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POLICY 
 
It is the policy and practice of Opportunity Enterprises, Inc. (OE) to comply with all federal, state, 
and local laws. Additionally, OE adheres to the regulations of accrediting agencies to demonstrate 
commitment to enhanced standards of quality. OE’s policies and procedures clarify expectations, 
outline processes, and ensure consistency through the agency. All staff members are expected to 
adhere to the agency’s policies and procedures. The policies, laws and functions covered by relevant 
regulations include, but are not limited to, those listed in the grid below. 
 
Written Standards and Procedures 
 
The Executive Team, comprised of the Chief Executive Officer (CEO), Chief Business Operations 
Officer (CBOO), Chief Compliance Officer (CCO), Chief Financial Officer (CFO), Chief Human 
Resources Officer (CHRO), Chief Program Officer (CPO), Chief Strategy Officer (CSO), and the 
Senior Executive Assistant to the CEO, is responsible for managing the policies, procedures and 
forms for the agency. The Executive Team will review policies, procedures, and forms to ensure 
compliance with all relevant regulations listed in the grid below, per Policy 1000 Policy, Procedure, 
and Form Approval. 
 
 
Agency Appointments 
 
Corporate Compliance Officer 
The agency official in charge of monitoring and reporting on matters pertaining to compliance issues 
within OE. This appointment is held by the Chief Compliance Officer.  
 
Privacy and Security Officer (PSO) 
The agency official in charge of ensuring compliance with Health Insurance Portability and 
Accountability Act (HIPAA) Standards. This appointment is held by the Chief Compliance Officer.  
 
Emergency Preparedness Coordinator 
The agency official in charge of emergency operations planning, mitigating risk by ensuring drills are 
conducted and analyzed, maintaining an accurate hazard vulnerability analysis and facility profiles 
identifying risks of various locations, and supporting incident responses. This appointment is held 
by the Safety & Facilites Director.  
 
Reporting Concerns 
 
OE staff are responsible for complying with agency policies and procedures as well as relevant laws 
and regulations which pertain to the performance of their duties.  
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Immediately contact the CCO or your direct Supervisor regarding any possible compliance issue or 
to report any suspected violation of an OE policy or a federal, state or local law or regulation.  
 
Immediately contact the PSO (CCO) regarding any possible violation of HIPAA Standards.  
 
Training and Education 
 
All employees will receive mandatory compliance training as part of their orientation and ongoing as 
it pertains to their position within the agency. 
 
Staff are required to annually review and sign off acknowledging they have accesses and will follow 
all policies, procedures as well as all laws and regulations relevant to their duties, using Form 1001 
Policy and Procedure Acknowledgment via ComplianceBridge. 
 
Auditing and Monitoring 
 
The corresponding Responsible Party listed in the grid below will manage all audits by the external 
agencies indicated. The Executive Team will review a summary of external audits for the agency on 
at least a quarterly basis.  
 
As an agency, we will perform internal monitoring to ensure fraud, waste and abuse are mitigated.  
 
Enforcement and Discipline 
 
This policy applies to employees at all levels and at all locations within the organization and will be 
enforced regardless of an employee's position, rank, or tenure. Failure by any employee to comply 
with applicable regulations or OE Policies and Procedures will subject the employee, as well as 
supervisors who ignore or fail to detect misconduct or who have knowledge of the conduct and fail 
to correct it, to disciplinary action up to and including termination from employment. Universal 
Policy 2580 – Coaching/Corrective Action sets forth the degrees of disciplinary action that may be 
imposed on employees for failing to comply with OE Policies.  
 

Agency Responsible Party 

Bureau of Disabilities Service (BDS) Chief Business Operations Officer, 
Chief Financial Officer, Chief 
Program Officer 

Center for Medicaid/Medicare Service (CMS) Chief Program Officer, Chief 
Financial Officer 

Commission on Accreditation of Rehabilitation Facilities 
(CARF) 

Chief Compliance Officer 
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Department of Labor Chief Financial Officer, Chief Human 
Resources Officer 

Division of Disability Aging and Rehabilitative Services 
(DDARS) 

Chief Business Operations Officer, 
Chief Financial Officer, Chief 
Program Officer 

E-Stewards Chief Business Operations Officer 

Family and Social Services Administration (FSSA) Chief Business Operations Officer, 
Chief Financial Officer, Chief 
Program Officer 

Federal Transit Authority (FTA) Chief Financial Officer, Chief Human 
Resources Officer 

Homeland Security Chief Human Resources Officer 

Good Manufacturing Practice (GMP) Chief Business Operations Officer 

Indiana Department of Environmental Management 
(IDEM): Lakeside Water Management 

Chief Financial Officer 

Indiana Department of Environmental Management 
(IDEM): SecureShred 

Chief Business Operations Officer 

Indiana State Department of Health (ISDH) Chief Program Officer 

Indiana State Department of Transportation (INDOT) Chief Business Operations Officer 

Internal Revenue Service (IRS) Chief Financial Officer 

ISO 14001: Maintenance Building Chief Financial Officer 

ISO 14001: SecureShred Chief Business Operations Officer 

National Association for Information Destruction 
(NAID) 
 

Chief Business Operations Officer 

National Fire Protection Association (NFPA) 101 Life 
Safety Code 

Chief Financial Officer, Chief 
Program Officer 

Northern Indiana Regional Planning Commission 
(NIRPC) 

Chief Financial Officer 

Office of Civil Rights (OCR) Privacy and Security Officer (Chief 
Compliance Officer) 

Office of the Secretary of State Chief Financial Officer 

Occupational Safety & Health Administration (OSHA) 
Standards 

Chief Human Resource Officer 

Porter County Health Department Chief Business Operations Officer 

Social Security Administration Chief Financial Officer 

United States Department of Transportation  Chief Business Operations Officer, 
Chief Financial Officer 
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PROCEDURE 
n/a 
 

RELATED & SUPPORTING DOCUMENTS 
Compliance Program 
Universal Form 1001 – Policy and Procedure Acknowledgment 
Universal Policy 1000 – Policy, Procedure, and Form Approval  
Universal Policy 2580 – Coaching/Corrective Action 


