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Dear Workforce Members, 
 

Early Autism Services (EAS) is committed to providing individual ized home-
based Applied Behavior Analysis (ABA) therapy for chi ldren with aut ism and their  
famil ies. We have over a decade of experience developing and implementing 
effect ive, high-quali ty ABA programs and pride ourselves on our longstanding 
reputat ion for obtaining results.  We have bui l t  relat ionships of trust among 
ourselves and with our cl ients, and much of our success can be direct ly 
attr ibuted to our workforce members and our integrity. These relat ionships are 
vital to our continued success and fulf i l lment of our goal to provide high qual i ty 
behavioral  therapy to al l  chi ldren with special  needs. The EAS Code of Conduct 
(Code) al igns with our mission, goals, and object ives and ensures a safe, law-
abiding, ethical and product ive business. 

Our business, which demands str ict adherence to rules and laws, is being 
made more complex by our desire to continue providing our cl ients with ever-
increasing levels of qual i ty and performance. Those with whom we do business 
expect and deserve nothing less than the highest level of ethical business 
practices from us and each of our workforce members. Our success involves 
the active part icipation of every individual associated with our organization. In 
general, the use of good judgment, based on high ethical principles, wi l l  guide 
you with respect to l ines of acceptable conduct. We encourage an open and 
honest atmosphere in which any problem, complaint, suggestion, or question 
receives a t imely response from the organization's supervisors and 
management. I f  you know or suspect that a law, regulat ion, pol icy or our Code 
is not being fol lowed, you must report this information. To further assist you in 
carrying out your compliance responsibi l i t ies, we have designated a HIPAA 
Compliance Off icer and establ ished a tol l-  f ree and confident ial  HIPAA Compliance 
Hotl ine and website. Reports can be made anonymously, and we can assure you 
that EAS wil l  not tolerate retal iat ion for report ing in good faith any i tems of 
concern to management, the Human Resources Manager, the HIPAA Compliance 
Off icer,  or the HIPAA Compliance Hotl ine .  

Our managers and leaders pledge our ful l  commitment to upholding the Code. 
Together, we can ful f i l l  our commitment to maintain a posit ive and compliant 
work environment and conduct our business activi t ies adhering to the highest 
standards of business ethics and integrity. 

Sincerely, 
 

Ben Wessels, CEO, Early Autism Services 
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INTRODUCTIONTO THE CODE OF CONDUCT (“CODE”) 
 

 
Ear ly  Aut ism Serv ices (EAS) is  commit ted to  per form ing our  bus iness in  an 
e th ica l ,  lega l ,  and respons ib le  manner  in  fu l l  compl iance w i th  a l l  app l icab le  
laws,  regu la t ions  and gu ide l ines ,  as  we l l  as  our  own po l ic ies  and procedures.  
To ass is t  in  meet ing these ob ject ives,  we have deve loped this Code of 
Conduct (Code) as written guidance on what is expected of everyone in 
our work environment. The Code must be observed by all workforce 
members and affected parties, including anyone engaged in our work 
environment or acting on behalf of the organization. No one,  regard less o f  
pos i t ion ,  w i l l  be  a l lowed to  compromise adherence to  the  Code, regu la t ions,  
bus iness  s tandards ,  po l ic ies ,  o r  p rocedures .  Fa i lu re  to  comply  can resu l t  in  
ser ious  damage to  our  s tand ing in  the  community ,  regu la tory  ac t ion  aga inst  us  
or  ind iv idua l  work force members,  and workforce member disciplinary action 
up to and including immediate termination. 

If you have any questions about this Code or about any of our policies or 
practices, you should ra ise  the  quest ions  w i th  a  member o f  management  o r  the  
H IPAA Compl iance Of f icer .  Superv isors  and managers have been charged 
with a special obligation to be available and responsive to work force 
members  when quest ions ar ise  about  adherence to  the Code. I f  you are  not  
satisf ied with the response received from the management staff concerning 
applications of the Code, policies, or procedures, you may continue raising 
your concerns to the highest level of management. 

