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contracts, the company must certify that our cost submission does
not contain any unallowable costs. Therefore, we must charge all
direct and indirect costs accurately to the appropriate contracts in
accordance with the guidelines specified under the respective
government program. Inflating time reporting, individual or department
workload statistics are strictly prohibited as these statistics are often
used as the basis to determine the cost allocation.

Accepting or Offering
Kickbacks and Gifts

Highmark employees must avoid offering or accepting any kickbacks,
gifts, entertainment, gratuities, or anything of value from suppliers,
consultants, or government officials in exchange for an unfair
competitive advantage under Medicare or other government contracts.
It is a violation of the federal Anti-Kickback Act to offer or accept
“remuneration” (anything of value) in exchange, directly or indirectly,
for the referral of federally funded health care business, unless it
falls within certain “safe harbors” specified under federal laws.
Because these laws and the accompanying safe harbor provisions
are complex, you should refer any questions or concerns regarding
a specific transaction to the Law Department.

Local, state, and federal government agencies have strict rules
describing if and when their employees can, or cannot, accept
entertainment, meals, transportation, gifts and other things of value
from companies or people they regulate or with whom they do
business. Some government personnel are permitted to accept items
of nominal value such as advertising or promotional items, while
other agencies prohibit their employees from accepting anything
of value.

To avoid confusion, Highmark employees are not permitted to give,
or offer to give, to government employees any item, service,
entertainment, meal, gift, or transportation, regardless of value.
Similarly, Highmark employees shall not make loans, guarantee
loans, or make payments to or on behalf of any local, state, or federal
government employees.

If you have any questions about this issue, please contact the
Integrity Office.
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Hiring Former and
Current Government Employees

The federal government regulates the employment activities of current
and former government employees in order to restrict a company
from gaining an unfair competitive advantage by hiring a current or
former government employee. The terms of these restrictions vary
according to the employment status and function of the government
employee, and what the employee’s role will be in Highmark Medicare
or another government program. These restrictions can last from
one year to a lifetime.

It is Highmark’s policy to comply with all laws concerning the
recruitment and employment of former and current government
employees, either as employees or consultants. Before entering
into employment discussions or negotiations with former or current
federal, state or local government employees, legislators, or members
of their immediate families, whether initiated by you or them, seek
approval from Highmark Human Resources with concurrence of the
Law Department.

Please be aware that ...

* It is your duty to come
forward with any
concerns regarding
any aspect of the
company’s per-
formance under its
government
contracts.

* Knowledge of a
possible violation of a
law or contractual
breach that is not
reported may result in
disciplinary action.
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IT"S NO JOKE...

If you are offended by
the jokes, actions or
comments of others or
they make you feel
uncomfortable...

* Tell the individual(s)
that you are offended
by the remarks;

e Tell them you would
appreciate it if they
stopped;

Report it to your
supervisor, Employee
Relations or the
Integrity Office.
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Treatment of
Fellow Employees

One of the guiding principles of our company is to provide equal
employment to qualified individuals regardless of their race, age, sex,
religion, national origin, ancestry, creed, sexual orientation, mental
or physical disability, veterans status, or any other status or condition
protected by law. Differences in backgrounds that each individual
brings to Highmark are to be respected, as it is those differences that
bring value and diversity to the company. We are expected to treat all
those we encounter with professional respect and courtesy, regardless
of their position, age, race, sex, disability or other differences and we
should expect the same level of respect in return whether they are
our co-workers, customers, or suppliers.

Diversity

We are committed to diversity and endeavor to make everyone feel
welcome at Highmark. We respect the unique attributes of each
employee and recognize and embrace the many diverse perspectives
and ideas that each brings to the workplace.

Equal Employment Opportunity

Current and prospective employees can be assured that our work
environment promotes fairness and equal opportunity in the
employment process. Equal opportunity is provided in all aspects
of the employment relationship, including recruitment, hiring, work
assignment, promotion, transfer, termination, wage and salary
administration, and selection for training.

Employees/Applicants with Disabilities

Our company provides a work environment that helps prevent
discrimination against qualified individuals with disabilities with
respect to any offer, condition, or privilege of employment. Applicants
and employees are assured that all information regarding a disability
will be kept confidential.
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Harassment-Free work Environment

All Highmark employees and visitors must be treated with professional
respect and courtesy. Harassment, which may be of a sexual, physical,
written, or verbal nature, will not be tolerated from employees,
management personnel, co-workers, customers, outside business
invitees, or visitors.

Safe and Healthy Work Environment

We have the right to a safe and healthy work environment, free of

drugs, alcohol, and workplace violence. Highmark will not tolerate

actions or threats by anyone that disrupt business or place customers,
employees, suppliers, or visitors at risk of harm.

Workplace safety also extends to our physical work environment. It
is, therefore, important that you identify and report any condition
that could create a physical hazard in your area.

SAFETY FIRST

| overheard a co-worker
make a threatening
remark about another
employee. This is not the
first time. | am afraid that
someday they will act
upon the threat. What
should | do?

Notify your supervisor,
Employee Relations,
Corporate Security, or the
Integrity Office.

