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A MEssAGE FROM THE PREsSIDENT/CHIEF ExecuTivE OFFICER

Allied Services is committed to conducting business
with integrity and in accordance with federal, state and
local laws. We are proud of our honest reputation due
largely to employees like you. To continue this tradition,
we have established a Code of Conduct that sets our
standards and rules for ethical business practices for all
employees, members of our board of directors and our
business partners. The standards contained in this Code
of Conduct are also included within the Corporate Compli-
ance Program kept in the office of our Compliance Officer.

This document provides general
guidelines to help you understand how
Allied wishes to conduct business and,
as such, governs the conduct of all
Allied employees. We want to ensure
that employees understand Allied Ser-
vices Compliance Program and that all
violations are reported, fully reviewed,
and the appropriate actions are taken.
While this document may be a valuable
guide, it may not provide answers to all
issues. You should all be familiar with
the policies and procedures described
in this document and seek clarification
or advice, as needed, from your man-
ager, supervisor or Allied Services
Compliance Officer, Judy Oprisko, SPHR, CEBS.

Your dedication to these standards will allow us to contin-
ue to provide compassionate, cost-effective care to those
in need. Thanks for helping us maintain our fine tradition

of integrity.

William P Cona/)qy

Sincerely,

WO (L

William P. Cona
President/Chief Executive Offider
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ALLIED SERVICES
CobE OF CONDUCT

. GENERAL STATEMENT

Allied Services has an outstanding reputation for
integrity and is committed to integrity as the funda-
mental guiding principle for its employees and others
who act on its behalf. This Code of Conduct reaffirms
that commitment.

Integrity must govern our actions in all relation-
ships. It includes compliance with all laws and regula-
tions to ensure the highest levels of quality care and
service. Allied Services expects each employee to
recognize and strictly adhere to this code of conduct.

The guidelines contained are designed to as-
sist Allied employees in making the right choices
when confronted with difficult situations. This Code
imposes requirements that are often more exacting
than those mandated by law, reflecting our goal of
conducting ourselves with the highest level of integ-
rity and excellence. Ultimately, the responsibility for
ethical behavior rests with each of us in the exercise
of our independent judgement.

Allied Services expects each employee to recog-
nize and avoid activities and relationships that involve
or might appear to involve conflicts of interest, may
cause embarrassment to Allied Services or compro-
mise its integrity.

The following principles are intended to
guide
employees in recognizing these situations:

. Allied Services, its employees and vendors
will abide by the letter and spirit of all applicable
regulations and will act in such a manner that full
disclosure of all facts related to any activity will
reflect favorably upon Allied Services.

. Allied Services and its employees will adhere
to the highest ethical standards of conduct in all
business activities.

. Allied Services will deal fairly and honestly
with those who are affected by its actions.

. Allied Services will undertake only those
activities that will withstand public scrutiny.

. Allied Services will promote relationships
based on mutual trust and respect and provide
an environment in which individuals may ques-
tion a practice without fear of adverse conse-
quences.

. Each of us will abide by Allied Services
Conflict of Interest Policy and will disclose any
potential conflict.

It is the policy of Allied Services to prevent
the occurrence of unethical or unlawful behav-
jor; to halt such behavior as soon as reasonably
possible after its discovery; and to discipline its
personnel who violate the standards contained in
the Code, including individuals who have knowl-
edge or should have knowledge of a violation.
No Code of Conduct can cover all circumstances.
Consequently, employees encountering situa-
tions not addressed specifically should apply the
overall philosophy and concepts of this Code to
the situation. We expect outside colleagues, eg,
vendors, consultants and others whose actions
could be attributed to Allied Services, to adhere
to these same standards. An employee who has
a question regarding the application or inter-
pretation of the Code should use the procedure
specified in the Corporate Compliance Plan or
contact the Compliance Officer.



II. CONDUCTING ALLIED SERVICES
BUSINESS

Allied Services activities involve thousands of trans-
actions each day. Obviously, we must have strict
rules to guard against fraud or dishonesty and guide-
lines for addressing possible problems that may arise.

If you detect or suspect any behavior which you
believe is or may be improper, you should report it
immediately so that the appropriate review is initi-
ated. (See Section X of the Compliance Program,
Voluntary Reporting Mechanisms). If evidence of a
violation of this Code is established, any involved em-
ployee or agent is subject to disciplinary action. Any
such evidence will be reviewed by the Compliance
Officer. Referral by Allied Services for prosecution will
be made when appropriate after review by the Com-
pliance Officer.

Proper Use of Allied Services Assets

All managers should establish appropriate inter-
nal accounting controls over all areas of their respon-
sibility to ensure the safeguarding of Allied Services
assets and the accuracy of financial records and
reports. These established accounting practices and
procedures must be followed to assure the complete
and accurate recording of all transactions. Allied
Services has adopted these controls in accordance
with the Generally Accepted Accounting Principles
(“GAAP”), the guidelines of the Financial Accounting
Standards Board (“FASB”), internal needs and the re-
quirements of other applicable laws and regulations.
All employees, within their areas of responsibility, are
expected to adhere to these established controls.

To be certain Allied Services policies on proper
use of resources are carried out, you are expected to
observe the following long-standing accounting rules:

. Make outside payments only with a draft or
check or through other properly documented sourc-
es. No payment on behalf of Allied Services should
be approved or made without adequate supporting
documentation or with the intention or understand-
ing that any part is to be used in any way other than
described in the supporting documents.

. Do not establish any undisclosed or unrecorded
corporate account, fund or asset for any purpose.

. Get proper authorization before opening any
new account, either on Allied Services books or with
an outside agency, such as a bank.

. Do not use any account for a misleading purpose
or to conceal the existence or use of any corporate
resource.