The Code has been adopted as a set of principles to guide our workforce 
members in their conduct  in  the  workp lace.  Be ing aware o f  these pr inc ip les  
shou ld  enab le  work force members to  identify and report potential problems 
to management so that these matters maybe properly assessed and 
reso lved.  The Code is  a  “ l iv ing  document,”  wh ich w i l l  be  updated per iod ica l ly  
to  respond to  chang ing cond i t ions.  Thus,  EAS reserves the r igh t  to  modi fy  
the  Code a t  any t ime. 
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MISSION AND OBJECTIVES 

MISSION: 

Ear ly  Aut ism Serv ices ’ (EAS) m iss ion  is  to  serve  the  needs o f  deve lopmenta l ly  
de layed and o ther  spec ia l  popu la t ions.  We fos ter  a  nur tur ing  and 
ind iv idua l ized learn ing env ironment fo r  young ch i ld ren by us ing sc ient i f ica l ly  
proven methods and procedures to  obta in  learn ing goa ls  and objectives. 
We work with each child to reach their ful l  potential in every area of 
development. EAS’ team of highly trained, caring professionals focus on 
providing the highest quality treatment, and maintaining a culture of 
accountabil i ty and support. 

EAS has over  a  decade o f  exper ience deve lop ing and implement ing 
e f fec t ive ,  h igh-qua l i ty  App l ied  Behav iora l  Ana lys is  (ABA) programs. Our 
programs draw on th is  expert ise ,  wh i le  a lso  re ly ing  on the ever-grow ing 
body o f  research surround ing e f fec t ive  aut ism treatment.  Our Core Purpose 
is  to  make ava i lab le  h igh-qua l i ty  behav iora l  therapy to  a l l  ch i ld ren w i th  
spec ia l  needs while adhering to our core values. 

VALUES: 

Our four core values are: 

1. Make decisions empirically at all levels 

2. Be accessible and supportive 

3. Respect the individual 

4. Grow alongside both the client and staff 
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Quality of Care and Service 
 

 

 

We are committed to providing high quality care and services to our 
cl ients and their families 

 
>  We wi l l  employ only properly l icensed and credentialed professionals with the 

proper experience and expert ise to carry out their duties. 
 
>  We wi l l  ident i fy individual cl ient needs and requirements and take act ions 

reasonably necessary to provide high-quali ty services. 
 
>  We wi l l  l isten to and acknowledge our cl ients and their  famil ies concerns. 

 
>  We wi l l  t reat everyone with dignity,  respect,  and compassion at al l  t imes. 

 
>  We wil l  not discrimination against anyone with whom we deal on the basis 

of race, color, national origin, gender, age, marital status, rel igion, 
disabi l i ty,  s e x u a l  o r i e n t a t i o n ,  p r e g n a n c y ,  g e n e t i c  c o n d i t i o n s  o r  
p r e d i s p o s i t i o n s ,  o r  c e r t a i n  m i l i t a r y  a n d  v e t e r a n  s t a t u s ,  o r  o t h e r  
a r e a s  p r o t e c t e d  b y  l a w .  

 
>  We wil l  act in an open and honest manner with our cl ients. 

 
>  We wi l l  maintain the conf ident ial i ty,  integri ty,  and securi ty of protected health 

information and obey al l  laws and professional standards. 
 
>  We wil l  provide training on the Code of Conduct to al l  workforce members. 
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Health and Safety in the Workplace 

We are committed to providing a healthy, safe and secure work 
environment 

> We wil l  comply with al l  safety and health requirements whether establ ished by 
Early Autism Services, or federal, state, or local laws.

> We  wil l  comply  with  our  work  and  safety  rules  to  protect  the  well-being  of  our 
workforce  members  and  cl ients  we  treat  to  ensure  a  safe  working 
environment.

