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Category:  Administration 

Policy:   Unannounced Visitors, Search Warrants and Phone Inquiries 

Approved by: Initial Approval Date:  2/2018 
Revision Date:  8/2020 
Reviewed Date:   9/2018 

 
Orthopaedic and Neurosurgery Specialists, PC (“ONS”) intends to comply fully with any and all law 
enforcement representatives and government investigations and appropriately respond to third party 
inquiries, while also protecting the legal rights of ONS and its personnel. 
 
APPLICABILITY:  This policy applies to all unannounced visits or calls from third parties.  Examples 
include but are not limited to:  Police Officers, Department of Public Health officials, Department of 
Consumer Protection officials, Drug Control officials, Center for Medicare and Medicaid Services 
officials, Medicare DME compliance officials, FBI, City/Town Health Department officials, DEA, OSHA, 
IRS, and Office of the Inspector General officials. 
 
PURPOSE: The purpose of this policy is to explain the process on how employees must: 
 

I. Respond to all unannounced visitors, whether presenting from a government agency or not;  
 

II. Respond to search warrants; 
 
III. Respond to phone requests for confidential information; and permitted only during approved 

break times. 
 
IV. Respond to unannounced visitors at any employee’s home 

 
Employees should immediately notify the COO or the HR Director if anyone other than a patient 
presents at reception.  Along with the COO or HR Director, legal counsel should be immediately 
contacted if ONS receives an inquiry, subpoena, or other legal document from any individual or 
governmental agency.   
 
Legal Counsel: 

Andrew Blustein 
Garfunkel Wild 

350 Bedford Street, Suite 406A 
Stamford, CT  06901 

203-316-0483 
ablustein@garfunkelwild.com 

 
POLICY PROCEDURES: 
 

I. UNANNOUNCED VISITORS 
 

The responding employee should: 
1. Immediately ask the unannounced visitor the purpose of their visit. 
2. Immediately request photo ID and business card of the unannounced visitor and record the 

information. 
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3. Immediately call the COO to meet the unannounced visitor.  If the COO is not immediately 
available, employees should notify the Director of Human Resources. 

a. All subpoenas are to be directed to ONS Corporate Office in Building 9 
4. Tell the unannounced visitor it is company policy that the COO be present prior to providing 

any access to ONS space and that the COO is the person that is authorized to speak on 
behalf of the company. 

5. Request that the unannounced visitor remain in the hallway or in an area outside the 
waiting room (if available) such as public lobby or common area in the building until the 
COO arrives. 

6. Contact local authorities if the unannounced visitor becomes hostile and the COO is not 
timely available. 

 
DO NOT let the unannounced visitor enter ONS space beyond immediate common area until 
the COO is present. 
DO NOT answer to any questions until the COO is present. 
DO NOT allow the unannounced visitor access to any area other than as noted above. 
 
COO/Director of HR should: 

1. Verify the credentials of the unannounced visitor.  Call the unannounced visitor’s 
employer or government agency to confirm the unannounced visitor is authorized. 

2. If documents are requested, ask for written request.  If documents must be provided 
immediately, mark all documents “Confidential” and make two copies of each 
(giving one to unannounced visitor and retaining one for ONS’s records). 

3. Go over the scope of the requests, purpose of the visit and access requested. 
4. Accompany the unannounced visitor at all points and times while in ONS space. 
5. If the visitor is a government official, contact legal counsel. 
6. If the unannounced visitor takes photos, COO should take side by side photos of 

the same. 
7. When answering questions, answer truthfully.  If you do not know or are not sure of 

the answer, state that you do not know.  Do not guess or lie. 
8. Ask the unannounced visitor what will happen next. 
9. Summarize the visit in a confidential memo. 
10. Put insurance carrier on notice and be sure to connect with legal counsel. 

 
II. RESPONDING TO A SEARCH WARRANT 

 
Sometimes the government has a concern, which it believes requires immediate onsite review 
or removal of certain documents or other information.  When that occurs, the government may 
send agents to collect that information.  The agents will be authorized to conduct this activity by 
a search warrant that sets out which material they may take.  Agents usually do not give 
advanced warning. 
 
Responding employees should: 

• Immediately contact the COO, the President or the Director of Human Resources. 

• Immediately contact legal counsel. 

• Be courteous and professional with the agents. 

• Do not interfere with the agents.  It is a crime to obstruct the agents in the lawful 
exercise of their duties. 

• Remember that you do not have to talk with the agents.  ONS will provide you with an 
attorney to accompany you during an interview if you prefer to have an attorney 
present.  REMEMBER that anything you say to an agent during the search may be 
used alter, even if they do not write it down at the time. 



Page 3 of 4 

 

• Agents may contact you at home after the search to conduct an interview. Again, it is 
your choice whether you speak with the agents when they contact you or whether you 
wait for an attorney to be present. 

• Under no circumstances may any ONS representative destroy or conceal any 
documents or other information in this situation.  The destruction or falsification of a 

document in order to impede a governmental investigation, audit, or examination may lead to 

prosecution for obstruction of justice. 
 
The COO/Director of HR should: 

1. Identify the lead government official and establish communication. 
2. Request a copy of the search warrant.  Review the date, address and signature on 

the warrant to ensure it is correct.  Review the scope of the warrant to determine 
what is being searched. 

3. Contact legal counsel immediately.  Send a copy of the search warrant to legal 
counsel.  Ask that the lead government official wait until legal counsel has arrived.  
The government official does not have to wait so they will likely begin the search. 

4. Do NOT consent to search outside the scope of the warrant 
5. Do NOT give interviews.  Do NOT sign a statement.  State that it is ONS policy that 

legal counsel be present for all interviews and review all signed statements. 
6. Advise employees they do not have to consent to be interviewed or sign any 

statement and that they have the right to have an attorney present before doing 
either.  If employees do mistakenly give interviews, have the employee immediately 
write down a summary of the interview. 

7. Summarize the events in confidential memo 
8. Discuss next steps with legal counsel. 
9. Put insurance carrier on notice. 

 
III. RESPONDING TO PHONE REQUESTS FOR CONFIDENTIAL INFORMATION 

 
1. Do not disclose any confidential information. 
2. Request name and contact information of the caller. 
3. State that it is ONS policy that a supervisor must respond to the question and that the 

supervisor will call the person back. 
4. Give information to COO. 
5. COO should notify legal counsel and discuss options for response. 
6. The COO should ask for all information requests in writing and work with the legal counsel 

to respond appropriately. 
 

IV. RESPOND TO UNANNOUNCED VISITORS OR CONTACTS AT AN EMPLOYEE’S HOME 
 
If an individual is contacted at home by a third party concerning ONS’s business, you may have 
the right to request legal counsel.  Should the employee wish to consult a lawyer about this 
request, ONS may arrange for legal counsel to advise the employee and accompany him or her to 
any interview by a third party.  Should you be contacted by a third party regarding ONS’s business, 
you should inform the COO immediately following the inquiry. 
 
RETENTION OF DOCUMENTS 
 
If an employee is aware of an imminent or ongoing investigation, audit, or examination initiated by 
ONS or any government agency, the employee should retain all documents (including computer 
records) in his or her custody or control relating to the matter under review.  The destruction or 

falsification of a document in order to impede a governmental investigation, audit, or examination may 

lead to prosecution for obstruction of justice. 
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