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CORPORATE COMPLIANCE PROGRAM 

INTRODUCTION 

 

A Message from Loudoun Medical Group 

 

Loudoun Medical Group (LMG) is commiƩed to delivering quality paƟent 

care while conducƟng its business with integrity and in accordance with 

all applicable federal and state laws.  LMG has developed this Standards 

of Conduct and Compliance Program to prevent the submission of 

erroneous claims or engage in unlawful conduct.   

 

It is our goal, as a result of our compliance efforts, to prevent unlawful 

acts through educaƟon and training.  
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STANDARDS OF CONDUCT  

	
Quality of Care:  We are commiƩed to providing high quality care and services.  

Our first priority is to the paƟents we serve. 

 We have a responsibility at every level of organizaƟon to maintain integrity 
and quality in our job performance. 

 We render services to paƟents without regard to their sex, age, disability, 
race, ethnicity, religion, naƟonal origin, sexual orientaƟon, ciƟzenship, or any 
other classificaƟon protected by law. 

 We will employ appropriately licensed and properly credenƟaled health care 
providers possessing the required experƟse and experience to care for our 
paƟents. Upon request, we inform paƟents or their authorized representaƟve 
of the idenƟty of all personnel who parƟcipate in their care. 

 We maintain strict confidenƟality regarding individually idenƟfiable health 
informaƟon and prevent the unauthorized release of such informaƟon.  
Unless otherwise permiƩed by law, informaƟon contained in a medical record 
will not be released to anyone outside the organizaƟon without the 
individual’s consent or authorizaƟon. 

 We will make every effort to maintain complete, accurate and legible accounts 
of all care and treatment provided to paƟents. 

 We will conƟnually monitor and evaluate the delivery of care and related 
services to assure that appropriate quality of care  standards are met.   
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STANDARDS OF CONDUCT  

	
Compliance with Laws and RegulaƟons:  We are commiƩed to ethical 

standards of business and professional ethics and integrity.  We conduct our business 
acƟviƟes and paƟent care operaƟons in full compliance with all applicable federal, 
state, and local laws and regulaƟons. 

 We comply with all requirements of federal and state laws and regulaƟons 
(i.e., The False Claims Act , Stark Law, AnƟ‐Kickback Statue, Virginia Medicaid 
Fraud Control, etc.) and the role of such laws in prevenƟng, detecƟng, 
reporƟng and correcƟng incidents of fraud, waste and abuse in government 
health care programs. 

 We will not solicit, accept, give or offer anything of value for the referral of 
paƟents or services which may be paid by a federally funded healthcare 
program.  Kickbacks, bribes, rebates, giŌs or any kind of benefits intended to 
induce referrals or in return for referrals are strictly prohibited. 

 We record all financial informaƟon in accordance with generally accepted 
accounƟng principles and established financial procedures and internal 
controls. 

 We conduct our markeƟng efforts with truth, accuracy, fairness and 
responsibility to paƟents, the communiƟes we serve, and the public at large.  
MarkeƟng materials reflect only those services available, the level of licensure 
and accreditaƟon, and comply with applicable laws and regulaƟons dealing 
with truth in adverƟsing, non‐discriminaƟon and confidenƟality. 

 We cooperate with all appropriate requests for informaƟon from government 
auditors, invesƟgators or other officials.  If an employee is contacted by an 
organizaƟon, the employee should contact their manager immediately. 

 We will not employ, contract with or bill for services rendered by an individual 
or enƟty that is excluded or ineligible to parƟcipate in government health care 
programs.  Employees have an affirmaƟve duty to immediately report to their 
immediate supervisor, any potenƟal adverse acƟon taken by an authorized 
regulatory agency. 



6 

 

STANDARDS OF CONDUCT  

	
Health Insurance Portability and Accountability Act (HIPAA):  We are 

commiƩed to protecƟng the privacy of our paƟents by preserving the confidenƟality 
and security of individually idenƟfiable paƟent health informaƟon, whether or not such 
informaƟon is maintained electronically, in wriƟng, is spoken or in any other medium. 

 We will use and disclose individually idenƟfiable health informaƟon for 
purposes of treatment, payment or healthcare operaƟons in accordance with 
federal and state law. 