> We wil l  expect that you understand how these requirements apply to your 
specif ic job responsibi l i t ies and seek advice from your manager or the HIPAA 
Compliance Off icer whenever you have a question or concern.

> We wil l  fol low emergency and safety plans and procedures.

> We wil l  promptly noti fy a member of management i f  an accident involving a 
personal injury occurs, regardless of i ts severity.

> We wil l  identi fy cl ient care issues and promptly report any possible violat ion 
of the organization’s safety pol ic ies and procedures, laws, regulat ions or 
standards to a manager or the HIPAA Compliance Off icer.

> We wil l  provide information to workforce members about workplace safety and 
health issues through regular internal communication channels to reduce 
hazards to health and safety.

> We wil l  not tolerate any workplace violence, including threats, harassment, 
bul lying toward any individual, or the i l legal possession of weapons in
the workplace.

> We wil l  not permit the manufacture, distr ibut ion, dispensation, possession, 
concealment, use, sale or transfer of alcohol or i l legal drugs, and the 
possession and/or purchase of drug related paraphernal ia while working on 
Company premises, Company t ime or while operating Company equipment 
( including vehicles).

> We wil l  not report to work while under the inf luence of alcohol or i l legal drugs.
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Compliance with Laws and Regulations 

We are committed to conducting business in an ethical and 
competent manner, and will continuously promote compliance with 
laws and regulations 

> We wil l  conduct our business ethical ly and competent ly and in compliance
with al l  appl icable laws and regulat ions. We wil l  refrain from any i l legal,
dishonest, or unethical conduct.

> We wil l  promptly report to a member of management, the HIPAA Compliance
Off icer,  or the HIPAA Compliance Hotl ine whenever a potential or suspected
violat ion of law, regulat ion or pol icy has occurred. Al l  compliance issues or
reported concerns wi l l  be acted upon in a fair  and truthful  manner.

> We wil l  not tolerate any retal iat ion or other negative action against a
workforce member who reports, in good fai th, a suspected violat ion or
behavior that undermines a culture of teamwork, safety, professional ism
and compliance.

> We wil l  ensure that workforce members are adequately trained on Federal
and State regulat ions pertaining to their job functions.

> We wil l  expect al l  workforce members to be famil iar with appl icable laws,
regulat ions, and pol icies governing their areas of responsibi l i t ies.

> We wil l  not provide or accept money or anything of value in order to
inf luence the referral of cl ients or services.

> We wil l  not pursue business opportunit ies that require unethical or i l legal activi ty.

> We wil l  ensure that al l  contracts with individuals or organizat ions that may
be a possible referral  source are in wri t ing and approved by appropriate
management after review by legal counsel.
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Compliance with Laws and Regulations 

We are committed to conducting business in an ethical and 
competent manner, and will continuously promote compliance with 
laws and regulations 

> We wil l  not hire or contract with individuals who have been sanctioned
(excluded from part ic ipat ion) by the HHS Off ice of  Inspector General  (OIG),
state or professional  l icensing agencies, or State Medicaid agencies, or
barred from Federal procurement programs.

> We wil l  ensure that market ing, advert is ing and sales communicat ion, both oral
and wri t ten, is c lear,  correct ,  non-decept ive,  and compl iant wi th pat ient pr ivacy
regulat ions contained in the Health Insurance Portabi l i ty and Accountabi l i ty Act of
1996 (HIPAA) and Final  Omnibus Rule.

> We wi l l  maintain complete and accurate cl ient  medical  records, and as necessary
retain such records to support our bi l led services and health care operations,
and keep al l  such information confidential and avai lable as required.
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Billing, Coding and Records Integrity 
We are committed to the highest quality of healthcare bi l l ing, coding 
and reimbursement management, and sound ethical business 
practices 
> We wi l l  maintain t imely and accurate pat ient  records and code and bi l l  only for

services actual ly  del ivered as documented in the cl ient ’s medical  record.

> We wi l l  be accurate and truthful  in bi l l ing and not misrepresent charges.

