Compliance Department - Job Description

POSITION:

Corporate Compliance Officer



REPORTS TO:
Board of Directors, Chief Operating Officer
POSITION SUMMARY

Contributes to the development, implementation, and maintenance of system-wide compliance programs, policies, and procedures.  Promotes an awareness and understanding of positive ethical and moral principals consistent with the mission, commitment, and core values of the organization and those required by federal and state law.

QUALIFICATIONS

· Healthcare related graduate degree preferred (equivalent education and/or experience may be considered)  

· Experience in medical/legal issues in a healthcare environment preferred

· Minimum of ten years’ health care/practice management experience

· Extensive healthcare software and word processing experience

· Extensive knowledge of mental health diagnostic and procedural coding principles and guidelines

· Extensive knowledge of reimbursement systems; federal, state, and payer-specific regulations and policies pertaining to mental health documentation, coding, and billing

· Strong leadership, interpersonal, and problem solving skills

· Excellent written and oral communication skills

· Demonstrates personal traits of a high level of integrity, team orientation, professionalism, and trustworthiness.  Places a high value on ethical standards and treating others with dignity and respect

RESPONSIBILITIES
1. Coordinates implementation of system-wide programs, policies, and procedures to ensure system compliance with applicable federal and state laws and regulations.

2. Serves on the compliance committee and provides leadership for the corporate compliance function and staff. 

3. Coordinates written policies and procedures that set up standards for compliance; giving specific guidance to management, professional staff, and individual departments as appropriate.

4. Develops, implements, and maintains a system for efficient operations of the compliance department.  Includes a communication tracking process for compliance program documentation and compliance committee projects and interaction.

5. Develops, implements, and maintains a system for confidential reporting and investigation of compliance concerns with an appropriate response process.  Includes coordination of an external compliance reporting system (toll free hot line) allowing for anonymous compliance reporting.

6. Coordinates with legal counsel in response to identified compliance questions, concerns, or federal/state inquires or investigations.

7. Directs efforts to communicate compliance programs, including written materials and training programs designed specifically to promote understanding of compliance issues, laws and regulations, and consequences of non-compliance.

8. In coordination with internal and external legal consultants; maintains awareness of laws and regulations, keeping abreast of current changes that may affect health care systems.  Utilizes personal initiative, seminars, training programs, peer contact, and various industry information sources (i.e., Internet sites, newsletters, etc.).

9. Maintains a consistent management reporting process that provides the system with timely and relevant information on all aspects of compliance issues.

10. Reviews reported issues, concerns, or questions relative to compliance matters.  Provides consultative leadership and support to all entities as appropriate.  Includes close coordination with the Director of Human Resources and interaction with all levels of management throughout the system.

11. Coordinates the development, implementation, and maintenance of audit controls and measurements for internal processes; ensuring correct processes are in place for accurate, complete, and compliant programs across the system.

12. In coordination with the compliance committee, revises the compliance program to improve its effectiveness or in response to changing organizational needs or new/revised regulations, policies, and guidelines. 

PROFESSIONALISM

In addition to daily job responsibilities, employee should adhere to our standards of professionalism.  Employee should:
1.   Be punctual and dependable.

2.   Be neat and professional in appearance.

3.   Have an enthusiastic approach to completing assignments and duties.

4.   Be a positive role model for staff and patients.

5.   Demonstrate good verbal and written communication skills.

6.   Utilize appropriate methods to cope with stressful situations.

7.   Accept constructive criticism and integrate suggestions in effective ways.

8.   Work with other staff members to inspire teamwork and promote cooperation.

9.   Be able to effectively handle multiple tasks at one time.

10. Understand and maintain patient confidentiality.

2ND EXAMPLE OF JOB DESCRIPTION FOR COMPLIANCE OFFICER:

Abilities of Compliance Officer: 

                   Sound decision making ability 

                   Operate well under pressure 

                   Be tenacious in resolving difficult problems 

                   Cooperative spirit in working with others in seeking resolution to problems 

                   Gather information from multiple sources to understand problems 

                   Review reports or other documents to identify problems 

                   Recognize symptoms that indicate more significant problems 

                   Draw conclusions by relating information from different sources 

                   Relate to senior management regarding difficult and complex issues 

              Characteristics of CCO Functions: 