. Record every payment to and every transac-
tion with an outside party on Allied Services books
promptly, accurately and through normal financial
reporting channels. If you are involved in or account-
able for any such transaction, you are expected to
make sure a prompt and accurate accounting is
made.

Selecting Business Partners

Allied personnel are also expected to select
Allied Services business partners solely on their
merits, in the best interest of Allied Services, and
without regard to non-business related consider-
ations. The following is an example of the kinds of
relationships with business partners that are prohib-
ited:

. Personal financial involvement or ownership

of a substantial interest that has not been dis-
closed and approved in accordance with Allied
Services Conflict of Interest Policy in organizations
with whom Allied Services does business, such as
vendors, suppliers, agents, customers, contractors,
licensees or sponsors. Anything that would consti-
tute improper or questionable behavior on the part
of an employee is also unacceptable if engaged in
through a third party, such as a spouse, other family
member, friend or any other person or entity with
whom the employee is closely identified or in which
he or she has any significant ownership or financial
interest or position.

Trade Practices/Antitrust

Antitrust laws are designed to preserve and
foster fair and honest competition within the free
enterprise system. To accomplish this goal, the lan-
guage of these laws is deliberately broad, prohibit-
ing such activities as “unfair methods of competi-
tion” and agreements “in restraint of trade.” Such
language gives enforcement agencies the right to
examine many different business activities to judge
the effect on competition.

Allied Services policy requires full compli-
ance with all antitrust laws. Penalties for antitrust
violations are severe for both the corporations in-
volved and the individual. They include the follow-
ing:

. Imprisonment of individuals.

. Substantial fines against the violating entity
and against the individual for each criminal offense.
. Payment of treble damages, plus attorneys’
fees and litigation costs, to firms or individuals
injured by the violation.

. Injunctions or consent decrees prohibiting cer-
tain activities. Consent decrees can seriously limit
a company’s future freedom to engage in busi-
ness activity and can be applied across a broader
scope than was involved in the original alleged
violation. It is important that you have a basic
knowledge and understanding of the requirements
of antitrust laws. The greatest danger for violations
of antitrust laws rests in contacts with competi-
tors. Antitrust laws make illegal any agreement

or understanding, expressed or implied, written or
oral, which restricts competition or interferes with
the ability of the free market system to function
properly. In the eyes of the law, good intentions,
customer benefits or consumer benefits do not
justify or excuse violations. For Allied Services, a
“competitor” may be another hospital



or, depending on the circumstances, any other
health care provider. You should not have any
discussions, conversations or other communica-
tions with known competitors about the division
of either patients, geographic areas, or services;
the circumstances under which business will be
conducted with suppliers, insurance companies,
patients or customers (including boycotts).

One activity of particular sensitivity in the
area of antitrust laws is participation in profession-
al and trade associations. Allied Services encourag-
es such participation and the antitrust laws recog-
nize the legitimate function of these associations.
Essentially, though, these associations are com-
prised of individuals and organizations which may
compete with one another. Thus, the collective
action of members of such associations are not
immune from the application of the antitrust laws.
Therefore, all activities of Allied Services person-
nel undertaken in connection with these associa-
tions are subject to the standards discussed above.
Care should always be taken to avoid discussing
the above identified areas at association meetings.
You can, of course, discuss proposed legislation or
regulations concerning sensitive matters if it is for
the purpose of developing the association’s posi-
tion. If you have questions, contact the Corporate
Compliance Officer.

Compliance With Anti-Kickback and
Corrupt Influence Statutes

Both federal and state laws specifically pro-
hibit any form of kickback, bribe or rebate made
directly or indirectly, overtly or covertly, in cash
or in kind to induce the purchase, recommenda-
tion to purchase or referral of any kind of health
care goods, services or items paid for by Medicare
or the Medicaid program. The term “kickback,”
as defined in these statutes, means the giving of
remuneration, which is interpreted under the law
as anything of value. Under the federal law, the of-
fense is classified as a felony and is punishable by
fines and imprisonment for up to five years. Feder-
al and state “anti-referral” laws impose substantial
penalties relative to billing for services referred by
physicians or other health care practitioners who
have a contractual or business relationship with a
provider. You should become familiar with these
statutes and assure that all of your activities are
conducted in such a manner that no question may
arise as to whether any of these laws have been
violated.

To list everything that may constitute an im-
proper inducement under the anti-kickback laws
would not be possible. But one thing is clear: Al-
lied Services must scrupulously avoid being either
the offeror or the recipient of an improper induce-
ment. Care must be taken in structuring relation-
ships with persons not employed by Allied Services
so as not to create a situation where Allied Servic-
es appears to be offering an improper inducement
to those who may be in a position to refer or influ-

ence the referral of patients to Allied Services. As a
provider of patient care, Allied Services also should
not receive any improper inducement from its
vendors to influence it in making decisions regard-
ing the use of particular products or the referral or
recommendation of patients to other providers of
goods and services paid for by Medicare or Medic-
aid.

Before entering into any business or contrac-
tual relationship with any person or organization
which may raise a question under the anti-kickback
laws, or with any physician or other health care
practitioner who makes or may make referrals to
Allied Services, please consult with the Corporate
Compliance Officer. Likewise, it is a violation of
Allied Services policy, and an offense for which
dismissal will be considered, for any officer, em-
ployee or any other person acting on behalf of or
in the name of Allied Services to make or authorize
the paying of any bribe, any payment for an illegal
act or any other use of Allied Services resources
which, although arguably not illegal, could be inter-
preted as improper or unwarranted. A useful test
to apply in determining whether a payment, or any
other transaction, is proper is whether such trans-
action, if disclosed publicly, could adversely affect
the reputation of Allied Services.

