Corporate Integrity Program

Volunteers have the duty and responsibility to follow the Nationwide Children’s Hospital’s Standards

of Conduct, policies and procedures, and conduct all activities in an ethical and lawful manner. Anyone
who suspects a violation must report this information. Failure to report a known violation may result in a
disciplinary action even if you are not involved. If you have any questions or wish to report a problem, you
should talk to your volunteer coordinator, or hospital administrator. If your problem cannot be resolved
through normal communication channels, or you do not wish to use these channels, you should report

the matter to Nationwide Children’s Hospital Corporate Compliance Officer (CCO) or the Hotline. All calls
to the CCO and the Hotline will be investigated promptly and professionally. Nationwide Children’s Hospital
urges you to report any concerns to your volunteer coordinator.

Integrity Program: Your Responsibility
¢ First, contact your direct supervisor/coordinator.

:¢ Second, if you have raised an issue and it’s not getting proper attention or remains
unresolved, relay your concerns to the next level of management, Director of Family
and Volunteer Services.

:: Third, seek guidance from Human Resources, the appropriate Executive Staff member,
or the Corporate Compliance Officer.

¢ If assistance is still needed, or if you are uncomfortable taking the above steps, call the
Hotline.

Corporate Compliance Officer

(614) 355-0400

Call the Hotline at 1-877-267-1935 when your concerns are not addressed through the
standard resolution process.

Non-Retaliation Policy

No disciplinary action or other form of retaliation shall be taken against any volunteer who, in
good faith, reports an issue, problem, concern or violation to management, human resources,
the Corporate Compliance Officer or the Hotline.



HIPAA: Privacy, Confidentiality, and Security

Patients and families have every right to assume that confidential information about them will not be
discussed among staff and volunteers. You have a legal and ethical duty to maintain confidentiality.

The Health Insurance Portability and Accountability Act (HIPAA) provides federal government
standards and requirements for maintaining and transmitting health information. It defines and
protects information that identifies a patient.

Privacy Notice

Patients have a right to know how their information is used, who their information has been
shared with and have a right to privacy.

Patients can restrict use and disclosure of health information

“Opt out” of hospital patient directories
Limit amount and kinds of information that can be released

Minimum Necessary and Reasonable Safeguards

Access to minimum necessary information to perform assigned duties

Taking the necessary precautions to keep protected health information from unwanted
disclosure

What is Protected Health Information?

Patient name :t E-mail address

Medical record number ¢ Subscriber number

Address ¢t Account number

Names of relatives ;v Certificate/license number
Names of employers :t Vehicle serial number

Birth date :: Web/Internet provider address
Social security number ¢ Fingerprints or voiceprints
Telephone number ¢ Full face photographs

Fax number
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Your Role: Papers, Faxes, Phones
Never leave paper information unattended where other people may view it
Carefully dispose of confidential information and reports (request direction if necessary)

Reasonably verify fax numbers, location of receiving fax machine, identity of person
receiving fax

Reasonably verifty phone number, identity of person(s) receiving voice mails
Report any errors or mistakes immediately
Violations may result in discipline

Your Role: Sharing Information
Be careful with all oral communications
Before sharing information, verify person’s identity
Person may be known to you, or provide picture ID, or call the patient/parent to verity
identity
Don't share information with patients’ extended family or friends unless parent/patient

is present and requests information to be shared, or authorized by parent/patient, or in
patient’s interest (i.e., emergency)

Your Role: Confidentiality

Volunteers must not:

Disclose confidential patient information

Invade patients’ right to privacy by asking why they are in the hospital

Discuss information of a sensitive or confidential nature in public areas

Take photographs of patients and/or their families

Use hospital computers to access information for any other reason than to perform the
job

Disclose confidential information about employees, donors, other volunteers, or
hospital business

Violate any policy as outlined under HIPAA

Failure to observe the confidentiality policy may result in the volunteer’s dismissal from
the program.





