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Our story starts here

Since Northeast Georgia Health System
(NGHS)'’s first hospital openedin Hall Countyin
1951 with 90 beds, we’'ve been not only serving
our community but growing along with it. Today,
we're proudtobea systemoffive hospitals with
over1,000beds, a variety of outpatient
locations, and a family of employees, medical
staff and multispecialty providers. Together,

we serve one million people across 19 counties.

This is both a source of pride and an
acknowledgement of the awesome
responsibility we share.

Together,
we serve
one million
people.
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Overtheyears, we've witnessed tremendous change -
change in our physical footprint aswellaschangein
technology and medicaladvancements. We've
seen transformational shifts in healthcare services,
insurance networks andthe regulatory landscape.

Through all the changes, we've never lost sight of
our mission of improving the health of our
community in all we do, and our unwavering
commitment to operate with integrity.

This Ethics and Compliance Handbook reflects that
commitment. It offers a high-level overview of the
laws and regulations that affect our business along
withtipsandtoolstohelpyounavigategray-area
situations. While it doesn’t have the answer to every
questionthatmayariseonthejob, thisHandbook
points you to policies that outline rules and people
who canguideyou down the right path.

Iurgeyoutoreadthe Handbook, refertoitoften -
along withourcorevalues and core competencies.
Remembertokeep our mission at the forefront of
everything you do at NGHS and ask clarifying
questions if something is unclear. You play a critical
role in ensuring we achieve the highest ethical
behavior and standards among our colleagues,
patients and community.

g~

Matt Hanley, MD
President and CEO
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What inspires us

OUR MISSION STATEMENT

We are committed to improving the health of our
community in all we do.

OUR VISION

We will be the preferred and indispensable healthcare
resource forthe communities we serve.

OUR CORE VALUES

We pride ourselves on four core values, all of which
help us achieve our mission ofimproving the health
ofourcommunityinallwedo.Thesevaluesshape
thedailyinteractions between ourphysicians, staff,
volunteers, board members, patients and their
loved ones.

Respectful
Compassion

I impact life’'s most sacred moments.

Responsible
Stewardship

What I do today ensures tomorrow.

Deep
Interdependence

I can’t do my job without you.

--. Passion for
ﬁ ~ Excellence

@ I bring my best every day.
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A shared commitment

We work in a highly regulated industry.

Many state, local and federal laws govern our
operation, and we're committed tofollowing them.
There are also policies, processes and procedures
that address our day-to-day duties, and we comply
withthose, too. Weunderstandtheneedforthis
complexregulatory framework, butit's not always
easy to stay ontop of what'srequired.

That'swhereourEthicsand Compliance Handbook
(“Handbook"”) comesin. It'sthefoundation of our
ethics and compliance program and your resource for:

e Summaries of workplace topics and definitions of
key terms

o Real-lifescenariosthatexamineeveryday ethical
challenges

o Adviceforhandling situations and answersto
common questions

e Linksto detailed policies for more information

e Resources you can contact for help

Each of us makes countless decisions on behalf of
Northeast Georgia Health System (NGHS). Often, the
right decision is clear, but when it's not, the Handbook
is a resource that can help.

There is a culture
of excellence in
everything we do
from how we treat
our volunteers to how
we treat our patients.
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WHO MUST FOLLOW THE HANDBOOK?
Wealldo.Itisthe duty of every director, officer,
executive, employeeandvolunteertoread,
understand and follow ourHandbook.

Consultants, contractors, subcontractors, agents,
suppliers, vendors, temporary employees and anyone
elsewhoworks with orforNGHS (“third parties”)
are expected to abide by the same high standards
presented in our Handbook.

VIOLATIONS OF THE HANDBOOK

Our Handbook represents who we are and the
expectations we have for everyone, at every level

of NGHS. ViolationsoftheHandbook are serious
because they can breach the trust of patients and
families, aswell as healthcareand community
partners whoworkwith us. That’swhy violating the
Handbook can result in disciplinary action, up to and

including termination. Depending on how serious
anincidentis, there can even be civil or criminal
consequences.




Our responsibilities

Each of us has arole to play in maintaining an ethical
culture:

o Conductbusinesswithintegrity. Knowandfollow
our Handbook, our policies and the laws that
applytoyourjob. Ifour policies and the law don‘t
address a concern, rely on our Core Values to help
make ethicaldecisions.

o Completerequiredtraining.It'sthebestwayto
putourpoliciesinto practice. Everyyear, you will
be asked to affirm yourcommitmentto abide by
the standards set forth in the Handbook and to
comply with applicable federal, state and local
healthcare laws.

e Betransparent.Behonestandforthrightin
any representations madeto patients, vendors,
payers, otheremployees and the community.

¢ Askforguidance.Reachouttopeoplewhocan
help you anytime you’re unsure of what to do.

e Shareyourconcerns. Speak up if you see
or suspect anything unethical or illegal,
and cooperate with any investigations into
misconduct.

Leaders have additional responsibilities:

¢ Setthetone. Showyourteam -throughyour
words and actions - that you respect and follow
our Handbook.

¢ Be responsive. Create the kind of workplace
where employees feel comfortable coming
forward with questions and concerns and support
them when they raise issues.

¢ Take action. If you see, suspect or learn of
misconduct, address it through the appropriate
channels. Never retaliate, or allow others to
retaliate, againstthose who raise concerns.

¢ Ensure accountability. Make sure your employees
have completed all mandatory education and
training modules.

W= CONTENTS | - HOTLINE | < LAST PAGE VIEWED | Bringing Our Best Every Day Ethics & Compliance Handbook (7)

When we walk into
this building, we put
down all our titles

and degrees and

focus on one thing:

taking care of people.
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Our responsibilities

ETHICAL DECISION-MAKING
Making the right decision is always important, butit’s not always easy. If you encounter a situation where the
right course of action is unclear, it can be helpful to ask yourself a series of questions to determine next steps.

(] - -
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[s it consistent with our Mission,
Vision and Core Values?

[s it legal?

!

#‘?