Billing for Allied Services Patient and

Community Services

Allied Services and its staff provide a wide
range of services to patients and the community.
Because of our mission, some of these services are
provided at no charge, or reduced rates. In most
cases, however, billing statements are provided to
the patient or a third party payor responsible for
payment. It is imperative that these statements ac-
curately reflect the services actually provided; who
performed the service; and the precise charges for
those services, as well as all other pertinent data
relating to the patient.

It is of course fundamental that no one at or
acting on behalf of Allied Services would intention-
ally falsify a claim. Negligently prepared bills cause
significant administrative problems as well as tar-
nish Allied Services reputation for professionalism.
Billing errors, as well as billing improprieties of any
kind, may expose Allied Services to civil or criminal
liability. Medicare, Medicaid and other payers may
only be billed for medically necessary services that
are properly documented. Under the Medicare
and Medicaid programs, an erroneous bill could,
in certain circumstances, be deemed to be a “false
claim.”

Accordingly, all health care professionals who
provide billing information and all employees who
perform technical or clerical tasks in connection
with preparing or submitting billing statements are
required to become familiar with and abide by Al-
lied Services billing rules. Each employee must use
his or her best efforts to prevent and, where appro-
priate, report errors, improprieties or suspicious



circumstances in billing that could violate applicable
laws and regulations. If you have knowledge of any
billing errors or improprieties, or if you suspect that
an individual’s conduct with regard to billing is incon-
sistent with Allied Services billing rules, this infor-
mation must be reported to your supervisor, Allied
Services Corporate Compliance Officer or the Com-
pliance Line at 800-619-7685.

Tax

Allied Services Foundation and its affiliated
corporations are 501(c)(3) corporations which are
exempt from taxation by federal, state and local gov-
ernments. In order to maintain this exemption, which
is critical to Allied Services survival, Allied Services
must operate for the benefit of the community and
must avoid what the tax law calls “private inurement”
and “private benefit.”
All individuals or entities must pay fair market value
for the use of Allied Services programs or property.
Care must also be taken to insure that Allied Services
sales tax exemption is used only for legitimate Allied
Services activities. Personal items should not be pur-
chased through Allied Services even if Allied Services
is reimbursed by the employee. All appropriate taxes
must be withheld from employees’ wages, and the
use of a purchase order to compensate individuals
must be limited to true independent contractors.

Bond Covenants

Allied Services has issued tax exempt bonds
which are secured by mortgages covering much of its
property. These bonds contain restrictions on the use
of this property and on other Allied Services activities
which, if violated, could jeopardize Allied Services
ability to borrow money in the future.

Gifts and Entertainment

Gifts and entertainment represent an area of
potential conflict in situations where a competitive,
regulatory or adversarial relationship could exist. Giv-
ing or accepting gifts and entertainment can some-
times be construed as an attempt to unduly influence
the relationship. See the following section concern-
ing contributions/gifts to Allied Services. No person-
al gifts should be offered or received if done under
circumstances that would raise a reasonable question
concerning whether the gift was offered or received
to improperly influence a person in the exercise of
proper business judgment. Please keep in mind that
a gift from a program-related vendor may raise anti-
kickback issues. There may be circumstances where
the offer, receipt or exchange of gifts is appropriate
when done without regard to an attempt to influ-
ence any professional or business activity. However,
gifts of money to an individual are never permissible.
Your judgment should tell you when a gift is improper
and when a gift should be refused to avoid even the
appearance of impropriety. When in question, Allied
employees should contact their Supervisor or the
Compliance Officer. Federal and state law restrict the
ability to give a gratuity to government employees,
including politicians. Please see Section V., Gifts,

Meals or Gratuities for Government Personnel, which
deals with the giving of gratuities to government em-
ployees.

Fund Raising

Allied Services relies heavily on contributions
from donors to support its many activities. Employees
are encouraged to support this fund raising effort but
are required to coordinate all activities with the De-
velopment Office. Monies or other items received on
behalf of Allied Services as gifts should be deposited
immediately in the Allied Services Foundation Account.
Charitable contributions from vendors to Allied Ser-
vices may raise issues implicating federal and state anti-
kickback laws. Care should be taken when soliciting or
receiving contributions that the contributor not be led
to believe, either directly or indirectly, that the contri-
bution will affect Allied Services professional judgment.
All contributions and gifts to Allied Services, includ-
ing grants, must be handled through and accepted on
behalf of Allied Services by the Development Office.

Labor and Employee Relations Matters

It is Allied Services policy to comply fully with
all applicable wage and hour laws and other statutes
regulating the employer-employee relationship and the
workplace environment. Under federal and state law, it
is illegal for Allied Services employees to pay or re-
ceive any money or other thing of value from any labor
organization. No Allied Services employee may inter-
fere or retaliate against another employee who seeks
to invoke his or her rights under those laws. If you
have any questions about the laws governing labor and
employee relations matter, please contact the Human
Resources Department or the Corporate Compliance
Officer.

Immigration

Federal law prohibits employers from hiring
employees who are not legally authorized to work in
this country. Unless an employee is a U.S. citizen or
has a “green card” or visa which authorizes him or her
to work in the position in question, Allied Services may
be subject to civil or criminal penalties if he or she is
placed on the payroll. All prospective employees must
present appropriate documentation of their citizen-
ship status to Allied Services. Wherever possible, this
should be done well in advance of the employee’s
first day of work to avoid hardship or embarrassment.
Questions on immigration issues should be referred to
the Human Resources Department or the Corporate
Compliance Officer.

Open Admissions

Allied Services provides services regardless
of patients’ abilities to pay and utilizes an open admis-
sions policy in all divisions.