                   Use appropriate questioning approach; asks appropriate questions 

                   Detect problems or opportunities 

                   Gather all relevant information 

                   Seek information that identifies underlying issues or problems 

                   Organize information 

                   Relate information from different sources to draw logical conclusions 

                   Recognize trends 

                   Identify cause-and-effect relationships 

                   Coordinate an appropriate response plan to problem resolution 

                   Work with others in resolving problems 

                   Follow-up to ensure resolution is complete/corrective action measures taken 

                   Determine appropriate levels of dissemination of information 

              Suggested Elements in the Compliance Officer Position Description: 

                   Coordinates planning/implementation of the corporate compliance program 

                   Directly or indirectly responsible for policy and procedures for implementation 

                   Coordinates the maintenance of the corporate-wide program 

                   Exhibits awareness/understanding of ethical principals consistent with the mission and

                   values of the organization 

              Essential Functions: 

                   Coordinate development/implementation of the compliance program 

                   Assist in the establishment of the Executive Compliance Committee 

                   Assist in the establishment of a compliance focal point at the Board level 

                   Act as executive director of the Executive Compliance Committee 

                   Develop/maintain Standards of Conduct, related polices, and procedures 

                   Implement compliance training/communication for all affected parties 

                   Monitor corporate-wide compliance plan for periodic updates when needed 

                   Coordinate/conduct investigations to resolve compliance issues 

                   Establish controls/measurements for an effective compliance program 

                   Ongoing compliance reporting to executive and Board level committees 

                   Oversee compliance investigations with legal, human resources, etc. 

                   Establish reporting channels (e.g. Hotline) for use without fear of retaliation 

                   Maintain a working knowledge of relevant issues, laws and regulations 

                   Respond appropriately if a violation is uncovered, internally and externally

THIRD EXAMPLE:

Corporate Compliance Officer Job Description

Kettering Medical Center
Division:
Administration

Reports to:
Chief Executive Officer and Governing Board Chair

Position Description

Contributes to the fulfillment of the Kettering Medical Center’s mission and vision by planning, designing, implementing, and maintaining system-wide compliance programs, policies, and procedures.  Coordinates internal audit programs.  Serves as a role model for ethical management behavior and promotes an awareness and understanding of positive ethical and moral principles consistent with the mission, vision, and values of KMC as a Christian organization and those required by federal law.

Education/Experience

· JD, MA, MPH, MHA, MD, RN, PhD or equivalent education and experience may be considered.
· Experience in medical/legal/ethical issues in a health care environment.
Knowledge/Skill/Abilities
Must be acquainted with law theory and practice.  Must have strong knowledge of specific laws and regulations imposed on health care systems by various agencies; strong oral and written communication skills, planning skills, problem solving skills, change management skills, and extremely strong skills in personal diplomacy; demonstrates personal traits of a high level of motivation, team orientation, professionalism, and trustworthiness; and places a high value on treating others with dignity and respect.

Principal Responsibilities

1. Implements system-wide programs, policies, and procedures to ensure system compliance with applicable federal and state laws and regulations, such as those for Medicare and Medicaid.
2. Directs activities for legal audits established to investigate and monitor compliance with standards and procedures implemented by the compliance programs, reviewing completely all legal duties imposed by government agencies and others.

3. Develops and writes policies and procedures that set up standards for compliance, giving specific guidance to management, medical staff, and individual departments as appropriate.
4. Directs efforts to communicate compliance programs, including written materials and training programs designed specifically to promote understanding of compliance issues, laws and regulations, and consequences of non-compliance.
5. Maintains awareness of laws and regulations, keeping abreast of current changes that may affect health care systems through personal initiative, seminars, training programs and peer contact.
6. Maintains a system of management reporting that provides the system with timely and relevant information on all aspects of compliance issues.
7. Develops, monitors, and responds to a full range of financial, service, and quality indicators in all areas of responsibility.
8. Reviews complaints, concerns, or questions relative to compliance issues, and provides consultative leadership and support to all entities as appropriate.
9. Establishes audit controls and measurements for internal processes, ensuring that correct processes are in place for accurate, complete, and compliant programs across the system.
10. Drives the organization to envision itself  as committed to integrity, not just compliance, which is often only a legal minimum.  
4TH EXAMPLE:

Compliance Officer

Proposed Job Description

Kern Medical Center

The Position
Under the general direction of the Chief Executive Officer, coordinates planning, development, implementation and monitoring of an effective compliance program for the Kern County Medical Center.  Promotes awareness and understanding of positive ethical and morale principles consistent with the mission, vision and values of the organization and those required by federal and state law.  Interact with all levels of management throughout the Kern County Medical Center and it’s separate clinics and departments.