 We will provide wriƩen noƟces of our privacy pracƟces (NPP), including 
descripƟons of individual rights with respect to protected health informaƟon 
(such as the right to inspect, copy, amend, or correct their health records) and 
the anƟcipated uses and disclosures of this informaƟon that may be made 
without the paƟent’s wriƩen authorizaƟon. 

 We will only view a paƟent’s personal health informaƟon on a need to know 
basis.  Whenever using, disclosing, or requesƟng protected health 
informaƟon, we will use reasonable efforts to limit the amount of individually 
idenƟfiable informaƟon we use, disclose, or request to the minimum 
necessary to accomplish the purpose for which the use, disclosure or request 
is made. 

 We will ensure, to the best extent possible, that our business associates 
provide us with saƟsfactory assurance that they will safeguard and keep 
confidenƟal, our paƟent’s individually idenƟfiable health informaƟon in the 
form of HIPAA compliant business associate agreements. 

 By law, we treat designated paƟent informaƟon, such as mental health notes, 
substance abuse and HIV/AIDS, with the strictest of confidence and will not 
release or disclose such informaƟon without the paƟent’s prior wriƩen 
consent or by valid court order or as otherwise permiƩed by law. 
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STANDARDS OF CONDUCT  

	
Billing and Coding:  We are commiƩed to properly coding and billing for the     

services we render in accordance with all federal, state, and local laws and regulaƟons. 

 We bill only for those services and care, which are actually provided,          
medically necessary, appropriately authorized and properly documented.  We 
will not knowingly submit an incorrect claim for payment or reimbursement. 

 We will assign billing codes that most accurately reflect the services and care 
provided.  Upcoding, unbundling or any other means of arƟficially enhancing 
reimbursement is unlawful and strictly prohibited. 

 We will prepare and maintain all billing records accurately, reliably, honestly, 
and in accordance with both established billing policies and pracƟces and that 
are consistent with all applicable federal, state and private payor health care 
program requirements. 

 We will regularly review our records for paƟent credit balances and promptly 
refund any overpayments. 

 We do not rouƟnely waive insurance co‐payments or deducƟbles. 

 We will maintain all records in a secure locaƟon for the period of Ɵme          
required by law.  The premature destrucƟon or alteraƟon of any document in 
response to, or in anƟcipaƟon of, a request for those documents by any     
government agency or court is strictly prohibited. 

 We will respond in a direct, Ɵmely and honest manner to all quesƟons and 
complaints related to paƟents’ billing. 

 We will conduct internal and/or external audits to ensure compliance with 
coding and billing regulaƟons. 
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STANDARDS OF CONDUCT  

	
Property, Equipment and other Assets:  We are commiƩed to protecƟng 

Loudoun Medical Group’s property, equipment and other assets against loss, theŌ, 
destrucƟon or misuse. 

 We are responsible and accountable to ensure, including the access and 
security of our systems and our pracƟces, the proper business use of all 
Loudoun Medical Group assets, property, and equipment in general.  All users 
of the computer system acknowledge the proper use each Ɵme the computer 
is accessed. 

 We will follow established internal control procedures when handling and 
recording Loudoun Medical Group’s assets, property and equipment.  The 
responsibility for physical security of laptops and portable compuƟng devices 
and informaƟon contained within resides with the individual to whom the 
device is allocated.  Prior to leaving employment, individuals must return all 
Loudoun Medical Group owned property. 

 We strictly prohibit making unauthorized copies of any computer soŌware 
licensed to Loudoun Medical Group, including downloads or executables from 
the internet.  Executable soŌware must be validated, approved and installed 
by InformaƟon Services (IS).  Unmanaged installaƟons can compromise the 
operaƟng environment and also consƟtute a security risk, including the 
intenƟonal or unintenƟonal spreading of soŌware viruses and other malicious 
soŌware. 

 We protect confidenƟal corporate informaƟon and not use or reveal 
informaƟon except in the proper performance of duƟes.  We respect and 
protect the intellectual property rights of individuals and companies with 
which we do business.  We do not make copies or use property without 
advance wriƩen permission. 
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STANDARDS OF CONDUCT  

	
Conflicts of Interest:  We are commiƩed to acƟng in good faith in all aspects of 

our work.  We will take all reasonable precauƟons to avoid conflicts, or the appearance 
of conflicts, between our private interests and the performance of our official duƟes 
and responsibiliƟes.   