Would I feel comfortable if Would I feel comfortable if my
my decision or actions were supervisor, family, friends and ——
made public? coworkers knew about it?
Iftheanswertoall ofthese questionsis“yes,” the WHAT IF THERE'’S A CONFLICT?
decisiontomoveforwardis probably OK, butifthe NGHSiscommittedtofollowingthelawsand
answer to any question is "no” or“I'm not sure,” stop regulationsinallthejurisdictions where we operate.
and ask for guidance. Ifany provision of ourHandbook conflicts witha

locallaw orrequirement, seekguidancefromthe
Compliance Department.
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Sharing concerns -
resources to support you

Apositive, productiveworkplaceisbestachieved
when there is good communication and open, candid
discussions of problems and concerns.

Weexpectandencourageyoutocomeforwardand
express concerns about any issue, including potential
violations of law, regulations, our policies and
procedures or our Handbook. Start the conversation
with your supervisor or manager - they are often in the
best position to understand and resolve the problem.

Ifyou are uncomfortable raising a concern with your
supervisoror manager, there are otherresources you
can contact, including:

e Corporate Compliance

e The Chief Compliance Officer

e Human Resources

¢ Any member of management oradministration

¢ The Ethics and Compliance Hotline:
1-800-299-6321

o |Legal Department

You’'ve got to care,
and everybody who
works here cares
for each other.

Bringing Our Best Every Day Ethics & Compliance Handbook
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USING THE COMPLIANCE HOTLINE
Information provided through the Hotline will be
documented in detail by a third-party interview
specialist (ifyoureportvia phone) orthrough use
ofaweb form (ifyoureportonline) and forwarded

to NGHS for investigation and follow-up. You may
choose to remain anonymous when making a report,
and translators are available, if needed.

Please note that the Ethics and Compliance Hotline
is not a substitute for addressing concerns with your
supervisorifyou’'recomfortabledoingso.Additionally,
thereareestablished procedurestoaddressHR

related grievances ordisputeresolutions.

v
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Sharing concerns -
resources to support you

INVESTIGATIONS

Any compliance concern reported through the Ethics
and Compliance Hotline or RL6 will be investigated by
the Compliance Department. Compliance may assign
casestoHumanResources ("HR"”)whenthenature
ofthereportinvolves employee relations concerns

or questions. Patient-related compliance concerns
should befiled through either Patient Experience’s
Customer Feedback (“"FB") or Risk Management'’s
Variance system (RL6).

Inthesecircumstances, ifthenatureoftheconcern
primarily impacts anotherresponsible department, as
mentioned above, that department may take the lead
ininvestigating the concern with oversight from the
ComplianceDepartmentunlessthe person making
the report specifically identifies a good faith reason
whythatdepartmentshouldn’ttakethelead.Inall
cases, thereportedinformationwillbeconsidered
confidential to the maximum extent possible and
investigated asneeded.

Reporting in good faith means making a
genuine attemptto provide honest, completeand
accurate information, evenifitlater provestobe
unsubstantiated or mistaken

Bringing Our Best Every Day Ethics & Compliance Handbook
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An investigation may include:

o Interviews of relevant individuals
o Areview of relevant documents

¢ Participation by outside counsel or other experts,
as needed

Ifaninvestigationrevealsaviolation, wewilltake
appropriatedisciplinary action. AllHotline reportsare
treated as confidentially as possible, but there may
be a point where an individual’s identity may become
knownormustberevealedinordertocompletethe
investigation.

You are expected to cooperate fully and truthfully in
anyinternal or externalinvestigation oraudit.

NO RETALIATION AT NGHS

We know it takes courage to come forward and share
aconcern. That'swhy we prohibit retaliation orreprisal
against anyone who makes a good faith report or
assists with an investigation into misconduct.
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Treating patients,
family and friends with
respectful compassion

Our patients are the reason we’re here. Whetheryou are
anursein the cardiac care unit, a part-time café worker,
aschedulerintheradiology departmentoroneofthe
more than 10,000 employees at NGHS, there is a patient
that benefits from the job you do.

We all must be committed to providing high-quality care
anddelivering servicesinaresponsible, reliable, ethical
and appropriate manner. Weshould always striveto
understand patient needs and requirements, and take
all reasonable actions necessary to help us continue to
provide an unparalleled level of service.

NGHS pledges to:

- Worktoengagetheservicesofonlyclinicians
with proper credentials, experience and
expertise in meeting the needs of our patients.

- Screen our medical professionals against
duly authorized licensing and disciplinary
authorities for any sanctions for performance
or conduct.

Bringing Our Best Every Day Ethics & Compliance Handbook

>

SHOW YOU CARE

¢ Treatevery patientwith dignity, respectand
compassion. Demonstrate sensitivity and
responsiveness to their needs by listening
attentively and patiently totheircomments
and concerns.

¢ Recognize the rights of every patient to receive
appropriateand quality carewithoutdiscrimination
based onrace, national origin, sex, disability, ageor
ability to pay.

¢ Provide medical services to patients that are safe,
and comply with all applicable, laws, regulations
and professionalstandards.

¢ Take reasonable steps to ensure the safety of all
patients, visitors and each other.

e Honor a patient’s right to receive information
aboutourpolicies, procedures and charges and
also the identity and qualifications of NGHS
personnel who provide services to them.

¢ Ensurepatients havethe rightto participatein
decision-making regarding their healthcare,
including refusal of treatment where permitted
by law. Allow them to exercise their right to
voice complaints about the care and services
we provide.

¢ Protectthe confidentiality of all patient information,
particularly patient medical records, as required by
law (for more information see Safeguarding
Protected HealthInformation).

NEED MORE INFORMATION?

o All related policies may be found in the MCN system.



A harassment-free and
diverse organization

At NGHS we take any form of harassment or
inappropriate conduct seriously. We believe a respectful
workplacestarts with everyday acts - treating each
personweencounterwithcourtesyanddignity. Butit
doesn’tend there. We also have a responsibility to watch
out for, and speak out against, harassing, hostile or
abusive behavior by others.

Wearecommittedto providing equalemployment
and advancement opportunities to every individual,
regardless ofrace, creed, color, religion, sex (including
pregnancy), national origin, citizenship, age, genetic
information, disability, statusasaveteran, orany
other characteristics protected by law. And we comply
with the Americans with Disabilities Act, prohibiting
discrimination against qualified individuals with
disabilities and providing reasonable accommodation
whereitdoes notresultin undue hardship.

Help us deliver the highest quality of services and
benefits to our patients by keeping kindness in and
harassment out.