21

Working with Integrity




Highmark Code of Business Conduct

22

Working with Integrity

The Company’s Integrity
Program Structure

Corporate Compliance Officer
and Integrity Office

The Highmark Integrity Process and the Compliance Program are
part of the stringent corporate governance guidelines intended to
demonstrate the company’s commitment to the highest standards
of ethics and compliance.

The Executive Committee of the Board of Directors elects the Highmark
Corporate Compliance Officer. In addition, the Audit Committee of the
Highmark Board of Directors and the Corporate Compliance Committee,
comprised of senior management and the President and Chief Executive
Officer, provide guidance and oversight to the Corporate Compliance
Officer. The Integrity Office, under the direction of the Corporate
Compliance Officer, has overall responsibility for administering the
Highmark Integrity Process, including the Code of Business Conduct.

To ensure a high degree of autonomy for the Integrity Process, the
Corporate Compliance Officer reports directly to the Highmark President
and Chief Executive Officer, and the Board of Directors.

The Integrity Process Is a
Shared Responsibility

The Integrity Process is about people working together. It integrates
our personal values and judgment with the company’s tradition,
commitment and leadership along with compliance with laws and
regulations to ensure that we conduct ourselves in an ethical manner.

Employees - In carrying out our day-to-day business activities, we
need to be sensitive to situations that could lead us or others to violate
the Code of Business Conduct or other Highmark policies. In addition,
as employees we have an obligation to report violations of policy,
illegal, or unethical behavior to management, the Integrity Office,

or to another appropriate resource.

Management — Management must strive to encourage open
communication about ethical and compliance issues that may arise.
A vital component of this responsibility is to communicate regularly
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with each person on your team and to actively promote Highmark
values and ethical standards so that all of your employees understand
how the Code of Business Conduct and the Integrity Process help
them to do the right thing.

Integrity Office -The Corporate Compliance Officer and the Integrity
Office staff are available to offer you guidance and support towards
Highmark’s commitment to doing the right thing.

Personal Obligation to Report

It is important to remember that the designation of a Corporate
Compliance Officer and Integrity Office in no way diminishes your
individual responsibility to comply with laws and regulations, the
Integrity Process, Code of Business Conduct, and related policies
and procedures.

In addition, corporate attorneys shall report evidence of a material
violation of law or breach of fiduciary duty or similar violation by
Highmark, its agent, or any controlled affiliate, to the General
Counsel, or the Chief Executive Officer. If the counsel or officer does
not appropriately respond to the evidence, the attorney should report
the evidence to the Audit Committee of the Board of Directors.

Disciplinary or corrective action in response to substantiated allegations
is an integral part of the Highmark Integrity Process. Knowledge of
a possible violation of a law that is not reported may result in
disciplinary action.

Protection from Retaliation

Highmark’s policy is to provide a reprisal-free environment that
encourages employees to raise ethical or legal concerns without the
fear of retaliation for reports that are made in good faith. Retaliation
is prohibited against those who, in good faith, report wrongdoing to
management or to the Integrity Office.

Disciplinary Action

Failure to comply with the Code of Business Conduct and Highmark’s
policies could result in disciplinary action, up to and including
termination. The severity of the discipline depends on the nature of
the violation.

"Management must
establish a culture of
openness and accessibility
so that employees are not
reluctant to bring
concerns and questions to
their attention.”

-Integrity Process Employee
Guidebook, 1st edition
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“Integrity is the .
fight Th?ng e Resource Guide and

when no one is Reporting Concerns
watching.”

- unknown

Contacting the Integrity Office

Employees are encouraged to contact the Highmark Integrity Office for
assistance with ethical or compliance concerns. For your convenience you
may use the toll-free number or confidential Post Office Box to report your
concerns and you may remain anonymous.

You may contact the Integrity Office by any one of the following methods:

Toll-free hotline — Available 24 hours a day/seven days a week

HOTLINE 1-800-985-1056

Confidential Post Office Box:

Highmark Inc.
Integrity Office
P.O. Box 150
Enola, PA 17025

Confidential Fax: Camp Hill Pittsburgh
(717) 302-3650 (412) 544-2475
Interoffice Mail: CTRST 1A-104 PAP 5502
Email: Integrity@Highmark.com
Visit one of our offices: 1800 Center Street 120 Fifth Avenue

1AL1 Room 1A-104 Suite P5502
Camp Hill, PA 17089  Pittsburgh, PA 15222

Directly contact any member of the Integrity Office by telephone or email.

Every attempt will be made to maintain confidentiality, but if law enforcement
is involved, confidentiality may not be guaranteed.

Employees are encouraged to use the hotline and re-contact the Integrity
Office, referencing the matter they have reported, in order to receive status
24 updates on the matter or to provide additional information.
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Highmark’s policy is to provide a reprisal-free environment that
encourages employees to raise ethical or legal concerns without the
fear of retaliation for reports that are made in good faith.

For additional phone numbers, please see the Highmark Internal
Telephone Directory or visit our Web site on Highwire at:

http://highwire.highmark.com/legal/integrity-office/

When contacting
the Integrity
Office...

...You will be treated with
dignity and respect;

...You do not have to give your
name;

...No caller ID is used when
calling the toll-free hotline
number;

...All matters will be handled
with the appropriate level of
confidentiality;

...Your questions or concerns
will be reviewed and addressed;
and,
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