most innovative techniques.
We strive to be responsive to the concerns of the people we support and to provide an
environment sensitive to the rights and dignity of all.

Protecting Information

During your relationship with ADAPT of the Hudson Valley you may acquire confidential
information about the people we support, ADAPT of the Hudson Valley employees, and the
agency’s finances, operations and programs. You must keep this information confidential. The
agency has developed a comprehensive program to comply with the Health Care Information
Portability and Accountability Act (HIPAA). You must follow these policies and procedures to
ensure that health care information is kept confidential.

No one may copy, remove, or disclose confidential information from ADAPT of the
Hudson Valley property without permission from a supervisor or administrator with
proper authority over the information. Ask your supervisor if you are not sure
whether certain information is confidential.



Compliance with Law

Much of ADAPT of the Hudson Valley’s financial support comes from government. Therefore,
we are subject to laws designed to combat fraud, waste and abuse.

ADAPT of the Hudson Valley is committed to compliance with all federal, state, and local laws
and regulations, including requirements of New York’s Medicaid program and all Federal health
care programs that govern the programs it administers.

Guidelines

e Kickbacks

You may not offer or accept any kickback or rebates in any form for any reason. This
means that you cannot give or receive anything of value in return for a referral of
business.

e Gifts, Gratuities and Entertainment

You may not solicit or accept money or other gifts from providers, contractors,
producers, accounts, people supported, or their families.

We understand that some families may wish to express their gratitude to staff through
the presentation of small gifts. You are permitted to accept gifts of nominal value.
However, there can be no personal financial transactions between our staff and the
families of the people we support.

ADAPT of the Hudson Valley employees and contractors may not offer gifts of even
nominal value to any government official.

Conflict of Interest

Conflicts of Interest are situations in which personal considerations may affect or appear to
affect, our loyalty and ability to fulfill our responsibilities to ADAPT of the Hudson Valley and
the people we support. You must not allow any outside financial interest, or competing
personal interest, to influence the decisions or actions that you make on behalf of ADAPT of
the Hudson Valley. You must avoid both the existence and the appearance of any conflict of
interest between your personal interests and those of the agency.

There are many types of situations where potential conflicts may arise. ADAPT of the
Hudson Valley requires you to report promptly any actual or potential conflict of
interest to either your immediate supervisor or to the Compliance Officer.



Creating a Positive Work Environment

Guidelines

* You must support ADAPT of the Hudson Valley’s commitment to a safe and
professional work environment.

* You must demonstrate appropriate behavior in the workplace.

e You may not make jokes or speak or communicate in a derogatory manner about
anyone’s race, sex, age, religion, national origin, color, marital status, disability, or
other protected characteristics.

* You may not consider anyone’s race, color, religion, sex, national origin, age,
disability, culture, ancestry, gender identity, sexual orientation, appearance, political
affiliations or other protected characteristic when making decisions about the work
environment, including hiring and retention, placement, assignment of duties,
training and promotion, termination, compensation and benefits.

e ADAPT of the Hudson Valley prohibits sexual harassment of any kind. Sexual
harassment includes:

- any form of unwelcome sexual advance
- request for sexual favors
- other verbal or physical conduct of a sexual or sex-based nature.

* You must treat all people served by the agency, co-workers and visitors with
respect, courtesy and cooperation.

e You are a representative of ADAPT of the Hudson Valley in your everyday life. You
must represent the agency positively in the community.

e You are urged to care for your own health. Therefore, you must never possess,
distribute, sell, purchase or use controlled substances or alcohol while you are
working and/or are on agency premises. You must not come to work and/or to
agency premises if your ability to perform your job is impaired by alcohol, an illegal
substance, or a prescribed medication.

* You must never bring weapons to work and/or agency premises.

* You must immediately report any allegation of possible abuse of people supported.

* You must never leave people supported unsupervised or in an inadequately
supervised setting.

Social Media

We are committed to cultivating a positive reputation in the community. To further
support our mission, we engage in social media and networking for marketing and
communication purposes. ADAPT of the Hudson Valley requires that employees respect



the rights and privacy of the persons we support and the reputation of ADAPT of the
Hudson Valley when engaging in social media.

* Do not post any pictures or comments involving ADAPT of the Hudson Valley or
other employees that could be construed as inappropriate.