Regulatory Approvals/Licensure
State law may require Allied Services to



obtain the prior approval of various state and fed-
eral agencies before purchasing certain major medi-
cal equipment, changing the services it provides or
making other significant capital expenditures. Allied
Services is licensed by various departments of the
Commonwealth of Pennsylvania and accredited by
numerous independent accrediting bodies. These
agencies have numerous requirements that determine
the manner in which Allied Services delivers its servic-
es. Each employee is expected to be familiar with the
regulations governing his or her area, to stay abreast
of new developments and to alert his or her supervi-
sor to possible noncompliance. Questions regarding
regulatory requirements should be referred to your
supervisor or the Corporate Compliance Officer.

Environment, Health and Safety

In the course of Allied Services operations,
hazardous materials may be used or generated. Al-
lied Services is financially and legally responsible for
the proper handling and disposal of these materials.
Environmental responsibility is also an important
component of our duty to the public and our good
reputation. It is essential that everyone at Allied Ser-
vices who deals with hazardous materials complies
with environmental laws and regulations and follows
the environmental safety procedures explained in Al-
lied Services programs and manuals. Allied Services
and its staff are expected to:

. comply with all laws and regulations governing
the handling, storage and use of hazardous materials,
other pollutants and infectious wastes;

. comply with its permits that allow it to safely
discharge pollutants into the air, sewage systems,
water pollution control facilities, or onto or into land;

. hire only reputable licensed services to transport
and dispose of hazardous and polluted materials and
infectious wastes; and

. accurately maintain the records required by

the environmental laws and regulations, including
those that require precise description of the amount,
concentration and make-up of hazardous materials
or other regulated pollutants and infectious wastes
that are used, stored, discharged or generated; and
the time, place of origin, destination and transporter
of hazardous materials, and discharge of pollutants.
These records should be handled pursuant to proper
Allied Services policy. No one at Allied Services may
participate in concealing improper discharge or dis-
posal of hazardous materials, pollutants or infectious
wastes. Before proceeding to act on any instruction
of questionable propriety, or to take any environ-
ment-related action about which they are unsure,
employees are expected to discuss their questions
with Facility Services Department or the Compliance
Officer.

Occupational Health and Safety

Both federal and state laws regarding the pro-
motion of occupational safety and avoidance of job
related hazards are designed to ensure that each of
us works in a safe environment. Due regard and at-
tention should be paid to those laws and regulations.
Without a safe and non-hazardous environment in
which to work, none of us can achieve the goals of
community service to which we strive. Questions
regarding occupational health and safety matters
should be directed to your supervisor or the Human
Resources Department.

Pharmaceuticals, Prescription Drugs and

Controlled Substances

Many Allied Services employees have responsi-
bility for or access to prescription drugs, controlled
substances, hypodermic needles, drug samples and
other regulated pharmaceuticals. Allied Services is
legally responsible for the proper distribution and
handling of these pharmaceutical products. Federal,
state and local laws covering prescription drugs and
controlled substances are intended to maintain the
integrity of our national drug distribution system
and protect consumers by assuring that prescription
drugs are safe and properly labeled.

These laws include prohibitions against diver-
sion of any prescription drug or controlled sub-
stance, including a drug sample, in any amount for
any reason to an unauthorized individual or entity.
The distribution of adulterated, misbranded, mis-
labeled, expired or diverted pharmaceuticals is a
violation of federal and state law for which severe
criminal penalties may be imposed on individual
violators as well as on Allied Services. It is Allied Ser-
vices policy that all employees be both diligent and
vigilant in carrying out their obligations to handle
and dispense Allied Services prescription drugs and
controlled substances in accordance with all ap-
plicable laws, regulations and internal procedures.
These internal procedures and policies are available
in written form from the Vice President of Medical
Affairs.

Every employee, whether physician, nurse, phar-
macist or any other licensed individual authorized
to prescribe, dispense, or handle prescription drugs
or controlled substances, is expected to maintain
the highest professional standards in safeguard-
ing pharmaceuticals of all kinds and in preventing
unauthorized access to such pharmaceuticals. No
prescription drug or controlled substance may be
sold, transferred or otherwise distributed unless
authorized by a written Allied Services policy or the
appropriate individual charged with such responsi-
bility. Nonprofit healthcare organizations, includ-
ing Allied Services, are permitted by an exception
to federal antitrust and price discrimination laws
to purchase drugs at a specially discounted price.
Any violation of law or of any Allied Services policy
involving prescription drugs, controlled substances
or other pharmaceuticals will constitute grounds for
dismissal. Each employee is expected to protect
the integrity of Allied Services by safeguarding the
drugs entrusted to us for appropriate institutional
medical use.



Federal False Claims Act

Allied Services strictly prohibits health care fraud and
abuse. Any allegation or report of possible health care
fraud or abuse will be taken very seriously, promptly
investigated and addressed as warranted.

What is the Federal False Claims Act?

It allows a civil action to be brought against a health

care provider who:
1.Knowingly presents, or causes to be
presented, a false or fraudulent claim for
payment or approval to any federal employee;

2.Knowingly makes, uses or causes to be
get a false or fraudulent claim paid; or

3.Conspires to defraud the government by
getting a false of fraudulent claim allowed or
paid (31 USC sec. 3729(a)).

Examples of a false claim are: Billing for procedures
not performed, violation of another law, for example a
claim was submitted appropriately but the service was
the result of an illegal relationship between a physician
and Allied Services (physician received kickbacks for
referrals), Falsifying information in the medical record.

Remedies:
1. A federal false claims action may be brought
by the U.S Department of Justice Civil Division,
the United States Attorney.

2. An individual may bring what is called a qui-
tam action. This means the individual files
an action on behalf of the government.