Harassment iS any action that intimidates, insults,
offends or shows hostility toward someone on the
basis of race, creed, color, religion, sex (including
pregnancy), disability, age, genetic information,
national origin, citizenship, status as a member

of the Armed Forces of the United States or as a
veteran, or any other characteristics protected

by law.
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HARASSMENT ...

CAN BE SOMETHING THAT'’S SAID

Itcanbeverbal - likedemeaning jokes, slurs
or name-calling.

CAN BE SOMETHING THAT'’S FELT

It can be physical - like unwelcome touching
orsexual advances.

CAN BE SOMETHING THAT'’S SEEN

Itcanbevisual -like posting orsharing
inappropriateimages or cartoons.

CAN HAPPENONLINE

Itcanbeinflicted viaemails, textsandsocial
media sites.

©
-
AN

»

CANHAPPENTOANYONE
Itmaybedirectedatthesameoroppositesex.

CAN HAPPEN ANYWHERE

Itmayoccuratwork-related meetings,
business trips or offsite events.

NEED MORE INFORMATION?

e Contactyourimmediate supervisor,
the Human Resources Department
orthe Compliance Department.



Safeguarding Protected
Health Information

Everyday patients trust that we will honor and respect
their Protected Health Information (PHI). The HIPAA
PrivacyRuleprovidesfederal protections and guidance
onhowwemustsafeguardthisdata. Weonlyaccess
and disclose PHI when there is a HIPAA-permissible
reason to do so.

Part of our commitment to safeguarding PHI is
continuously monitoring appropriate user access, as
well as regularly providing HIPAA-related education to
workforce members.

SHOWYOUCARE
Follow these examples to safeguard PHI:

e Ifyouareresponsibleforprocessingormanaging
PHI, follow all applicable federal and state data
protection laws (including the Health Insurance
Portability and Accountability Act (HIPAA) and
the Health Information Technology for Economic
andClinicalHealth Act(HITECH))andregulations

(includingthe General Data Protection Regulation
(GDPR)) as well as NGHS policies.

¢ Ensure that any business associates or sub-
contractors requiring access to a patient’s PHI
have properly executed agreements onfile.

e Encrypt any PHI that will be transmitted online.

¢ Don't post PHI to social media.

e Don't photograph PHI except when it's clinically
appropriate to do so and in accordance with
NGHS policies.
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Protected Health Information (PHI) Identifiers
- Name

- Address (all geographic subdivisions smaller
than state, including street address, city, county
and ZIPcode)

- All elements (exceptyears) of dates related to an
individual (including birthdate, admission date,
discharge date, date of death and exact age if
over 89)

- Telephone numbers

- Fax number

- Email address

- Social Security number

- Medical record number

- Health plan beneficiary number

- Account number

- Certificate or license number

- Vehicle identifiers and serial numbers
- Device identifiers and serial numbers
- Web URL

- Internet Protocol (IP) address

- Finger or voice print

- Photographicimage - photographicimages are
not limited to images of the face

- Any other characteristic that could uniquely
identify the individual, including license
plate numbers

- Device identifiers and serial numbers

- Payment forhealthcare
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Safeguarding Protected
Health Information

WHAT IF ...

There has been a shooting at a restaurant nearby and
victims are being treated at the NGHS hospital where
you work. Friends and neighbors have been asking
you ifthe wounded have been admitted and how they
are doing. What can you tell them?

Nothing.Youhaveadutytorespecttheprivacy ofthese
individuals. You must not confirm ordeny whether
theyarebeingtreated atyourhospital orprovideany
informationontheircondition. Takecarethatyounever
discusspatientinformationorconfidentialinformation
withanyone, including coworkers, family orfriends,
unless they have a legitimate need to know.

NEED MORE INFORMATION?

e Contactthe Privacy.Officer@nghs.com or see the
CompliancePrivacy Manual.
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Research standards

Research is an important part of our mission to improve
the health of our community in all we do. Research
studiesandclinicaltrials ensurethatourphysicians
are up to date on the latest advancements, that we're
continuallyimproving onthe services and treatments
we provideandthatourpatientsarereceivingthe
best care.

Aswestudy, evaluateandseektofindnewandbetter
ways to improve outcomes, we act responsibly and with
scientificintegrity, protectingtherightsand
well-being of patients and human subjects. All research
we conduct is approved in advance by the Institutional
Review Board and protocols are strictly followed.

>
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SHOW YOU CARE

e Ifyoulead orparticipatein research, investigations
orclinicaltrials, follow the highest ethical standards
and comply with all applicable federal and state
laws and regulations as well as any requirements,
terms or conditions of grant awards or contracts.

o Followthe proper procedures for gaining informed
consent and maintaining patient and volunteer
confidentiality.

¢ Clearly communicate with patients and volunteers
aboutthe risks associated with the research or trial.

¢ Manageinformation from the research ortrial
in accordance with all data protection laws and
regulations.

¢ Do not participate in any relationship or activity that
could influence — orappearto influence — our ability
to protect research participants or compromise the
validity of research results.

e Billing for patients enrolled in research trials
is complicated. Before billing governmental
or commercial payers for services provided to
patients enrolled in a research study, make sure
the correct payer or research study sponsor will be
billed correctly.

e Speak up immediately about any situation that
could put research subjects at risk or if you suspect
plagiarism, falsification, fabrication of data orother
forms of scientific misconduct.

NEED MORE INFORMATION?

o All related policies may be found in the MCN system.
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Health, safety and wellness

Our people-first commitment means we prioritize health,
safetyand wellness. Westriveforaninjury-freework
environmentandfollowall healthand safetylaws, policies,
regulations and standards that apply to our jobs and our
work locations. We also offer programs and policies that
promotewellnessand agoodwork-lifebalance.

Who is responsible for health, safety and wellness? We
allare. Each ofusmustworkinawaythatminimizes
harmtoothers. Fromkeepingyourworkareaclean
andaddressingslipping, tripping andfalling hazards, to
reporting accidents, injuries and near-misses, NGHS
counts onyou to do your part.

SHOW YOU CARE

¢ Take reasonable precautions to protect yourself
and others (including coworkers, patients,
volunteers and healthcare providers and visitors)
on NGHS property.

¢ Practice prevention! Complete all required safety
training and always use personal protective
equipment when required.