Typical Tasks
1) 
Implements system-wide programs, policies and procedures to ensure compliance with applicable federal and state laws and regulations, such as those for Medicare and Medi-Cal.

2) 
Directs activities for system-wide audits established to investigate and monitor compliance with standards and procedures required by federal and state laws, including supervising the audit activities conducted by contracted consultants.

3) 
Develops and writes policies and procedures that establish standards for compliance, giving specific guidance to management, medical staff, and individual departments or employees as appropriate.

4) 
Develops and implements orientation and ongoing educational programs designed to specifically promote an understanding of compliance issues and the consequences of non-compliance throughout the Kern Medical Center, it’s clinics, and numerous departments.

5) 
Maintains an awareness of laws and regulations, keeping abreast of current changes that may affect health care systems through personal research, seminars and peer contact.

6) 
Reviews inquiries concerning billing, reports of noncompliance and results of documentation compliance audits.

7) 
Participates in appropriate response, develops corrective action plans, oversees compliance investigations, including maintaining the confidentiality of information reported by individuals in order to protect both the individual and the subject of the investigation.

8) 
Maintains a system of reporting that provides timely and relevant information of all aspects of compliance issues.

9) 
Reviews complaints, concerns, or questions relative to compliance issues and provides consultative leadership and support to all entities as appropriate.

10) 
Ensures that internal controls throughout the system are sufficient to provide for accurate, complete and compliant programs and processes.

11) 
Participates in any external audit review process and responds to any legal or administrative inquiry relative to compliance issues or audits.

12) 
Prepares regular monthly reports for the Chief Executive Officer and Compliance Committee.

13) 
Informs the Chief Executive Officer of major findings, problems and violations and recommends corrective and preventive actions.

14) 
Establishes guidelines and procedures for ongoing compliance review to identify deficiencies and recommend corrective action plans.

15) 
Supervises subordinate staff if assigned.

Application Requirements
Sufficient education, training and experience which demonstrates the possession and application of the knowledge and abilities listed below.  Prior participation in third-party audit reviews is desirable.

Experience Note: The knowledge and abilities listed below would normally be acquired through the attainment of a Bachelor’s degree from an accredited university or college with major work in health care administration, finance, accounting, auditing, or another related field and a minimum of 5 years professional level financial management expertise, at least two of which were in a hospital environment.

Knowledge of:

1) 
Health care laws, regulations, and requirements for third party billing (especially Medicare and Medi-Cal)

2) 
Basic principles of hospital organization and administration

3) 
Regulations and laws common to the operation of hospitals in California

4) 
Accounting and auditing methods applicable to hospital and clinic operations

5) 
Third party audit reviews and risk assessment

6) 
Planning and problem solving methods

7) 
Excellent interpersonal and communication (written/verbal) skills are essential

8) 
Principles of supervision

9) 
Principles of outstanding customer service

Ability to: 
1) 
Administer, coordinate and supervise the compliance program of a large, teaching health care organization

2) 
Keep abreast of current Medicare and Medi-Cal regulations

3) 
Explain and interpret compliance issues to other officials

4) 
Identify compliance problems and devise procedural changes to resolve them

5) 
Learn and apply the Kern Medical Center policies, regulations, and administrative procedures in the context of the compliance program

6) 
Communicate effectively orally and in writing

7) 
Work effectively as a member of a management team in a health care organization

8) 
Establish and maintain cooperative relationships with individuals and groups contacted in the course of work

9) 
Provide exceptional customer service in the performance of job duties

10) 
Incorporate Kern Medical Center organizational values in the performance of job duties

Examination
The examination will include one or more of the following parts: Application appraisal, application review, competitive screening, written examination and/or oral examination.  If applicants are received in such numbers that a competitive rating of education and experience is not possible from a review alone, those factors will be determined by an oral examination weighted 100%.
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