3. Violation of the federal False claims Act is
punishable by a civil penalty of between
$5,500 and $11,000 per false claim, plus three
times the amount of damages incurred by the
government.

4. A statute of limitations says how much time
may pass before an action may no longer be
brought for violation of the law. Under the
False Claims Act, the statute of limitations is
six years after the date of violation or three
years after the date when material facts are
known or should have been known by the
government, but no later than ten years after
the date on which the violation was
committed.

The Federal law prohibits an employer from discrimi-
nating against an employee in the terms or conditions
of his or her employment because the employee initi-
ated or otherwise assisted in a false claims action. The
employee is entitled to all relief necessary to make the
employee whole. 31 USC 3730(h)

While Pennsylvania does not have an express
False Claims Act, it does have criminal and civil penal-
ties to punish fraud in general as well as specific sanc-
tions in Title 55 of the PA Administrative Code to pun-
ish fraudulent behavior related to medical assistance.

What you should do if you believe a false claim has
been made:

1. If you see something that raises a concern
about a claim, or looks like one of the
examples of a false claim discussed above,
Allied Services requires you to immediately
report it to your supervisor for further
investigation. If you are not comfortable
doing this or do not see action in response to
your report, then report it to Allied Services
Corporate Compliance Officer,

Judy Oprisko, SPHR, CEBS at 348-1208, or call
the Allied Services Compliance Line at
1-800-619-7685.

2. You are not required to report a possible
false claims act violation to Allied Services
first. You may report directly to the federal
Department of Justice.

3. Allied Services will not retaliate against you
if you inform us or the federal government of
a possible false claims act violation or for
otherwise participating in the investigation of
a reported/possible false claim.

Allied Services makes more detailed information about
the False Claims Act available. Copies may be obtained
on the Allied Services Intranet, from a Department
Head or the Human Resources Department at 348-
1348.

If you have any questions about this information,
contact your supervisor or the Corporate Compliance
Officer.



1. RESEARCH GRANT
REQUIREMENTS

The commitment of Allied Services to integrity
encompasses all research grant proposals and activi-
ties, whether funded by government agencies, such
as the National Institutes of Health, the United States
Public Health Service or the Federal Food and Drug
Administration, or by private sources. Allied Services
has established policies and procedures to insure that
research grants and their implementation are con-
sistent with federal, state, local and Allied Services
rules and regulations. It is expected that as members
of the scientific community, all faculty and staff will
become familiar with the requirement for research
grants.

Research Involving Human Subjects

The Institutional Review Board (the IRB) of Al-
lied Services has oversight authority for establishing
and maintaining research standards that are consis-
tent with federal and state law for protecting human
subjects of research. “Human subject” means a living
individual about whom an investigator conducting
research obtains data through intervention or interac-
tion with the individual, or identifiable private infor-
mation. Allied Services has obligations under federal
and state law to monitor all its federal grants and
report violations to the appropriate governmental
agency applies these standards to all Allied Services
research activity.

All grant proposals involving human subjects
must be submitted to Allied’s IRB for review and ap-
proval. To assure the integrity of research conducted
under the auspices of Allied Services, wherever the
actual research is carried out, all grant proposals and
research must conform to IRB standards and to Allied
Services Informed Consent Policy. Grant recipients
must be certain that funds are used in accordance
with the approved research protocol.

Conflicts of Interest and Improper Referrals
It is extremely important to identify as early as
possible in the grant writing process any conflicts
of interest between sources of grant funds and Al-
lied Services recipients. Conflicts of interest would
include any actual or potential financial interest of a
grant recipient in the outcome of the research. Such
conflicts are particularly likely to arise where grants
are funded by private sources, which may include
pharmaceutical companies and vendors of health
care products or services. Researchers must abide
by Allied Services Conflict of Interest Policy, a copy
of which is available from Allied’s Internal Auditor
and the American Medical Association guidelines on
clinical investigation (Code of Medical Ethics, Section
2.07 (1994 Edition)). A copy of the AMA guidelines
is available from the Vice President of Medical Affairs.
All conflicts must be disclosed to Allied’s IRB. Where
conflicts cannot be resolved to the satisfaction of
the IRB, a grant application must be withdrawn or
redrafted.

Researchers must be vigilant in considering
whether grants could involve improper induce-
ments for the referrals of patients to Allied Ser-
vices. Care must be taken to be sure that the
purpose of the research and the protocol are con-
sistent with proper objectives, and that research is
conducted so as to adhere to the approved proto-
col.

Scientific Misconduct

“Scientific misconduct” means fabrication,
falsification, plagiarism or other practices that seri-
ously deviate from practices that are commonly
accepted within the scientific community for pro-
posing, conducting or reporting research. It does
not include honest error or honest differences in
interpretation or judgments of data.

Allied Services defines “scientific misconduct”
also to include failure to submit research projects
for IRB approval, to obtain informed consent in
accordance with Allied Services Informed Consent
Policy, or to comply with the Conflict of Inter-
est Policy or any other Allied Services policy on
research activities. Fiscal improprieties and issues
concerning the ethical treatment of human sub-
jects are also included in Allied Services definition
of scientific misconduct. In addition to the risk of
serious federal and state penalties, scientific mis-
conduct is a violation of Allied Services policy, and
an offense for which dismissal will be considered.
Each person employed by or doing research under
the auspices of Allied Services must report to the
Vice President of Medical Affairs any instance of
scientific misconduct which he or she believes may
have occurred or any allegations of scientific mis-
conduct which are brought to his or her attention.



