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To inform staff of the Compliance Hotline procedure for reporting any activity
that may violate DBH Compliance Program Integrity.

Persons who do not wish to report compliance concerns through normal
chain of command may call the Compliance Hotline number at 800-398-
9736 and leave a message on the established voice mail system.

The following steps are to be completed by the Office of Compliance staff in
order to initiate the Compliance Hotline Caller Log.

o Retrieve the caller’s information from the voice mail system.
o Document the caller's information on the Compliance Hotline
Calier Log

Suggestions or general inquiries will be referred to the appropriate DBH
department or service, and an annotation reflecting this referral will be made
on the Compliance Hotline Caller Log.

After calls are documented and determined to be a compliance issue, Office

of Compliance staff prepares a Compliance Investigative File and forwards

this to the Chief Compliance Officer, Ethics and Compliance Coordinator, or
designee who proceeds as follows:

Step Action

1 Reviews and identifies the management team which has
jurisdiction and influence in the matter.

2 Clarifies and determines if the matter requires an investigation.

3 If an investigation is in order, the fact finding process begins.

4 Determines the appropriate amount of time allowed for the
investigation.

5 Organizes a multi-tasking team composed of appropriate
personnel to expedite the investigative process.

6 Ensures that information is collected, carefully analyzed, and

recommendations are made for disposition (includes plan of

correction, discipline, and/or education)
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Note: If the Office of Compliance staff determines that an anonymous call
cannot be investigated without additional information, the case file will be

forwarded to the DBH Director, Chief Compliance Officer or designee for

determination of appropriate action. The case is pended until otherwise

advised.
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COMPLIANCE HOTLINE CALL LOG

Name of Caller

Call ID# | Date of Call | Time of Call LA, (If provided; I_-\ffected Brief Description of Issue Reported pumpllafeglssug ) Nerompliance Corpphfmce
‘ By . Unit/Program Y/N Issue Referred To:| Investigation and
not required) Niibbar

Referred for

Log Beginning #:

Log Ending #:
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Current Month Reported:
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COMPLIANCE HOTLINE ACTIVITY REPORT

- Calt ID#

Date of Call

Brief Description of Issue Reported

Current Status

Findings of Preliminary Investigation

Corrective Actions Underway

Issue Referred
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