> We wi l l  ensure c la ims submit ted for  payment are proper ly coded, documented,  and
bi l led in accordance wi th al l  appl icable laws and regulat ions.

> We wi l l  prompt ly a ler t  the payor,  correct  any errors in b i l l ing,  and
appropr iately refund any money,  as inaccuracies are found.

> We wi l l  not knowingly submit  for payment or reimbursement a claim we know
to be false, f raudulent or f ict i t ious.

> We wi l l  per iodical ly  review coding pract ices to ensure they are consistent  wi th a l l
appl icable Federal ,  State and pr ivate payor healthcare program requirements.

> We wi l l  per iodical ly  review bi l ls ,  re imbursements,  and medical  records to ensure
compl iance wi th appl icable bi l l ing, coding and documentat ion requirements, and
invest igate any inaccurate bi l l ings and payments.

> We wi l l  regular ly moni tor  our records for  credi t  balances and wi l l  prompt ly refund
any overpayments,  and report  and refund any overpayments made by Federal
health care programs within 60 days.

> We wi l l  not  waive insurance co-payments or  deduct ib les except as permit ted under
appl icable laws, regulat ions or contractual  requirements.

> We wi l l  not al ter or prematurely destroy any document in response to,  or in
ant ic ipat ion of a request for those documents by any government agency or court .

> We wi l l  respond to al l  quest ions and complaints related to a cl ient ’s bi l l  or
inquiry in a direct and honest manner.

> We wi l l  reta in medical  documentat ion and bi l l ing records in a manner consistent
wi th appl icable laws and regulat ions, including HIPAA standards.
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Human Resources 
We are committed to creating a professional work environment where 
workforce members are treated with dignity, respect and fairness 

> We wi l l  provide a work environment that  prohibi ts a l l  forms of  d iscr iminat ion and
unlawful  harassment of  any workforce member based upon race, color,  nat ional
or igin,  gender,  age, mari tal  status, rel igion, d isabi l i ty ,  sexual  or ientat ion,
pregnancy,  genet ic condi t ions or  predisposi t ions,  certa in mi l i tary and veteran status,
or any other factor.

> We wi l l  not tolerate any form of sexual harassment,  whether verbal,  physical  or
environmental .

> We wi l l  make al l  employment and promot ion decis ions wi thout  regard to race,
color ,  re l ig ion,  sex,  age,  disabi l i ty,  nat ional  or igin,  veteran status, fami ly status,
or any other factor.

> We wi l l  review and evaluate each workforce member ’s performance
per iodical ly  in an object ive,  consistent,  and uni form manner.

> We wi l l  cont inual ly str ive to bui ld conf idence and professional ism in every workforce
member.

> We wi l l  work to maintain open l ines of  communicat ion so that  the v iews of  each
workforce member may be considered and their  opinions given proper respect.

> We wi l l  apply the Code and pol ic ies equal ly  to a l l  workforce members
regardless of  posi t ion in the workplace.

> We wi l l  provide reasonable t ra in ing opportuni t ies to assist  workforce members to
bui ld and maintain professional ski l ls.

> We wi l l  keep informat ion conf ident ia l  regarding current  and former workforce
members,  including informat ion related to salary,  performance, medical  h istory,
current  heal th status,  f inances,  and other information contained in personnel
f i les.

> We wi l l  t reat  each other wi th mutual  respect ,  regardless of  status or  posi t ion,  and
encourage workforce members to offer posi t ive and construct ive cr i t ic ism.

> We wi l l  conform to the standards of  our profession and exercise judgment
and object iv i ty  in the performance of our dut ies.
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Protection and Use of Information, Property, and Assets 
We are committed to protecting EAS property and information from 
loss, theft, and destruction, as well as improper use or 
disclosure 

> We wi l l  correct ly use, protect,  and maintain al l  property and equipment entrusted to us.

> We wi l l  safeguard conf ident ia l  and propr ietary organizat ional  informat ion and not
use or reveal  such information except in the proper performance of dut ies.