¢ Don‘tworkundertheinfluence of alcohol, illegal
drugs ornarcotics.

e Comply with policies that ensure all drugs and
other controlled substances used to treat patients
are maintained, dispensed and transported in
compliance with applicable laws and regulations.

¢ We are a drug-free/smoke-free workplace.
Share your concerns if you see or suspectthata
coworker’s judgment or abilities areimpaired.

¢ Observe good physical security practices and
report any strangers, threats of violence or
suspicious activity.

e Report any accidents to your supervisor or the
Human Resources Department’s manager of
Worker's Compensation, asapplicable - if medical
treatment is necessary, it will be provided by NGHS
in accordance with applicable law and our policies.

Bringing Our Best Every Day Ethics & Compliance Handbook
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WHAT IF...

I recently noticed a coworker who wasn't following
one of our safety procedures. I reminded them of

what'’s required, but they said they’d been doing it
this way fora long time - that it was fasterand just as
safe to skip this step. Should I say something or mind
my ownbusiness?

Safetyiseveryone’'sbusiness. Ratherthanwaitingto
seeifsomething happens orsomeoneelsereportsit,
come forward with yourconcerns right away. Talkto
yourimmediatesupervisor-youwon‘tfaceretaliation
forspeakingup,andyoumaypreventafutureaccident.

NEED MORE INFORMATION?

¢ Contactthe Human Resources Department.
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Environment and
sustainability

Webelieve that part of being a good community partner s

isbeingagoodstewardofthespacesweshare. We're

. . . . Did you know?
committed to protecting and maintaining the quality of

Northeast Georgia Medical Center Braselton

the environment and observing sound environmental achieved Gold-level leadership in Energy and

and safety practices. Environmental Design Healthcare Certification
(LEED-HC). Read more about the practices they
Oneperson can makeadifference. Knowandfollow are implementing to reduce their impact on the

environment by visiting our Focus on Innovative
Sustainability page.

any environmental requirementsthatapplytoyourjob,

complete anyrequiredtrainingand immediately report
any situation that could pose a risk.

SHOW YOU CARE

e Comply with all applicable laws and take careto
minimizethegeneration, dischargeand disposal
of medical waste and other hazardous materials.

¢ Be proactive - look for opportunities to:

- Improveourenvironmental, healthand
safety programs.

- Reduce waste and conserve water and energy.

- Minimize any negative impact our operations
may have on the environment.

o Immediately reportany situationorconditionthat
could be hazardous to human health or violate
our environmental practices or policies to your
supervisor orthe Compliance Department.

e Know and be prepared to implement emergency
preparedness plans if necessary.

NEED MORE INFORMATION?

o All related policies may be found in the MCN system.
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Preventing improper
payments

Formorethan70years, we’'vebeenbuildingaculture
ofexcellence-notonlyintermsofservingthepeople
of Northeast Georgia, but also in terms of operating our
business withintegrity. We maintain high standards and
don’t offer or accept improper payments or anything of
valueinordertoinfluenceabusinessdecision.

Anything of value could be something other than
cash, such as a loan, a trip, a donation, an expensive
meal or even a job offer.

Anything of any value that is given to influence a
government official, patient, physician (or their
family members) or other source of referrals
violates our policies and the law.

Bringing Our Best Every Day Ethics & Compliance Handbook

Doyourpartto makesuredecision-makingis ethical
and honorable and puts the experience of our patients
and their families first. And if you see or suspect anyone
ofusingimproperpayments (including kickbacks or
bribes)togetaroundtherules,shareyourconcerns.

>

SHOW YOU CARE

¢ Know andfollowourgifts, entertainmentand travel
policies — that’s the best way to steer clear of
anything improper.

e Honor a patient’s freedom to choose their service
provider and never offer to pay — or accept
payments — for referrals.

e Choose the right business partners.

o Keep accurate books and records.

WHAT IF ...

Inaconversation with another physician, youlearn
that she just returned from a speaking engagement
at a medical device conference. She says the meals
provided atthe event were amazing and that they
paid her well for the short presentation she made
about their product. “They even gave me free
samples!” sheadds.

Based on the information the physician shared with
you, thereis causeforconcern. Wehavestrict policies
in placeaboutwhatwemayacceptintermsofspeaking
fees, samplesand meals, becauseimproperpayments
like the ones she described could compromise her
medical judgmentand prompthertouse, prescribe or
ordertheirproduct. Ashealthcareproviders, wehavean
obligationto make surewe’re motivated by what’sinthe
bestinterestofourpatientsandnotbyillegal kickbacks.
The best course of action would be to come forward
andshareinformationabouttheconversationwithyour
supervisor orthe Compliance Department.

NEED MORE INFORMATION?

e Contact Corporate.Compliance@nghs.com.
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Physicians and other
healthcare providers

Wevalue the physicians, nurses, technicians and other
healthcareproviderswhoshareourcommitmentto
providing an exceptional level of care to our patients.
We respect their work and follow the laws and
regulations that guide them.

Make sure any interactions you have with healthcare
providers are professional and serve a legitimate
business purpose. Never engage in any conduct that
is intended to - or could even suggest the appearance
of —improperly influencing a decision.

SHOW YOU CARE

o Comply with allapplicable credentialing reviews
and requirements before entering into a
relationship with a healthcare provider. Recertify
their credentials at regularintervals, as required
by any regulatory requirements.

¢ Be honest and ethical in all interactions with
physicians and other referral sources.

o Accept referrals based only on:

- A patient’s unique medical needs
- Our capability to provide needed services
- The availability of our resources

- The need for collaborative care

o Make referrals based on the clinical needs and
preferences of the patient.

o Never pay or accept payment from anyone -
orofferorprovideanything ofany value - for
patient referrals.

¢ Do not refer (orfail to refer) patients based on the
number of referrals that physicians or healthcare
providers make to NGHS.

Bringing Our Best Every Day Ethics & Compliance Handbook
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¢ Ensurethat payments to healthcare providers for
healthcare services represent fair market value
and comply with contracts approved by NGHS.

e Remember, thereare very strict rulesabout what
we may give to or accept from healthcare
providers — see Preventing improper payments
and Gifts, entertainment and travel.

WHAT IF ...