IV. POLITICAL PARTICIPATION

Participation in the political process is one of
every American’s most basic rights. Federal and
state laws, however, limit the nature and extent of
organizational political participation. For example,
both federal and state law prohibit not-for-profit or-
ganizations from contributing to political candidates
or officeholders. Federal law and Allied Services
policy also state that no one will be reimbursed for
personal political contributions. Personal com-
pensation will not be altered in any way under any
circumstances to reflect such contributions. Unless
you are specifically requested by Allied Services to
represent it before legislative or other governmen-
tal bodies, be sure you clearly label any personal
communication with legislators as your own belief.
If you are contacted by legislators or regulators
regarding Allied Services position on public issues,
you should refer them to the Corporate Compliance
Officer.

Lobbying

Certain management personnel may periodical-
ly be called upon by Allied Services to make contact
with members of city, county, state or federal legis-
lative bodies and other officials to set forth and ad-
vocate for Allied Services positions on issues. These
persons are expected to abide by all applicable laws
at all times. Any person who attempts to influence
any legislative, executive or other governmental ac-
tion, official or employee on behalf of Allied Ser-
vices may be required to register as a lobbyist and
file certain reports concerning his or her activities.
There are also registration and reporting require-
ments as well as explicit limitations on lobbying that
apply to Allied Services. In addition, separate laws
provide rules of conduct for lobbyists. To assure
that both state and federal laws and policies are
fully compiled with, it is expected that no employee
will engage in lobbying without prior authorization
from the Corporate Compliance Officer. Please see
Section V which further addresses dealing with gov-
ernment personnel.

Allied Services may periodically engage lobby-
ists or lobbying firms to help promote its interests.
Allied Services requires these individuals or firms to
assure that all lobbying activities are legal. Authori-
zation must be obtained prior to engaging any lob-
byist, outside legal counsel or consultant to lobby
for or otherwise promote Allied Services interests
on any legislative, regulatory or other governmental
issue. The following evidence must be submitted
along with the proper request for authorization to
justify the engagement:

. The purpose for the engagement and the
nature and extent of services to be performed.

. The basis for selecting the proposed
individual, firm or company.

. The agreed-upon fee and the means by which
the fee was determined to be reasonable and
appropriate for the services to be performed.

V. DOING BUSINESS WITH THE
GOVERNMENT

Medicare and Medicaid Requirements

Allied Services participates in both the Medi-
care and Medicaid programs. Both programs are
governed by complicated laws and regulations
which impose strict requirements on providers that
are significantly different from and more extensive
than those one encounters in non-government
commercial contracts. For example, Medicare and
Medicaid have very complex payment guidelines
that identify not only the circumstances under
which, but also how much, those programs will
reimburse Allied Services for goods and services
rendered to patients covered under those pro-
grams. These guidelines are oftentimes different
than directives received from other third party
payers. Violation of Medicare and Medicaid laws
and regulations can result in criminal sanctions
being imposed not only on the persons actively
involved but also the organization on whose behalf
those persons act. Moreover, if Allied Services was
found to be involved, it would be precluded from
participating entirely in the Medicare and Medicaid
programs. It is essential, therefore, that there be
strict compliance with all Medicare and Medicaid
laws and regulations while providing services under
these government programs.

Hiring of Former Government Employees

Very specific rules exist to eliminate even the
appearance of a conflict of interest by former gov-
ernment employees who upon termination of their
government service seek employment with those
who do business with the government. You should
obtain clearance from the Human Resources De-
partment or Corporate Compliance Officer prior to
discussing the employment or possible retention as
a consultant of any current or former government
employee. Both Allied Services and any employee
or consultant who was a former government em-
ployee must comply with all applicable rules while
working on Allied Services behalf.



No Gifts, Meals or Gratuities for

Government Personnel

Government personnel operate under specific
guidelines which regulate the receipt of gratuities
and/or having anyone pay for items such as meals,
refreshments, travel or lodging expenses. To the
best of your ability care should always be taken to
assure that payment for any of these items does not
violate the operating guidelines of that particular
government employee. Your judgment should tell
you when the giving of a gratuity or when pay-
ing for items such as meals, refreshments, travel
or lodging expense is improper and should not be
done to avoid even the appearance of impropriety.
When in question Allied personnel should contact
their Supervisor or the Compliance Officer.

VI. EMPLOYEE LOYALTY AND
CONFLICTS OF INTEREST

Allied Services expects its employees to serve
the organization in a professional manner. You
should put Allied Services interests ahead of any
other business and commercial interest you may
have as an individual. (See also Section Il, Conduct-
ing Allied Services Business). You should avoid situ-
ations in which a conflict of interest, or the appear-
ance of a conflict, could arise. For more complete
guidance as to Allied Services policy on these types
of issues, please refer to the Conflict of Interest sec-
tion included herein.

VIl. USE OF ALLIED SERVICES
INFORMATION

Safeguarding the Privacy of Our Patients

Our professions require that we gather a great
deal of personal information about individuals.
Therefore, we must carefully avoid any unwarranted
invasion of the individuals right to privacy. This
applies to information about our patients and our
employees. For this reason, and to assure the ac-
curacy of the information we retain, the following
guidelines apply:

. To protect individuals against misuse of infor-
mation identifiable to them, limit access to

that information, except to the extent permitted by
Allied Services policy.

. Use only legitimate means to collect the infor-
mation and, whenever practical, obtain it directly
from the individual concerned.

. Special confidentiality rules apply to patients
in programs as well as disclosure of information
regarding a patient’s HIV status. When release of
any information with respect to patients with these
illnesses is contemplated, these rules must be ad-
hered to carefully.

Unauthorized access or disclosure of patient
information will not be tolerated and will result in
termination of employment, as well as, possible
civil and/or criminal action being taken against the
person accessing or disclosing such information.