* Do not post any pictures or videos of the people we support that have not been
officially posted to the agency’s official site. Only pictures officially posted will
have proper releases and permissions for use.

Use of Agency Funds and Resources

Use of ADAPT of the Hudson Valley’s assets are strictly for the benefit of ADAPT of the Hudson
Valley and the people ADAPT of the Hudson Valley supports. These assets include physical
property like funds, equipment, furniture, office supplies and vehicles. ADAPT of the Hudson
Valley’s assets also include intellectual property like financial information, computers,
computer software, email, and business information.

You may not conduct outside activities during work time, unless approved by your
supervisor. Such activities interfere with your regular duties and negatively affect your
work.

Ineligible Persons or Entities

ADAPT of the Hudson Valley does not contract with, employ, retain, or bill for services rendered
by an individual or entity that is excluded or ineligible to participate in federal or state
healthcare programs. ADAPT of the Hudson Valley checks the eligibility status of all employees
and independent contractors as a part of the hiring/retention process. After hiring, ADAPT of
the Hudson Valley routinely checks the eligibility status of all employees and independent
contractors. If you become ineligible or excluded from participation at any time, report this
immediately to the ADAPT of the Hudson Valley Compliance Officer. If you become aware that
any other person or entity with whom ADAPT of the Hudson Valley has a business relationship
has become ineligible or excluded, also report this immediately to the ADAPT of the Hudson
Valley Compliance Officer.

Record and Report Information Accurately

Many of ADAPT of the Hudson Valley’s forms are legal documents. These documents verify the
provision of a service, constitute a bill for a service to a person supported, record a job task,
record specific occurrences, or cover other matters. All such documentation completed or



compiled by you must be prepared fully, accurately and honestly. In addition, you must only
document the services that you provided or events in which you were involved.

Documentation

e We handle claims for payment of services with integrity to avoid fraud, waste and abuse
in healthcare.

e All ADAPT of the Hudson Valley personnel are expected to comply with federal
healthcare program requirements, including, but not limited to, Medicare/Medicaid
rules and federal and state False Claims Acts.

* We bill only for medically necessary services rendered by eligible providers and properly
documented and coded.

e We correct any billing errors of which we have knowledge and refund payments
received in error.

If you see problems with claims that are not being corrected, contact the Compliance
Officer or Compliance Hotline.

Information Security

e You must only use information produced by or stored on ADAPT of the Hudson Valley’s
computer systems—whether in electronic form or hard copy—for legitimate ADAPT of
the Hudson Valley purposes.

e Use computers, internet access, email, or other office communications systems for
business-related purposes only. Do not use them in a disruptive, offensive, harassing, or
harmful manner, or for any personal purposes.

e Do not share your system username or password with anyone.

* Do not allow anyone to access any ADAPT of the Hudson Valley computer or network
with your password.

e ADAPT of the Hudson Valley requires you to comply with its Acceptable Use Policy. If
you have any questions concerning information security, contact your supervisor, the
Compliance Officer, Director of Information Technology or Security Officer.

e Any document produced or provided by you as an ADAPT of the Hudson Valley
employee, independent contractor, volunteer, or officer is the sole property of ADAPT
of the Hudson Valley. You may not destroy it or use it for any other purpose.




Political Activities and Contributions

ADAPT of the Hudson Valley is a non-profit organization. Under the law, non-profit
organizations may not engage in any political campaign activities. You must never represent
your personal activities, opinions or interests as those of the agency (e.g. by unauthorized use
of agency letterhead stationery, unauthorized remarks in public, etc.).

Corrective Action and/or Discipline

As a condition of employment or retention, you must comply with the Code of Conduct, ADAPT
of the Hudson Valley’s policies and procedures, all applicable laws or regulations, and report
potential compliance violations.

Any ADAPT of the Hudson Valley employee, independent contractor, volunteer, or officer who
violates or knowingly fails to report any violation of this Code of Conduct, any applicable law or
regulation, or ADAPT of the Hudson Valley policy, procedure, or practice is subject to
appropriate disciplinary action ranging from a documented verbal warning to termination. The
specific disciplinary action imposed will depend on the nature of the incident and the relevant
surrounding circumstances.

The following are grounds for discipline, up to and including termination, if not corrected:

Not performing all duties listed on your job description, as assigned by your supervisor.
Frequent lateness, excessive, unexcused absences and/or unauthorized leaving of work
site or shift.