 We will not tolerate any business or financial opportunity, which might 
conflict with the interests of Loudoun Medical Group or those we serve.   

 We will report any conflicts or perceived conflicts of interest concerning 
ourselves, family members or business interests when known to management 
immediately.   

 We do not permit family members to be in direct reporƟng relaƟonship to 
each other unless the situaƟon is warranted by special circumstances.  In such 
situaƟons, special oversight will be arranged so that the conflict of interest 
does not occur between family members with respect to their Loudoun 
Medical Group duƟes.  We will review all employment situaƟons involving 
family members, and reserve the right to transfer employees if a conflict does 
exist. 

 We do not solicit or accept giŌs, payments, fees, services, valued privileges or 
other favors where they would, or might appear to, improperly influence the 
performance of our official duƟes.   

 We do not use our posiƟon with Loudoun Medical Group for personal gain or 
to influence personal decisions of our staff. 

 We will not accept outside employment or contracƟng arrangements that 
conflict with the interests of Loudoun Medical Group. 

 We will ensure that employees, providers, and vendors are not disturbed, 
interfered with or solicited while carrying out their job duƟes.  SolicitaƟon of 
paƟents and visitors are strictly prohibited.  
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STANDARDS OF CONDUCT  

 

Vendors and Contractors:  We are commiƩed to providing all health care       

services in full compliance with all applicable laws, regulaƟons and guidelines, as well as 
with its own policies and procedures.  Loudoun Medical Group is parƟcularly sensiƟve 
to requirements applicable to federal and state health care programs and the            
submission of accurate bills for all services provided.  Compliance by vendors,            
contractors, consultants, suppliers and agents conducƟng business on behalf of 
Loudoun Medical Group or in the Loudoun Medical Group work environment is          
important to our overall compliance efforts. 

 We will make available the Standards of Conduct to all vendors, contractors, 
consultants, suppliers and agents with whom Loudoun Medical Group        
conducts business with upon request. 

 We will provide access to wriƩen compliance policies for any specific risk     
areas associated with work provided by vendor/contractor services.  All     
vendors, contractors, consultants, suppliers, agents and others doing business 
with Loudoun Medical Group will be responsible for understanding and fully 
complying with policies applicable to their acƟviƟes.   

 We will promptly and thoroughly invesƟgate alleged misconduct by vendors, 
contractors, suppliers and agents performing services for or on behalf of    
Loudoun Medical Group. 

 We will strive, through our compliance efforts, to review all perƟnent         
documents and other informaƟon relevant to compliance invesƟgaƟons,      
including those of or pertaining to outside individuals and enƟƟes. 

 We will have all vendors doing business on behalf of Loudoun Medical Group 
screened for exclusion, debarment or other ineligible status uƟlizing the     
federal Office of Inspector General and Virginia Office of the AƩorney        
General’s list of excluded and ineligible persons.  
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STANDARDS OF CONDUCT  

 

CommunicaƟon and ReporƟng Process:  We are commiƩed to creaƟng an 

open environment for communicaƟon for all employees, trustees or agents to be able 
to address compliance  related quesƟons or concerns.  A clear process for reporƟng 
potenƟal compliance violaƟons is an important part of the Loudoun Medical Group 
Corporate Compliance Program.   

If you have a quesƟon or concern about an acƟvity being unethical, illegal, or wrong, or 
suspect a violaƟon, use the following process to get answers to your quesƟons and to 
report concerns.  Throughout this process, your idenƟty will be kept as confidenƟal as 
possible. 

 Talk to your immediate supervisor first, as he or she should be familiar with 
the laws, regulaƟons and policies that relate to your work.  If your quesƟon or 
concern involves a human resources related maƩer, you may also speak 
directly with the Loudoun Medical Group Human Resources representaƟve, 
tel., (703) 737‐6010. 

 If you are not comfortable contacƟng your supervisor, or if you don’t receive a 
saƟsfactory response, talk to another member of your management team. 