Confidentiality of Allied Services and

Employee Information

One of Allied Services most valuable assets is
its body of confidential information. The wide-
spread use of computer terminals and computer
systems has caused this information to be acces-
sible to many employees. Failure to protect this
information adequately can lead to the loss of
highly confidential data that may place Allied Ser-
vices legally at risk. Because of this risk of harm
to Allied Services, its employees and patients, no
employee shall, without the written consent of
Allied Services during the term of employment or
thereafter, use for the benefit of such employee or
others or disclose to others any confidential infor-
mation obtained during the course of employment

Confidential information includes Allied Ser-
vices methods, processes, techniques, computer
software, equipment, service marks, copyrights,
research data, clinical and pharmacological data,
marketing and sales information, personnel data,
patient lists, financial data, plans and all other
know-how and trade secrets which are in the pos-
session of Allied Services and which have not been
published or disclosed to the general public. As
an employee, you are responsible and accountable
for the integrity and protection of business infor-
mation and must take steps to protect informa-
tion that has been entrusted to you. For example,
you must not make inappropriate modifications
of information or destroy or disclose information
except as authorized. Documents containing sen-
sitive data, including information concerning pa-
tients and employees, should be handled carefully
during work hours and must be properly secured
at the end of the business day. Particular atten-
tion must be paid to the security of data stored on
the computer system.



Information Owned by Others and
Copyrighted Material

Like Allied Services, other organizations and
individuals have intellectual property they want to
protect. Also like Allied Services, these other par-
ties are sometimes willing to disclose their confi-
dential information for a particular purpose. If you
are on the receiving end of another party’s confi-
dential information, you must proceed with caution
to prevent any accusations that you or Allied Ser-
vices misappropriated or misused the information.

Special care should be taken in acquiring
software from others. As intellectual property,
software is protected by copyright laws and may
also be protected by patent, trade secret laws or
as confidential information. Such software in-
cludes computer programs, databases and related
documentation owned by the party with whom
you are dealing or by another party. Before you
accept software or sign a license agreement, you
must follow established Allied Services procedures.
The terms and conditions of such license agree-
ments - such as provisions not to copy or distrib-
ute programs - must be strictly followed. Also, if
you acquire software for your personally-owned
equipment, you should not copy any part of such
software in any work you do for Allied Services,
place such software on any Allied Services-owned
computer system, or generally bring such software
onto Allied Services premises. Inquiries in this area
should be directed to Allied Services Internal Audi-
tor or the Compliance Officer. Special care must
also be taken concerning the reproduction (copy-
ing) of copyrighted material. Many, if not most,
publications including books, manuals, periodicals,
newsletters, etc. are protected by copyright. This
copyright protection prevents unauthorized repro-
duction of the copyrighted material. You should
first determine if the material you are interested in
reproducing is copyrighted prior to reproduction. If
the material is copyrighted Allied Services requires
that you receive written authorization to reproduce
the material prior to any reproduction.

Records Retention/Destruction

Allied Services is required by law to maintain
certain types of medical and business records, usu-
ally for a specified period of time. Failure to retain
such documents for such minimum period could
subject Allied Services to penalties and fines, cause
the loss of rights, obstruct justice, place Allied
Services in contempt of court or put Allied Services
at a serious disadvantage in litigation. Accordingly,
Allied Services has established controls to assure
retention for required periods and timely destruc-
tion of retrievable records, such as hard copies and
records on computers, electronic systems, micro-
fiche and microfilm. Even if a document is retained
for the minimum period, legal liability could still re-
sult if a document is destroyed before its scheduled
destruction date. You are expected to comply fully
with the records retention and destruction schedule
for the department in which you work.

It is likewise critical to the successful accom-
plishment of Allied Services professional goals that
its records be fully and accurately completed and
maintained consistent with proper business practic-
es. Many of Allied Services records serve as a basis
for treatment decisions for its patients, as a com-
pilation of goods and services rendered for billing
purposes and as a record of historical courses of
treatment. Each of these functions serves an indis-
pensable role in enabling Allied Services to fulfill its
obligations to its patients, the medical and nursing
staff and the various payors for goods and services.
Consequently, the proper creation of accurate and
complete records is a duty of each employee of Al-
lied Services.

Government Inquiries

Given the increased vigilance by government
agencies in the health care arena, it is important
that Allied Services establish definitive guidelines
on how and when to respond to government inqui-
ries. Inaccurate or incomplete information provided
to government officials in response to their inqui-
ries will more often than not generate complica-
tions for Allied Services and possibly frustrate the
legitimate purposes of the inquiry. Unauthorized
disclosure of information may jeopardize our pa-
tients rights to privacy and expose the organiza-
tion to liability. Therefore, we must adhere to the
following procedures to ensure Allied Services
responds in a proper manner to all government
inquiries. Any employee of Allied Services who is
approached by any federal or state agency seeking
information about any aspect of the operations of
Allied Services or the job-related activities of any
of Allied Services officers, employees, or agents
should immediately contact the Corporate Compli-
ance Officer and your supervisor.