You recently read about a doctor who was offered

a large office and the services of a staff memberin
exchange for referring patients to a hospital for MRI
services. Since there was no actual money changing
hands, was that improper?

Yes.Anything ofvaluethatis providedin exchange
forareferralisimproper. Thatincludes officespace,
additional staff, lavish speaker fees, gifts, paying more
thanfairmarketvaluetopurchasesharesinphysician-
owned clinics, etc. Ifyou suspect anyone of offering
anything of valuein exchangeforpatient referrals,
report it to the Compliance Department.

NEED MORE INFORMATION?

e Contact Corporate.Compliance@nghs.com.
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Gifts, entertainment
and travel

Offers of gifts, entertainmentandtravel -actually,
anythingofvalue-canalsoposeaconflictofinterest
ifthey don‘talign with our policies. That’'s because gifts
that are expensive or offered frequently could affect
yourobjectivity, orcausesomeonetoquestionyour
objectivity.

Anything given or received must not exceed nominal
valueunlessitisreportedandapprovedbythe
appropriate levels of management, and cash gifts of
any amount are strictly prohibited.

SHOW YOU CARE

o Before you offeroracceptanything ofany value,
check our policies and obtain all necessary
approvals inadvance.

¢ Rememberthatthe rules are even more strict
in terms of what we may offer or accept from
healthcare providers, vendors, and government
officials — don‘t offer anything of value without
obtaining approval in advance.

e Don't accept an offer of (or reimbursement for)
travel orlodging from a vendor or service provider
unlessit's:

- Foreducational or consultative purposes
- Provided by the sponsor of a public event

- Approved in advance by our Chief Executive
Officer or designee

¢ Discounts represent something of value, too. Don’t
accept any discount on products or services unless
approved by our Chief Executive Officer ordesignee
and made available to everyone at NGHS orto the
general public.
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WHAT IF ...

After being discharged, a grateful patient left behind
10five-dollarbillstothanktheteam that cared forhim.

Althoughthe patientmeantwell, weneveracceptcash
gifts. Letyoursupervisorknowoftheincident-theycan
discussitwith Compliance and determine the proper
dispositionasneeded. Thecash maybereturnedtothe
patient or, with theirapproval, donated tothe NGHS
Foundation or other charitable cause.

NEED MORE INFORMATION?

e Contact Corporate.Compliance@nghs.com.
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Conflicts of interest

Each of us takes partin activities, events and interests
outsideofwork - it'sjust part of maintainingagood
work-life balance. But we need to make sure that what
we do outside of NGHS doesn’t interfere with the
decisions we make inside of NGHS.

Conflictscanariseinavariety ofdifferentways.One
waytoavoidthemistobeabletorecognizethekinds
of situationsthat cantriggerthem. Besureyou’re
familiar with these situations, and if you see or suspect
a conflict, disclose it immediately.

Bringing Our Best Every Day Ethics & Compliance Handbook

e- A SECONDJOB

-\ Working fora competitororanorganization
“—) thatdoes(orwants todo)businesswithNGHS.

A FINANCIAL INTEREST

Investinginacompetitororanorganization
— thatprovidesgoodsorservicestoNGHS.

T
AR

Oo PERSONAL GAIN
o

Takingadvantage of NGHS propertyor
name, oryourposition, forpersonal gain.

OO AN OUTSIDE OPPORTUNITY

=4
O Takingforyourselfanopportunity thatyou
@l | discoverthroughyourworkwithNGHS.

PERSONAL RELATIONSHIPS

Beingin a position to hire, promote or
supervise family orfriends.

BOARD MEMBERSHIPS

Acceptingaroleasdirector,advisory
memberorofficerthatinterfereswithyour
job atNGHS.

>

SHOW YOU CARE
o Always do what's best for NGHS and its patients.

¢ Know and respect the line between yourwork life
and your personal life and avoid situations that
could create a conflict of interest (or even the
appearance of one).

o Be careful! It's not possible to list every possible
situation that can pose a conflict of interest -
if you even suspect a conflict, seek guidance
immediately.

WHAT IF ...

You are a physician with an orthopedic group that
is looking for a new vendorto provide braces, boots
andslings. Coincidentally, yourbrother-in-lawowns
a company that manufactures these. His pricing is
competitive, and the product quality is good — any
problem in recommending his business?

Doing business with afamily membercan createa
conflictof interest, evenifyou knowtheworkis high
qualityandpricesaregood. Ifthegroup sourcesfrom
yourbrother-in-law’scompany, itcould appearthat
the decision was based on yourfamily connection,
regardless of whether that’s true or not. Before
making a recommendation, youshoulddisclosethe
relationshiptothe Compliance Departmentandask
forguidance on appropriate next steps.

NEED MORE INFORMATION?

e Contact Corporate.Compliance@nghs.com.
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Contractors and suppliers

We engage with a wide network of contractors,
suppliersandotherthirdpartiesinthecourseofa
workday. It's critical that we choose the right partners
and then oversee their work throughout the life of their
contracttoensurethey’re meeting theirobligations and
our highstandards.

Ifyourjobrequiresselectingand working with a third
party, sourceresponsibly. Ensurethatanyonewe
engage complies with all applicable federal and state
regulatory requirements and conducts businessin an
ethical manner. Remember that good partnerships
support our mission and fuel our success.

Did you know?
We might hire a third party to:

- Furnish direct patient care services to NGHS on
a contractbasis

- Bill, submit or reimburse claims for NGHS (see
Billing and coding for more information)

- Provide products or services (or marketing
or documentation for products or services)
reimbursable by federal or state healthcare
programs
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SHOW YOU CARE

e Do what's best for our patients — base selection
decisions on objective criteria such as quality, price,
service and delivery record, never on personal
relationships or friendships (see Conflicts of
interest).

* Never make or accept payments in exchange
fora contract orfavorable rates (see Preventing
improper payments).

¢ Checktoseeiftrainingis required forany third
party you engage. Contractors with service
agreements may be required to participatein
training programs related to our Handbook.

¢ Follow our procurement policies and documentall
agreements inwriting.

e Monitor performance. We can be held responsible
forthe work third parties do on our behalf, so make
sure they don’t engage in any conduct that would
evengivetheappearance of something improper.

o Neveraskathird party to dosomething thatyou're
not permitted to do.