> We wi l l  not  permit  making unauthor ized copies of  computer sof tware or  using
unauthor ized personal  software on computer equipment.

> We wi l l  not  permit  unauthor ized use,  instal lat ion,  copying,  or  d ist r ibut ing of
copyr ighted,  t rademarked, or patented mater ial .

> We wi l l  not communicate or t ransfer any information or documents to any unauthorized
persons.

> We wi l l  be personal ly  responsible and accountable for  the proper expendi ture of
funds and for  the proper use of property.

> We wi l l  fol low internal  controls and procedures in handl ing and recording al l  funds and
property.

> We wi l l  d isc lose business informat ion only as required in the performance of  our
job or  as expressly author ized by a responsible supervisor.

> We wi l l  never use or share “ inside information” which is not otherwise avai lable to
the general  publ ic for any manner of direct or indirect personal gain or other
improper use.

> We wi l l  not  use technology to compose, t ransmit ,  access,  or  receive data that
contains content  that  could be considered discr iminatory,  of fensive,  obscene,
threatening,  harassing,  int imidat ing,  or  disrupt ive to any workforce member or
other person.

> We wi l l  not  use personal  emai ls for  business,  unless author ized.  We wi l l  not
t ransmit  protected heal th information in an unsecure manner or by using
personal emai l .

> We wi l l  report  any observed misuse of property to management.

> We wi l l  return al l  equipment and property the last day of employment,  or sooner,  i f
requested.
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Conflicts of Interest 
We are committed to avoiding confl icts of interest between the private 
interests of anyone and his or her work-related responsibilities 

> We wi l l  maintain unbiased relat ionships with actual  and potent ial  vendors and
contractors.

> We wi l l  not  of fer ,  accept  or  provide gi f ts  or  favors,  such as meals,  t ransportat ion or
enter ta inment that  might be interpreted as a conf l ict  of  interest.

> We wi l l  not accept gi f ts and may never accept cash or cash equivalents in
connect ion with our responsibi l i t ies.

> We wi l l  exercise good fa i th and fa i r  deal ing in a l l  t ransact ions that  involve our
responsibi l i t ies to the organizat ion.

> We wi l l  not misuse our posi t ion for personal gain.

> We wi l l  not hire or have a business relat ionship with a relat ive or fami ly member
without making i t  known in advance to management.

> We wi l l  not  a l low relat ives of  current  workforce members to occupy a posi t ion that  wi l l
be working di rect ly for or direct ly supervising their  relat ive.

> We wi l l  not accept outside employment that conf l icts with our posi t ion or dut ies
without making i t  known to our supervisor or management.

> We wi l l  not  partake in business deal ings wi th outs ide businesses that  resul t  in
unusual  gains for  those businesses,  such as br ibes,  product  bonuses,  special
f r inge benef i ts ,  unusual  pr ice breaks,  and other windfal ls designed to ul t imately
benef i t  the outside business, the workforce member, or both.

> We wi l l  require management approval  for  promot ional  p lans that  could be interpreted
to involve unusual  gain.

> We wi l l  conduct  t ransact ions wi th outs ide vendors wi th in the f ramework establ ished
and control led by the management of Comprehensive Early Aut ism Services.

> We wi l l  report  the possible existence of a conf l ict  of  interest for ourselves or any other
person.
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Four-Step Communication and Reporting Process 
I f  you have a question or concern about an activ ity being unethical, 
i l legal, or wrong, use the following 4-step process to answer 
questions and report concerns. Throughout this process your 
identity wil l  be kept confidential as much as possible and within the 
limit of the law. 

1. Talk to your supervisor. They are the most famil iar with the laws,
regulat ions, and pol icies that relate to your work.

2. I f  you are uncomfortable contracting your supervisor, or i f  you don't
receive an adequate response from them, talk to another member of the
management team. You may also choose to speak with the Human Resources
Manager, al l  team leaders and supervisors have an open-door pol icy regarding
compliance concerns and issues.