To ensure that government agencies are
provided with the information to which they are
entitled on a timely basis and, at the same time, to
prevent the improper disclosure of private informa-
tion, it is imperative that you contact your Super-
visor and the Corporate Compliance Officer as
promptly as possible after receipt of any request
for information that you receive. In addition, please
be certain to (1) obtain the name and organizational
affiliation of all persons from whom a request for
access to information is received or to whom ac-
cess is permitted before any access is allowed, (2)
maintain a written record of each and every docu-
ment to which access is given, (3) keep a detailed
record of all telephone contacts made, including
specifically the name and affiliation of the parties to
each conversation, the information requested and
the response given during the conversation. Spe-
cific federal and state confidentiality laws relating
to medical records pertaining to AIDS and sub-
stance abuse (controlled drugs and alcohol) and to
psychiatric records may limit the general authority
of government investigators. Employees should be
certain that any disclosure of such records complies
with the policies and procedures of Allied Services.
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II

VIll. HUMAN RESOURCES

Commitment to Fairness

Allied Services recognizes that its greatest
strength lies in the talent and ability of its employees.
These goals have been established to guide Allied
Services activities in employee relations. It is Allied
Services on-going policy:

. To provide equal opportunity for employment
and advancement on the basis of ability and aptitude
without regard to race, color, creed, age, sex, sexual
orientation, disability, national origin, ancestry, special
disabled veteran, veteran status or other lawfully pro-
tected trait, except where age, sex or physical status is
a bona fide occupational qualification.

. To protect the health and safety of employees in
their work environment.

. To compensate employees according to their per-
formance, and to provide equitable benefits within the
framework of prevailing practices.

Allied Services is committed to a work environ-
ment in which all individuals are treated with respect
and dignity. Each person has the right to work in a
professional atmosphere that promotes equal oppor-
tunities and prohibits discriminatory practices, includ-
ing sexual harassment. Familiarity with and adher-
ence to Allied Services Human Resources policy is a
responsibility of each employee.

IX. COMPLIANCE WITH THE CODE

Questions Regarding the Code

The Compliance Officer is responsible for imple-
mentation of Allied Services Corporate Compliance
Plan, including the Code of Conduct. The Compliance
Officer will work with others in Allied Services, as nec-
essary, with respect to elements of implementation,
including training concerning and enforcement of this
Code of Conduct. An employee who has a question
regarding the applicability or interpretation of the
Code should direct the question to the Compliance
Officer in person, in writing, or by calling the Compli-
ance Line at 1-800-619-7685. Correspondence relating
to the Code should be addressed to the Compliance
Officer and marked “CONFIDENTIAL.”

Reporting of Violations

As part of its commitment to ethical and
legal conduct, Allied Services expects its employ-
ees to bring to the attention of the Compliance
Officer, or any appropriate person designated by
the Compliance Officer, information regarding
suspected improper conduct. The employee must
immediately report such information to his or her
supervisor and the Corporate Compliance Officer.
Employees are required to come forward with any
such information, without regard to the identity or
position of the suspected offender. Reports to the
Corporate Compliance Officer may be made by
calling the Compliance Line at 1-800-619-7685 or
(570) 348-1208.

Because failure to report criminal conduct
can itself be understood to condone the crime, we
emphasize the importance of reporting. Failure
to report knowledge of wrongdoing may itself
result in disciplinary action against those who fail
to report. Any manager or employee relations
representative receiving a report of a potential
Code violation must likewise immediately advise
the Compliance Officer of such violation or pos-
sible violation. There will be no reprisals for good
faith reporting of actual or possible violations of
the Code. Where possible, the identity of the em-
ployee making the report will be kept confidential.

Investigation of Violations

The Compliance Officer will initiate an inves-
tigation within one (1) business day of all reported
violations of the Code. The report will be treated
confidentially to the extent consistent with Allied
Services interests and its legal obligations.

Employees are required to cooperate in the
investigation of an alleged violation of the Code.
If the result of the investigation indicates that
corrective action is required, Allied Services will
decide what steps it should take to rectify the
problem and avoid the likelihood of recurrence.



Discipline for Violations
Disciplinary actions may be taken for:

* Authorization of or participation in
actions that violate the Code.

e Failure to report a violation of the Code
or to cooperate in an investigation.

e Failure by a violator’s supervisor(s) to
detect and report a violation of the
Code if such failure reflects inadequate
supervision or lack of oversight

* Retaliation against an individual for
reporting a violation or possible violation
of the Code.

Disciplinary action may, when appropriate,
include dismissal. With respect to disciplinary ac-
tion, principles of fairness will apply, including, when
appropriate, review of a disciplinary decision.

Acknowledgment and Certification of

Compliance

Allied Services requires that all employees
including the President, Vice Presidents, Assistant
Vice Presidents, Department heads and all supervi-
sors sign an acknowledgment confirming that they
have received and read the Code and understand
it, and acknowledge that the Code has been com-
municated to all employees and agents under their
supervision. In addition, each year these employees
will be required to review the Code of
Conduct and the Compliance Program.

X. INDIVIDUAL JUDGMENT

The foregoing guidelines are to help all
of us better understand what we believe to be in
the best interest of our employees, patients, those
with whom we do business and the public at
large. Ultimately, however, you are left to depend
on your own individual judgment in deciding on
the correct course of action. As you contemplate
a particular situation, consideration of the follow-
ing factors may help you arrive at a satisfactory
answer:

¢ |s my action consistent with Allied
Services practices?

¢ Could my action give the appearance
of impropriety?

¢ Will the action bring discredit to any
employee or to Allied Services if dis-
closed fully to the public?

¢ Can | defend my action to my
supervisor, other employees and to the
public?

¢ Does my action meet my personal
code of behavior?

¢ Does my action conform to the spirit
of this Code?

Remember always use good judgment
and common sense. This Code is intended to re-
flect the collective good judgment and common
sense of all of us. Whenever you see a situation
where this purpose does not appear to be served
by the Code, you have the responsibility to bring
your concern to the attention of the Compliance
Officer. Please indicate that you have received,
read and will abide by this Code of Conduct by
signing your name and dating the attached ac-
knowledgment and returning it promptly to the
Corporate Compliance Officer.

The Corporate Compliance Officer is Judy
Oprisko, she can be reached at (570) 348-1208.

The Corporate Compliance Toll Free number
is 1-800-619-7685.
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