¢ Protectany confidential information entrusted to us
by ourthird parties (including personal information
and intellectual property) and communicate our
expectation that they will protect ours, too.

NEED MORE INFORMATION?

¢ All related policies may be found in the MCN system.
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Billing and coding

When we enter billing and coding information correctly,
we help ensure that we're being promptly and properly
compensatedforourservices. Accuratebillingand
coding also ensurethat patients, government, and
commercial insurance companies aren’t paying more
than theyshould.

Billing and coding are fundamental to our hospital
revenue - it'sthe way we're paid for the services we've
provided, and it drives the services we're able to provide
inthefuture.Doyourparttopreservetheintegrity of
thesystemand keepitworkingthe wayit’'smeantto.

SHOW YOU CARE

e Comply with all federal healthcare program
requirements, including billing laws and
regulations.

o Make sure medical records accurately reflect all
services, items or procedures provided.

e When preparing or submitting claims for payment
to federal and state healthcare programs, bill
only for goods and services actually provided
and medically necessary. Be certain claims are
supported by properdocumentation in patients’
medical records by using accurate billing codes.

e Respond promptly to any patient complaintor
question regarding a bill.

¢ Double-check and correct any errors before
submitting a bill - if you determinethat a bill has
already been submitted, correctthe underlying
problem and make appropriate refunds.

¢ Neverengagein any practice that could resultina
false claim — speak up if you see or suspect a false
or fraudulent claim was submitted for payment or
forany other billing or coding issues.

NEED MORE INFORMATION?

e Contact Corporate.Compliance@nghs.com.
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Prevent fraud, waste and abuse.

Complete all required training so you can recognize
and report acts of fraud, waste and abuse if you
see them.

- Fraudisintentionally deceivingsomeone
or misrepresenting information to gain an
unauthorized paymentorbenefit. Example: Billing
for services never provided.

- Waste relates to mismanaging or misusing
resources or spending on services that aren’t
necessary. Example: Prescribing 90 days of
medication when only seven daysis needed.

- Abuseinvolves a questionable practice that's
inconsistent with accepted medical or business
policies. Example: Providing treatment to a
patient that doesn’t fit the diagnosis.
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Recordkeeping and retention

NGHS adherestobeinghonest, accurateand
transparent in our recordkeeping. We also mean
thatwhenwerecordinformation-atimecard, a
performance review, an insurance claim, a medical
record - wedoitcarefully, sothatit presentsa
true picture of the event or transaction. NGHS has
managementpoliciesandproceduresinplaceto
ensureourrecords are safely stored, well maintained
anddestroyedincompliancewithbothfederaland
state laws.

As an employee, we count on you to help us maintain
financial integrity and preserve ourreputation asan
organizationthatpeoplecandependon. Whenthe
records we keep are honest and accurate, they instill
confidenceinthoseweserveandthosewedo
business with.

SHOW YOU CARE

e Ensure all information you report is complete
and correct - follow our internal controls as well
as applicable laws, regulations and accounting
practices, and remember: Each of us is accountable
for the accuracy and truthfulness of the records
we produce.

o Carefully follow our record retention policies -
they outline what'srequired in terms of maintaining,
storing and properly disposing of records. They also
keep us in compliance with federal and state laws.

o Neverfalsify oralterany business documentor
employment or medical record.

e Reportanything improperregarding accounting,
patientrecords, employee timekeeping, financial
reporting or any other recordkeeping matter.
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WHAT IF ...

In cleaning out the office of a coworker who has left
NGHS, you discover a box of old stray papers. They
appear to be old business documents, not medical

records. Is it OK to shred them?

No. We have a responsibility to sort through them,
determine if there is any business confidential
information or PHIinthe stack and review ourrecord
retentionpoliciesforappropriatedisposition. Thebest
course ofaction would beto contactthe Compliance
Department for help in determining what may be
shredded and what must be retained.

NEED MORE INFORMATION?

o See the Record Retention and Destruction Policy.
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Fair competition

Part ofimproving the health of our community is helping
to ensure choice in the marketplace. We honor and
complywith antitrustand competitionlawsthatare
designed to create a level playing field. We win business
the right way and promote fair competition with other
healthsystems andfacilitiesinourservicearea.

Do your best work and help us provide those we serve
withtheverybestexperiencepossible. Steerclear
ofdiscussions with competitorsaboutcompetitively
sensitivetopics,suchassharingthepriceswecharge
for patient care services, or any conduct that could limit
free, fair and open competition.

Competitively sensitive topics include
agreements about:
- Dividing up territories, markets or customers
- Raising or setting prices or fees
- Refusing to deal with a customer or supplier

- Interfering with a competitive bidding process
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SHOW YOU CARE

o Make sureyouunderstand how antitrustlaws apply
to the work you do, and ask questions anytime
you're unsure about what's OK and what's not.

e Avoid conversations with competitors that could
restrict full and fair competition — be especially
careful atindustry seminars and conferences.

¢ Gather competitive information ethically and
lawfully, and alwaysbe transparentaboutwho
you are and who you work for.

NEED MORE INFORMATION?
e Contactthe Legal Department.
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Confidential information

We manage avast amount of confidential information -

aboutpatients, NGHS and ouremployees. Wehavean

obligationto be good stewards of this information, using
itinthewaywearesupposedtouseitandprotectingit
fromloss, misuseorunauthorized disclosure.

Protect confidential information as directed by our
policies. Manageit with care. Keepin mind thatone

careless act, even if accidental, can have long-lasting
repercussions for NGHS and everyone who works here.

Confidential information includes:

- Personal information of patients and employees

- Business and marketing plans

- Financial forecasts and pricing data

- Vendor names, pricing or contract terms
- Inventions, patents and copyrights

- Research data
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SHOW YOU CARE

¢ Protect confidential information as passionately as
if it were your own personal information.

o Also protect ourintellectual property — the technology,
processes and know-how that make uswhowe are.

e Don't disclose confidential information to
anyone - inside or outside of NGHS - unless
theyareauthorized, have a business need forthe
information and have signed confidentiality or
nondisclosure agreements in place.

¢ Use confidential information only for legitimate
business purposes - collect only the amount of
data needed to meet yourbusiness need and hold
ontoitonly aslong as necessary.

e Don'tdiscuss patientinformation or confidential
information with anyone, including coworkers,
family orfriends, unless they have a legitimate
business need to know.