3. I f  you have fol lowed either #1 or #2 and st i l l  have questions, please contact
our HIPAA Compliance Off icer, Suzanne Rudy-Reed either by phone at 773-502-
0806 or by email  at srudy@earlyaut ismservices.com. She wi l l  maintain your
conf idence and work to resolve any issues in a fair  and unbiased manner.

4. I f  for  any reason you feel  you cannot fo l low the above steps or  want to report 
anonymously,  cal l  the  Compliance Hotl ine at 1-855-252-7606 or submit a  report 
at ht tps: / /www.compl ianceresource.com/hot l ine/ .  The HIPAA Compl iance Off icer 
wi l l  address a l l  reports made to the Compliance Hotl ine.
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Compliance Hotline 

We recognize that there are t imes when questions or problems cannot be 
addressed through the normal communicat ion and report ing process. When this 
happens, you should use the  Compliance Hotl ine. We have hired an outside 
professional  hot l ine service center company to take Hotl ine cal ls and web 
postings, so cal lers who do not wish to give their names can remain anonymous. 
The confidential  Compliance Hotl ine may be reached at 1-855-252-7606. 

Calls to the  Compliance Hotl ine wil l  not be traced or recorded. You 
wil l  remain anonymous, unless you choose to ident i fy yoursel f .  I f  you do give 
your name, your ident i ty wi l l  be protected to the extent al lowed by law. No 
discipl inary action or retal iat ion wil l  be taken against you for report ing to the 
Hotl ine in good faith. 

You may also post a complaint on the hotl ine service center’s website at 
ht tps: / /www.compl ianceresource.com/hot l ine/. Al l  messages reported to the HIPAA 
Compl iance Hotl ine wil l  be reviewed by the HIPAA Compliance Off icer and wil l  be 
responded to fair ly. Al l  complaints or reports wi l l  be careful ly investigated before 
any action is taken. The r ights of al l  staff,  including anyone who is the subject of a 
Hotl ine report, wi l l  be respected and protected. Actions taken wil l  not be made 
public except as required by appl icable laws or regulat ions. 

NON-RETALIATION POLICY/DUTY TO REPORT 

Workforce members have an aff i rmat ive duty to report  compl iance violat ions. No 
discipl inary action or retal iat ion wil l  be taken against you when you report a 
perceived issue, problem, concern, or v iolat ion to management,  the HIPAA 
Compl iance Off icer,  or the Compl iance Hotl ine “ in good faith.” 

The “ in good fai th” requirement means a workforce member actual ly bel ieves or 
perceives to be true the informat ion reported. We value and respect the digni ty of  
the indiv idual ;  therefore, you have the r ight to be treated fair ly and with respect 
and the organization must ensure that you are treated that way. 
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Compliance Responsibilities 

RESPONSIBILITY OF ALL WORKFORCE MEMBERS 

> Everyone is to abide by all applicable laws, regulations, and policies.
Anyone who knows about a violation or misconduct must report this
information. If you do not report a violation, you may be subject to
disciplinary action even if you were not directly involved. Reporting
does not protect you from disciplinary action regarding your own
performance or conduct, but tel l ing the truth about your own actions
wil l  be considered.

> Al l  work force members are  expected to  demonstra te  and promote a
commitment to  e th ica l  and legal behavior that is consistent with our
values.

RESPONSIBILITY OF MANAGERS 

> Build and maintain a culture of compliance.

> Lead by example to prevent and detect compliance risks and remedial
action.

> Imp lement  and main ta in  appropr ia te  contro ls  to  mon i to r  compl iance and
mechan isms tha t  foster the effective reporting of potential compliance
issues.

RESPONSIBILITY OF BOARD OF DIRECTORS 

> Lead by example.

> Set the  m iss ion  fo r  Ear ly  Aut ism Serv ices ’  Compl iance Program and
exerc ise  overs igh t  o f  the Compliance Program.