Absences or lateness without notifying your supervisor within the required timeframe.
Not calling or showing for a scheduled shift.

Not signing in and out of the program or not accurately signing in or out of the program.
Failure to attend required trainings or medication courses.

Failing to report an allegation of abuse.

Refusing to participate in an agency investigation.

Lying in an investigation.

Smoking/vaping or using smokeless tobacco products on agency premises.

Violating safety and/or security rules and regulations.

Leaving people supported unsupervised or in an inadequately supervised setting.

Not completing required paperwork.

Signing in and/or out for another employee.

Not properly caring for the property of people supported and the agency.

Producing insufficient or unacceptable work.

Not administering medication to persons supported as prescribed and/or in accordance
with established schedule.



The following are serious infractions of agency policies and procedures which could subject
an employee to disciplinary action up to and including discharge:
e Abusive behavior: physical, verbal, psychological or sexual to people supported,
volunteers or co-workers.
e Being under the influence of intoxicants while on the job. This includes marijuana, drugs
and all forms of alcohol.
e Insubordination
e Sleeping on duty
e Stealing from the agency, its employees or people supported.
e Engaging in destructive acts, such as tampering with or destroying property of the
agency, its employees and people supported.
e Falsifying agency records or reports, including obtaining employment based on false or
incomplete information.
e Unauthorized use of an agency vehicle.
e Committing an illegal act on agency premises.
e Failing to cooperate in an agency or governmental investigation.

Your Responsibilities

* You are expected to perform the duties listed in your job description.

e You are expected to assist other staff as needed and when requested.

e You are expected to perform all tasks as assigned by your Supervisor.

* You are expected to treat the people supported, staff and visitors with courtesy, respect
and cooperation.

e You are to support and maintain the good reputation and the integrity of the agency at
all times.

e You are expected to report all incidents of physical, verbal or psychological abuse, by
staff to people supported or by people supported to staff.

e You are to abide by agency policies and procedures.

e You are to complete all required paperwork.

* You are not to engage in the private sale or distribution of unauthorized literature or
goods while on duty as an ADAPT of the Hudson Valley employee or on ADAPT of the
Hudson Valley premises.

e You are to provide the required notice to management when reporting late or calling
out.

e You are not permitted to smoke/vape or use smokeless tobacco products in any agency
facility or vehicle.

* You are expected to attend in-service trainings, participate in fire drills and emergency
evacuation procedures and abide by the safety and security procedures of your
program.



e You are expected to maintain regular attendance; report to work punctually and be free

from the impairment of drugs or alcohol.

e You are required to not leave a work site or not be at an assigned location without prior

authorization from the supervisor or Program Director.

e You are expected to attend all required Compliance trainings and read and understand

the following:

- ADAPT of the Hudson Valley’s Compliance Plan
- Compliance Policies and Procedures
- Code of Conduct

e Promptly report any issues, concerns, violations, or suspected violations to
- your supervisor
- other management staff
- the Director of Human Resources
- the ADAPT of the Hudson Valley Compliance Officer

Version Number | Summary of Changes Effective Date

1.0 Initial Version 2.26.24
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Acknowledgement

| acknowledge that | have received, read and understand the Code of Conduct of
ADAPT of the Hudson Valley.

| agree to abide by the policies in the Code of Conduct and all federal, state, and
local laws, rules and regulations in connection with my work with ADAPT of the
Hudson Valley.

| am aware that violations of the Code of Conduct could result in disciplinary
actions.

Signature

Printed Name

Date
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conducted by state and goverxmemtnall eantc
for purposes of t hTihse cdoenspilgi na n ciempplreongernatn
results of inaesdhab and e&kmpeleidanvad h t he
G mmi tee and governing body

Overpayments identfed ,amal lexlpdaneparted
accordafBab psa2kdt h$Pa Isfc lroesquurier i ng t leahtaltlhe
report,andetexmmn ai n over payinmeennttsf.cwaittohni n ¢

On an annualHMviadsdi nsd, u cAtD AaP Toenvpi | eiwa oo € aoma r
to ensuhe tlhglemplyiPERogeam in in complianc
NYCRR Par @& omZl or edgeuler mi ne t he efectvene



Cmpl iPAnpgeam, and to determine I f any r
necessar ¥ hef rtetsiud trsevi ew wihile fb ee xsehcaurtevde
seni or ma@Gangpd m@mtone taened governing body.