Avoid discussing confidential information in
places where others might overhearit, such as on
elevators, visitororcommon areasorwhen using
the phone in non-private areas.

Be aware that your obligation to protect
confidential information endures, evenifyou
should leave NGHS.

o Ifyou suspectthat confidential information has been
compromised in any way, report it immediately.

NEED MORE INFORMATION?

e Contact Corporate.Compliance@nghs.com.
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NGHS assets and

cybersecurity

From chest compressors to tongue depressors, we use
and rely on a multitude of physical and electronic assets
todoourjobs.Ourpeopleareourmostvaluableasset,
but machines, equipment, technology, supplies and the
buildingsweoccupyarethetoolsthathelpusmakea
difference in our community.

We have a responsibility to use our assets responsibly
and safeguardthemfromloss, damage and theft.
No matter what job you have, be a good steward of
the assets assigned to you, and if you see anything
damaged ordangerous, reportit.

SHOW YOU CARE

¢ Use NGHS assets for NGHS business - don't
borrow, lend, give away ordispose ofthem unless
you have approval from NGHS.

o Limit your personal use. Occasional use of assets
like phones, copiers and email is permitted as
long asitdoesn’t violate the law or our policies or
interfere with your work.

e Make sure that drugs are safely stored, secured
and inventoried and that missing supplies are
promptly reported to your supervisor.

o Be awarethatanything you create on our systems
is NGHS property and, where permitted by law,
we may monitoryouruse - you shouldn't haveany
expectation of privacy when using our systems.

o Practice:

- Good physical security and wear your
identification badge during yourwork hours.

- Good cybersecurity - it keeps our systems
and networks operational and virus-free.

Bringing Our Best Every Day Ethics & Compliance Handbook
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GOOD CYBERSECURITY MEANS ...

DON'T OPEN email attachments from
unknownsenders orclickonsuspiciouslinks.

NEVER COPY or use unlicensed or “pirated”
software on NGHS computers.

PROTECT your passwords - don't write them
down, anddon’tsharethemwith anyone.

NEVER ALLOW OTHERS, including coworkers
- orfamilies, touseassets assignedtoyou.

r LOCKYOURCOMPUTER anytimeyoustep
/i awayandlogoffwhenyoucomplete yourshift.

deviceorasuspecteddatabreach.

%O IMMEDIATELY REPORT alostorstolen

WHAT IF ...

You receive an email from your manager, requesting
thatyou review afile. The message was sentfrom an
external email account, and thereis afilelinkin the
body of the email.

Itisveryimportantto pay close attentionto emails
originatingfrom outsidetheorganizationandtonever
openasuspiciouslink. Whenyoureceivean email that
appears to be a phishing email, you should immediately
contactthe IT Help Desk to report the incident.
Opening suspicious files may resultin malicious
software like ransomware, spyware or a virus being
installed on yourdevice.

NEED MORE INFORMATION?
¢ ContacttheIT Help Desk orthe Legal Department.
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Speaking on behalf
of NGHS

Manyemployees, onevoice. Weareallambassadors
forNGHS.We'reproud ofwhatwedoandwhowe
serve. Butin orderto preserve our brand, our name and
ourgoodwork, it'simportantthatwesendoneclear,
accurate and complete message when communicating
with the public and the media.

That's why we have a designated spokesperson to
speak about NGHS matters. And if you are approached
bysomeoneforinformationortoansweraquestion
about NGHS, referthem to Public Relations.

SHOW YOU CARE

¢ Unless you're an authorized spokesperson, don't
speak for NGHS or give the impression that you're
speaking on ourbehalfin any communication that
may becomepublic.

o Seek approval from Public Relations before making
public speeches, writing articles for professional
journals or engaging in other public communications
about NGHS.

o Postresponsibly. If you referto NGHS in youronline
or social media activity:

- Let others know that any opinions you post
representyourown thoughts and views, not those
of NGHS.

- Nevershare ordisclose confidential information,
whether it relates to NGHS or one of our
patients, customers, vendors, coworkers or
other thirdparties.

- Avoid posts that could harm us or our people,
such as referencestoillegal activity, oranything
that could be considered harassment orabuse.

- Monitor posts others have tagged you in and/or
change social media settings so you can approve
tags first.

Bringing Our Best Every Day Ethics & Compliance Handbook
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WHAT IF ...

Alocal reporter calls to ask for a comment in connection
with the work you do at NGHS. You would like to respond
and are confident you can do it in a way that reflects
positively on NGHS. Is it OK to talk with the reporter?

No.Youshould notanswerany questions from reporters

unlessyou’vebeendesignatedasourspokesperson. It's

besttoletthereporterknowthatyou’renotauthorizedto
speakonbehalfof NGHS and then politely directthemto
Public Relations via the NGHS Switchboard.

NEED MORE INFORMATION?

o Contact Public Relations via the NGHS Switchboard,
see the Communications with the News Media policy
or email Public.Relations@nghs.com.
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Charitable and political
activities

Ouremployees areknownforthecareandservices
they extend to the community as part of their everyday
jobs. But they are also active outside our hospital
walls, volunteering theirtime andtalents toavariety of
organizations, programs and causes.

Wesupportyour participation in charitable and political
activities and respect the difference you're making in
Northeast Georgiaandbeyond. Weaskonlythatyou
take partin outside activities on your own time, using
your ownresources.
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Did you know?

The NGHS Foundation has contributed millions
of dollars to fund health system improvements,
community benefits programs and partner
organizations.

You can find out more about annual events
sponsored by the Foundation by visiting the
NGHS Foundationwebsite. You are encouraged —
but not required — to participate in these initiatives
in whatever way feels meaningful for you.

SHOW YOU CARE

o Neveruse NGHS funds, time, property or name
to supportyourpersonal charitable orpolitical
activities without prior authorization and approval.

o Alwaysmakeitclearthatyourpersonal views and
actions don't represent those of NGHS.

WHAT IF ...

You're taking part in a fundraiser for your child’s
school - can you send an email out to your coworkers
asking them to sponsor you?

Ifyouseeorsocialize withworkfriends outside ofthe
office, it'sOKto extenda personalinvitationforthem
tosupportyou, butusingyourtimeatworkorNGHS
systemstosolicitsponsorswouldbeinappropriate,and
it'snever OKto apply directorindirect pressure on your
coworkers to contribute to your

personal activities.