 If for any reason you feel you cannot follow the above steps, or if you want to 
remain anonymous, you may call the Loudoun Medical Group AdministraƟon 
department tel., (703) 737‐6003. 

Employees have a responsibility to immediately report misconduct, including actual or 
potenƟal violaƟons of laws, regulaƟons, guidelines, policies, procedures or the 
Standards of Conduct.  No disciplinary acƟon or retaliaƟon will be taken against you 
when you report a compliance issue in good faith, meaning you believe the informaƟon 
you are reporƟng is true.  
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STANDARDS OF CONDUCT  

	
Employee Responsibility:  We are commiƩed to demonstraƟng and promoƟng a 

commitment to ethical and legal behavior that is consistent with Loudoun Medical 
Group’s mission and values.  All employees are expected to follow all federal, state and 
local laws, regulaƟons and Loudoun Medical Group policies and procedures.  Anyone 
who has knowledge of a violaƟon must follow the reporƟng process and report this 
informaƟon.  If you do not report a violaƟon, you may be subject to disciplinary acƟon 
even if you were not directly involved.  ReporƟng does not protect from disciplinary 
acƟon regarding your own performance or conduct, but should you be directly involved, 
your honesty will be considered in evaluaƟng appropriate correcƟve acƟon. 

Management:  As a leader, you have an obligaƟon to ensure that employees under 

your supervision: 

 Comply with the Loudoun Medical Group Standards of Conduct; 

 Know and follow all federal, state and local laws, regulaƟons, guidelines and 
Loudoun Medical Group policies within the scope of their responsibiliƟes; 

 Know the procedure for reporƟng suspected or actual violaƟons; 

 Are encouraged and encourage others to ask quesƟons and report actual or 
suspected violaƟons without fear of retaliaƟon; and complete all required 
compliance training. 

If an employee comes to you with a quesƟon or concern regarding compliance with a 
federal, state or local law, regulaƟon, or Loudoun Medical Group policy, you are 
responsible for: 

 Taking steps to ensure the employee does not experience retaliaƟon; 

 Maintaining the employee’s confidenƟality to the extent pracƟcal; 

 CollecƟng accurate and complete informaƟon regarding the employee’s 
report; 

 Pursuing the right process so that reports of violaƟons or suspected violaƟons 
can be further invesƟgated; and  

 Informing the employee that you have followed through on his or her report. 
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CERTIFICATION AND ACKNOWLEDGEMENT 

 

I have received and reviewed the Loudoun Medical Group Standards of Conduct.  I 
understand that the Standards of Conduct apply to my employment and/or contractual 
relaƟonship and that following all laws, regulaƟons, policies and procedures are a 
condiƟon of that relaƟonship.  I will seek advise from my supervisor, another manager, 
a Human Resources or Compliance representaƟve with any compliance quesƟons or 
issues. 

 

 

__________________________________________________________________ 

Signature  

         

                                                                     

__________________________________________________________________ 

Printed Name 

 

 

_________________________________________________________________ 

PosiƟon and Department/Division 

 

 

__________________________________________________________________ 

Date                        
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CORPORATE COMPLIANCE PLAN 

 

PURPOSE:  To demonstrate our commitment to honest and 
responsible conduct, decrease the likelihood of unlawful and 
unethical behavior at an early stage, and to encourage employees to 
report potenƟal problems to allow for appropriate internal inquiry 
and correcƟve acƟon. 

 WriƩen Policies and Procedures  

 Employees are expected to follow the Standards of Conduct set forth in this 

Compliance Program, as well as all applicable laws.   

 Employees will conduct business and personal acƟviƟes with the highest level of 

integrity.   

 No employee shall make, file, or use any false, ficƟƟous, or fraudulent statements or 

documents in connecƟon with the delivery of, or payment for, health care benefits, 

items, or services.   

 Employees will follow all wriƩen Loudoun Medical Group policies and procedures, 

and service specific guidelines. 

 Each employee will be responsible for reporƟng any violaƟons of this plan per the 

Loudoun Medical Group communicaƟon and reporƟng process set forth in this 

compliance program.  