ADAPYwi | | e ntshug ee X chlau sAf e o tnsdd avti udpuoanl fst h e
start of their rel atorglyi B0widtaiy dtihzd eage e
the NY State Ofce of the Medictalhed | nspe
Heal th and Human Services Ofce of I nspe
l ndi vi dual sRaxdletkant uifes on c heawk$ hwit hle be
Compliandem®PificGemmet ee, the ,zmd edoexremriumn
body.

ADAPFYhas established and i mplemented pr
resgmding to complianceUpossudetpest ®omtemplf a
compliance risk or compliance risk area
as the result of ®wahdi aggnanwdwmbhi takengpg
Il nvestgate t he ,codnedtuecrtmiinne gwheastt,oni f any
required, and i mpl emelnnv essutcdhatcomrgs ewitlvle
documented and include any all eged viol
l nvestgat,vec ppioecsesssf notes and ot her su
ensure that a thorcownghcitmerdbest Joteormgwas y
awdi sci plinary acton taken anal rceosruletc tovf
an investgatonADARWetaseeswhodrae a St at e
rul e or regulaton has beenrepordtatewdghth
vi ol ad oanphper o pavieartremegnt al entty where suc
requi tad, byul e, or regul aton.

At aclke@d summary of t he efleedvearnal taon d hset a&
Program This |istthaswkbébsentdenfvedef NY
Medicaid I nspector Gendreal iaaddrimatmadart
alilndi vi dual s aHW¥st@admplyi &AAL TPr ogr am.

Version Summary of changes Effective date
number

1.00 New Compliance Program 10.3.2023
2.00 Reviewed 2.5.2024

3.00 Reviewed 2.3.2025

4.00 Reviewed 2.2.2026
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COMPLI AN EETOMMSE TTEE CHARTER

Statement of Purpose:

ADA®BT t he Huadnsdno wralgderyt ner agencies are commited
* Fostering a culture of integrity, accountabili
e Maintaining ethical and transparent business p
e I mplementng processes and procedures that prev

that are illegal or wunethical
 Establishing an environment that encourages em
of intmidaton or retaliaton.
e Ildentfying and addressing the organizaton’s pr
» Establishing internal controls that promote ad

Scoaope

This charter sets forth the dutes and responsi bil

Compliance and Ethics Commitee.

Rol es and Responsibilites:

Coordinat bgrectobptoboénpd8 iGnce and Qual engulmpt baé me

wr
co

En
co

Co
co
i n
Ag
et
or

Re
au

Ad
Qu

En

pr
re

Ad

i peh ipcrioecsedndest andards of conductl ragcguiarced rkay el
mpl et e

suring that annual compliance training is devel
mpliance training plan addressing key complianc
ordinat bgrecbobhbhptohoémp8&8 iGnce and Qual engul mpr oveme
mmuni caton and cooperaton by afected individual
ternal or external audits.

ency | eademhesehappmopril aapdt Dolksana tcsuul ptpuorteb pof c¢compl

hical behavior and nonretaliaton, including efe

gani zaton.

vi ewing and approving annually the compliance w
ditng initatves.

vocatng for sufc,aedt st abidf @ aQ odripeddaapdciessnce and

ality Improbulkeimgnperform their responsibilites.

suring that the organizaton has efectve systems
ogram risks, overpayments and otlier ce®esuestagda
portng such issues.

vocatng for adopton and implem@dmpdiRmgeamiequir
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Staying abreast of signifcant devel opments rel atn;

State regul atory requirements that apply to all f
Ensuring the Compliance Program includes a disclo
channel s, including a hotline for employees, seryv
and anonynywuslhy iafif |t ckempli ance and et hical concer
Reviewing periodically the fndings of compliance
management develops and tmely implements appropr.i
Periodically reviewing and revising, as appropria

Me mber s :