NEED MORE INFORMATION?
¢ Contactthe Legal Department.



Government requirements
and requests

We are committed to meeting the many special legal,
regulatory and contractual requirements thatapply to
government healthcare programs. And we understand
thattheserequirements mayalsoflowdownto
individuals and companies working onour behalf.

Make sure you know and follow the laws, regulations,
our Handbook and NGHS policies associated with
government program requirements. Be truthful and
cooperative with allreasonable requests andinquiries
from government representatives concerning our
operations.

SHOW YOU CARE
e Ifyou:

- Receive an inquiry or a visit from regulators or
governmentauthorities (except DNV), notify the
NGHS Compliance Department before answering
any questions or providing information - the
Compliance Department will coordinate our
response. With a DNV visit, follow normal NGHS
procedures.

- Receive notice from NGHS about an investigation
or lawsuit, a request for documents or a
subpoena, preserve all related records and
cooperate with the NGHS Legal and Risk
ManagementDepartmentsin makingthem ready
for evaluation and/or production.

¢ Neverconceal, destroy oralterany documentsthat
may relatetoagovernmentinquiry orinvestigation.

¢ Never offergifts or other forms of compensation
toa government official ortheir staff. Reportany
request from a government official for a gift or
improper payment.

NEED MORE INFORMATION?

¢ Contactthe Legal Department.
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Did you know?

NGHS screens all new hires, medical staff,
business partners, suppliers and vendors against
government exclusion lists.

We don’t contract with, employ or bill for services
provided by anyone whois:

- Excluded from orineligible to participate in state
or federal healthcare programs

- Suspended or debarred from federal
government contracts

- Hasn’t been reinstated in a federal healthcare
program after being excluded, suspended,
debarred orineligible
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Healthcare laws and
regulations

Like all organizations, we have an obligation to comply

withthelaws and regulations that apply to our business.

Butasamemberofthehealthcarecommunity, weare
subject to an even more rigorous set of standards, and
we are committed to complying with them, because we
understand the reasons behind the requirements and
the lives impacted by them.

>
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Here is a sampling of the healthcare laws and
regulations applicable to NGHS. Note that this list is not
comprehensive. It'simportant - infact, it’s critical to the
operation of NGHS -thatyou know what’'s expected
of you and come forward anytime you have questions
abouthowthey affectyouandyoureverydayjob
responsibilities.

WE COMPLY WITH ...

\E
The Federal False Claims
Act (FCA)

and

The Program Fraud Civil
Remedies Act (PFCRA)

We watchforand reportsigns
offalseclaims (e.g., billing

the government for services
not provided, providing false
information to obtaina payment,
overbilling or billing for the same
service multiple times).

Health Insurance Portability &
Accountability Act (HIPAA)

We protect sensitive health
information from being disclosed
without a patient’s consent or
knowledge.

QL

The Anti-Kickback Statute and
Stark Law

Wedon'tofferorpayanyonefor
patientreferrals oracceptanything of
valueforreferrals we makefordrugs,
suppliesorhealthcareservices.

S

The Georgia False Medicaid
Claims Act

Weneversubmitfalseorfraudulent
claims to the Georgia Medicaid
Program ortry to conceal oravoid an
obligationto pay the State of Georgia.

Qi)
IR

Emergency Medical Treatment
& Active Labor Act (EMTALA)

We stabilize and treat anyone who
comes into our ERs, regardless of their
insurancestatusorabilityto pay.

SHOW YOU CARE

NEED MORE INFORMATION?

o We expect ouremployees to understand and
complywith thelegal requirementsthatapply
totheirjob functions and the organization.

o Neverforgetthatthe decisions you make every
day have animpact on NGHS and the people
who place theirtrustin us.

e Contact Corporate.Compliance@nghs.com.
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Some closing thoughts

Who we are today was shaped by community
visionaries over 70 years ago.

Who we'll be tomorrow is up to you.

ThankyouforreadingourHandbookand honoring
our commitment to improve the health and quality of
life for the people of Northeast Georgia. Compliance
isapartnership betweenall ofus,andweareeach
responsible as members ofthe NGHS workforce.
Myteamis heretohelpyouunderstand and follow

the Handbook and answer any questions you may have.

Iencourageyou, in every interaction, to let our core
values guide and inspire you. When you do, you’ll be
helping to maintain the trust of patients, their families
and ourcommunity. You’llalso be helping us build
anevenbetterNGHS -onepoisedtoservethe next
million people.

19, /MJ | b(,{ i
é/

Steve Kelly

Chief ComplianceOfficer
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This is not work
we do alone -
this is work we

do together.
We're true to

our values and

live them out

each day.
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Where to go for help

CORPORATE COMPLIANCE THE LEGAL DEPARTMENT AND
Corporate.Compliance@nghs.com RISK MANAGEMENT

RiskManagement@nghs.com

1-844-917-1116

REVENUE CYCLE
RevCycle.Support@nghs.com

COMPLIANCE PRIVACY

Privacy.Officer@nghs.com

1-844-917-1115
PUBLIC RELATIONS

Public.Relations@nghs.com

CHIEF COMPLIANCE OFFICER

770-219-384
Corporate.Compliance@nghs.com L =k

1-844-917-1116
ETHICS AND COMPLIANCE HOTLINE

1-800-299-6321

HUMAN RESOURCES Available 24/7

HR.Help@nghs.com

770-219-3500

ALLETHICSAND COMPLIANCEHANDBOOKTOPICSARESUPPORTEDBYPOLICIESWITHIN
THE NGHS ORGANIZATION AND CAN BE FOUND IN THE MCN SYSTEM.

NGHS reserves the right to modify this Handbook at any time, as necessary, along with our policies, procedures and
conditionsofemployment. TheHandbookisnotintended asacontractorguaranteeofemployment.

NGHS also supports an employee’s right to speak out publicly about matters of public concern and to participate in
concerted activities and communications related to terms and conditions of employment. Nothing in any section of
our Handbook orin any of our policies is intended to limit or interfere with that right. That includes, but is not limited
to,anyandallactivities protected underSection7 ofthe U.S. National LaborRelations Act, such asdiscussions
related to wages, hours, working conditions, health hazards and safety issues.
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