 

Compliance Officer and Compliance CommiƩee    

 The Compliance Officer will oversee and monitor implementaƟon of the Corporate 

Compliance Program. As well as review the program to ensure relevance and 

compliance with current Federal, state and local laws regulaƟons, guidelines and 

Loudoun Medical Group policies and procedures.  

 The Compliance CommiƩee will advise the Compliance Officer and assist in the 

implementaƟon of the corporate compliance program. 
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CORPORATE COMPLIANCE PLAN 

 
 Training and EducaƟon   

 IniƟal Compliance Training.  All new employees will receive an iniƟal training session 

that will cover the topics and guidance set forth in this plan before they begin their 

assigned duƟes. Statement acknowledging employee’s commitment to and receipt 

of the compliance plan and standards of conduct will be signed and dated, and 

retained in the employee's personnel file.  

 Annual Compliance Training. All personnel will receive training on an annual basis, 

including appropriate training for those involved in the coding and billing process in 

Federal , State and Local statutes, regulaƟons and guidelines, and ethics. Sessions 

will emphasize the organizaƟon's commitment to compliance with these legal 

requirements and policies, compliance program, summarizing fraud and abuse 

statutes and regulaƟons, Federal, State, coding requirements, claim submission 

processes, and Standards of Conduct.  Statement acknowledging employee’s 

commitment to the standards of conduct will be signed and dated, updated as 

needed, and retained in the employee's personnel file. 

 

 Lines of CommunicaƟon    

 Employees are expected to follow the CommunicaƟon and ReporƟng process as 

outlined in the Standards of Conduct set forth in this Compliance Program. 

 Loudoun Medical Group encourages an open line of communicaƟon between all 

staff and believes it is criƟcal to the success of our compliance programs. 

 

 Internal Monitoring and AudiƟng    

 Employees are expected to follow the LMG Internal Audit Plan (AƩached) as set 

forth in this Compliance Program. 
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CORPORATE COMPLIANCE PLAN 

 

 Enforcing Standards through well‐publicized disciplinary guidelines 

 Disciplinary acƟon will be applicable to all individuals within the Loudoun 
Medical Group who fail to comply with their obligaƟons.  When there is 
informaƟon of potenƟal violaƟons or misconduct, we have the responsibility 
of conducƟng an invesƟgaƟon.   

 An internal invesƟgaƟon would include interviews and a reviews of medical 
record, billing and other relevant documents.  To assure protecƟons from 
coerced disclosure of informaƟon gained through invesƟgaƟve interviews, the 
invesƟgaƟon maybe referred to qualified legal counsel.   

 The aƩorney/client privilege will afford a level of protecƟon in the event that 
the Office of Inspector General or state AƩorney General’s office requests 
informaƟon developed in the course of an internal invesƟgaƟon.   

 

  Responding to Detected Offenses & Undertaking CorrecƟve AcƟon 

 Detected Offenses include involvement in non‐compliant conduct and/or 
acƟvity, as well as failure to report known non‐compliant conduct and/or 
acƟvity.  This also includes management who are aware or should have been 
aware of non‐compliant conduct or acƟvity and failed to correct deficiencies.  

 All violaƟons will be assessed by the Loudoun Medical Group Compliance 
CommiƩee to determine whether a violaƟon of the Corporate Compliance 
Program actually exists.  If so and the individuals involved are Loudoun 
Medical Group employees or providers, then a determinaƟon that the 
conduct was negligence and/or inadvertent or willful and/or knowingly 
conducted should be determined.  If the individuals involved are not part of 
Loudoun Medical Group, the Compliance CommiƩee will forward their 
findings to the appropriate external source.   

 Appropriate correcƟve acƟon measures shall be determined on a case           
by‐case basis.    
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CORPORATE COMPLIANCE PLAN 

 

Summary:   

Loudoun Medical Group’s compliance plan as presented in this document 
establishes a framework for effecƟve and legal compliance.  It does not set 
forth all of Loudoun Medical Group’s programs and policies that are       
designed to achieve compliance.  Those and future policies will be part of 
the overall compliance enforcement efforts.  It is our hope that everyone 
within Loudoun Medical Group’s corporate structure will adhere to the 
highest standards of ethical conduct in all acƟviƟes. 


