St. John’s Lutheran Hospital

	Originating Department:

 Policy and Procedure Review Committee
	Index: 

 PPRC-002

	Affected Departments/Employees:

 All Employees
	Original Effective Date:

 April 14, 2004


Policy and Procedure Generation and Maintenance

Purpose:

This document will establish guidelines, format, and content to be used for developing and updating policies and procedures. These guidelines are to be followed by all personnel when writing or revising policies and procedures.   

Definitions/Abbreviations:

1. Policy:  A written statement of St. John’s Lutheran Hospital’s mission, vision, and operations.

2. Procedure:  A detailed description of the steps necessary to accomplish a task.

3. P/P:  Policy/Procedure

4. Structure Standard:  A standard that outlines the conditions and mechanisms of the system and defines the operation of that system.  Policies are the format for writing structure standards.

5. Process Standard:  A standard that defines actions and behaviors required of staff.  Includes:

A. Procedures:  Outline how psychomotor skills are accomplished.  Examples:  Starting an intravenous line or performing preventive maintenance on a piece of equipment.

B. Protocols:  Define the ongoing care and management of problems or issues.  Example: The nursing management of the patient with a chest tube.

C. Guidelines for Form Use:  Outlines the completion and use of forms.  For example:
a. The Event Reporting Form.
b. Patient Care Plan

c. Position Descriptions/Performance Standards
6. Outcome Standard:  A standard that defines results.  It is written in the format of goals, including, but not limited to staff and patients.  An outcome standard is usually incorporated into process standards.  Example:  A patient outcome goal for patient teaching is incorporated into the patient teaching protocol.

Supportive Data:

1. The intended uses of policy and procedure manuals are:

A. To teach and communicate hospital operations in a standardized manner.

B. To establish compliance with the law and regulations.

C. To define the standard of care.

2. Examples of P/P manuals:

A. Administrative

B. Medical Staff Credentialing

C. Human Resources

D. HIPAA

E. Corporate Compliance

F. Safety/Infection Control

G. Departmental (i.e., Laboratory, Acute Care Nursing, Housekeeping, etc.)

3. Policies and procedures operationalize plans and bylaws (the who, how, where, and when)

4. The length of the P/P’s should be minimized whenever possible.

5. Write P/P’s in an active voice rather than a passive voice.  For example:  “Call the physician” (active) vs. “Physician called” (passive).  Use the imperative form (“will” or “shall” rather than “might” or “should”).

6. Use uniform terms for the type of document.  For example, do not interchange “protocol” with “guideline” without defining.

Procedure For Implementing A Policy And Procedure:

1. Identify a need for the P&P:

A. Something done rarely,

B. Something that is very important or high risk, or

C. Something we must do to meet regulations.

2. Review existing manuals, bylaws, plans, handbooks for:

A. Related policies

B. Pre-existing policies which are similar

3. Draft a P/P and mark it as a “Draft”.

4. Have co-workers edit and/or proofread the P/P.

5. Obtain approval (i.e., department manager, committee, administration, board).

A. Anytime a P/P affects two or more departments, all affected managers must approve/sign the policy and then the CEO must also approve and sign document.

B. Hospital-wide policies must be signed by the originating department manager, the division vice president, and then the CEO must also approve and sign document.

6. Perform in-service/education of the P/P to the proper user group.

7. Test the P/P.

8. Make revisions to the P/P as needed and review regularly.

9. Monitor compliance to the P/P.

Sample P/P Format:

St. John’s Lutheran Hospital

	Originating Department:


	Index:

	Affected Departments/Employees:


	Original Effective Date:

(Date the policy was born)


Policy Title


Purpose: 

State the goal, objective, aim, what you want to achieve.  For example:  “To outline the hospital employee’ s responsibility in effective patient grievance/complaint handling.”

Policy:  

A policy links the purpose and procedure and describes how the purpose will be achieved.

Supportive Data: 

Identify any information necessary or useful for staff performing 

this procedure such as indications, definitions (including all abbreviations used), who is responsible for carrying out the procedure, and who will perform. 

Equipment/Forms:  

List all essential equipment/forms and location if outside your department.

Procedure/Content:  

Using a series of sequential numbered steps, completely describe the procedure process.  Pictures, diagrams and illustrations may be included.

Attachments:  

If applicable, list attachments as “Addendum A”, “Addendum B”, etc., with the title of each.

References:  

Include scientific literature, manufacturer product literature, textbooks, standards publications, written personal communications, and research (including supporting data) for validation of methods.

	Rule/Cite/Tag:  

For example, the CMS Critical Access Hospital Conditions of Participation tag number corresponding to this P/P.

	Hospital Policy Cross Reference:  

List all documents that have cross-references to the topic of this P/P.

	Revision and/or Replacement Date(s):  

List all documents that this P/P replaces (if applicable)

	Approved by: 
_____________________________

Name, Title


	Date Approved:
________


Typing Format:

1. All procedures will use the following settings:

A. Font = Arial or Times New Roman 

B. Font size = 12

C. Justification = Left

D. Margins:     Top = 0.5”      Bottom = 0.5”     Left = 1.0”     Right = 0.5”

E. Tabs = Every 0.3”

F. Bold face for titles

G. Numbering system shall be by 1., A., a., I., i., ●, (., -, etc.  Bullets may also be used when appropriate.

H. A footer will be used indicating “Page X of Y” on the first line, centered, and the P/P title on the second line, centered.

Review and Update:

1. New and revised policies and procedures must be reviewed and signed by the appropriate individuals (i.e. manager, director, chief, administrator, and/or a medical staff member).

2. Annual review of Hospital policies and procedures must be done.  The manager is to develop and maintain a schedule whereby roughly 1/12 of all procedures are reviewed monthly by the responsible person within each department.

3. The Department Manager is responsible to ensure that a file is maintained on all policies and procedures for tracking purposes.  See the Excel file example below: 

	Policy and Procedure Review Committee 
	
	

	Active Policies
	
	
	
	
	

	Title of Policy
	Index Number
	Approval Date
	Manual
	Location
	Revision Date(s)

	PPRC
	PPRC-001
	90407
	PPRC Manual
	QRM Office
	

	Policy & Procedure Generation and Maintenance
	PPRC-002
	81605
	PPRC Manual
	QRM Office
	Pending

	Policy & Procedure Distribution and Maintenance
	PPRC-003
	Pending
	PPRC Manual
	QRM Office
	

	
	
	
	
	
	

	Retired Policies
	
	
	
	
	

	Title of Policy
	Index Number
	Approval Date
	Manual
	Location
	 

	
	
	
	
	
	


4. An acronym has been assigned to all departments for the indexing of policies and procedures.  Please see Addendum A.

Retired Records:   

Obsolete or superseded procedures should be removed to a “Retired Policy/Procedure Manual/File” for historical review and liability reasons.  The retired documents will be kept for a minimum of two years with the record of initial date of use and retirement date.  Each department is responsible for their retired records.

	Rule/Cite/Tag:  Not applicable.

	Hospital Policy Cross Reference:  Not applicable

	Revision and/or Replacement Date(s):

How to Draft a Policy and Procedure dated 04-14-04 

Policy and Procedure Generation and Maintenance: 08-16-07, 10/31/07, 10/17/08, 06/16/09

	Approved by:

____________________________

Barb Dumont, VPSS 

____________________________

Bill Patten, CEO 


	Date Approved:

11/04/09

​​​​​​​11/04/09



PAGE  
Page 2 of 5
PPRC-002 Policy and Procedure Generation and Maintenance