To enstohe Clhapli ance and Endight Comeni $ pecthas ame |
key organizatonal functons and divisions of the o

e Chief ExecADAPTOHVer

e DirecQorrp @@rbantpd i ance and QuG&H-aAtDMBPITm@HNOV e ment

e VP of Pr og+4AdDA PTerHWi ces

e VP of -FADnAPITC eHV

e Director of | nf-dDA#xTTomMVTechnol ogy

» Director of HADART REBE¥ources

* A Board-mEMBETrHV

* Manager of Compliance-lancer@uwadIDARY i HYEpr ovement
e Chief Admi ni—-aDARTvE€omMuai ty Net wor Kk

* Chi ef n@pfecreaktDAPT Communi ty Networ Kk

e Chief Compl-ABAPE Obmmuonity Network

» Other members as the Commitee shall deter mine

Leadership:

ThRi r ecQoorrp d@@rbartpd i ance and Quiallli tsyerlvrep raosy etmteentc hai r
Compliance and EDhtr esQd@ropnOréanpeei ambe and Quay i ty |
appoint a delegate to chair the meetng at their d

Reports To:

CEO and DBnewmthom$# | east a quarterly basis.
Meet ngs:

The Compliance and Et heuwoshraCotnfne srepee rwiyidarmecen al oqu e
Meetngs may bpercoamuct eldepmoni cally, or through vi
organizatons approved communicatons channel s, dev]
Commi tee Memktdresd a@roe aedxpmedl each meetng and a quoru
be present to. transact business

RevilJsaendu2 2 962 1
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by Vincent CaCodnunpciogtpdi necto’& Quality | mprovement

Date of Compliance/ eommmRk6ee Approval
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2026 COMPLIANCE TRAINING PLAN

Goals:

e Review Compliance Training material annually or upon revision to OMIG Compliance program
requirements and modify as needed.

e Ensure that all affected individuals, which includes employees, vendors, contractors, sub-
contractors, agents, managers, governing body members, volunteers, interns, and corporate
officers receive Compliance training/education annually.

e Ensure that all new employees are trained on Compliance program requirements as part of their
Pre-Service Orientation, which includes administering a posttest to assess knowledge and
retention of information.

e Complete Compliance training with Senior Staff, which includes administering a post test,
completing conflict of interest questionnaires, and providing education on how to properly
instruct Compliance training to their subordinates or other affected individuals that work in
their programs/departments.

e Complete Compliance training with the ADAPT HV Board of Directors, which includes review of
the ADAPT HV Compliance Annual report and the completion of conflict-of-interest
questionnaires.

Training:

e All new Employees:
o Compliance training is provided at Pre-Service Orientation to all staff, regardless of
department or position. HIPAA training is also included as part of Pre-Service
Orientation.

* Non-Senior Staff / Non — Administration building employees:
o Compliance and HIPAA training is provided annually to these employees by their
Directors or Coordinators. This training includes a posttest and attendance /
participation will be tracked by the Directors and eventually the Learning Management
System. Proof this training occurred must be maintained in the Staff Training binders
and be available to produce upon request. Internal Audits will evaluateeachs t af f ’ s
compliance with the training requirements.

* Compliance Committee:
o Employees who participate in the Compliance Committee receive training as part of
Senior Staff and Board Member compliance trainings, which includes conflict of interest
guestionnaires. In the event the Compliance Committee membership changes to include




ADAPT |=

B i i
OoF THE HUDSON VALLEY
someone from outside of ADAPT HV, they will be required to attend a Compliance

training session.

e Senior Staff:

O

Senior staff Compliance and HIPAA training will tentatively occur in Q2 of 2026. Multiple
sessions are held, with options of both in person and virtual sessions available. These
training sessions will both educate employees on the Compliance & HIPAA program
requirements, as well as provide them resources and guidance on how to deliver this
training to their staff and other applicable affected individuals. The Senior Staff session
includes conflict of interest questionnaires and a posttest (for both Compliance and
HIPAA). Attendance is tracked by the Compliance department.

¢ Administration Building staff:

@)

Staff who work in the Administration Building will receive training in Q3 2025. Multiple
sessions are held, with options of both in person and virtual trainings available. These
sessions will cover both Compliance and HIPAA requirements. This training will include
the posttest and attendance will be tracked by the Compliance department.

Staff who missed training:

@)

The Compliance department will offer make-up sessions for any Senior Staff or
Administration Building staff who missed training earlier in the year. Post tests and
conflict of interest questionnaires will be administered for applicable staff.

Governing body training:

O

The ADAPT HV Board of Directors will be t