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Upcoming 
Deadlines

• Just a friendly reminder to complete the CAH 
Quality Assessment if you have not already done so.
•
• The survey is now open and is due by November 
22,2024.
• https://umn.qualtrics.com/jfe/form/SV_1MkyCgKnQz
5dLro
•
• Thank you to those who have completed the 
survey!!!

• Our goal is 100%!!!! This is one of the new 
mandatory measures for MBQIP.

• Please help us in reaching our goal!



Steps to Creating Policy – Components, Planning, 
Analyzing, Researching, Writing



Learning 
Objectives

 Discuss key components of policies, 
procedures, and plans

 Identify qualities of effective policies, 
procedures, and plans

 Identify key differences between well 
written and poorly written policies, 
procedures, and plans

 Outline the steps of policy and procedure 
development: planning, analysis, research, 
writing

 Demonstrate appropriate policy and 
procedure writing style and skills



Policy on Policies



Purpose of Policy on 
Policies

Mitigates RiskMitigates Risk

Maintains Compliance and Mission Focus  Maintains Compliance and Mission Focus  

Promotes Clarity and Organizational EfficiencyPromotes Clarity and Organizational Efficiency

Defines Roles and TerminologyDefines Roles and Terminology

Establishes Oversight and AccountabilityEstablishes Oversight and Accountability



Key 
Components

A Policy on Policies should establish and Define:
• Policy Committee
• Policy Administrator role(s)
• Policy ownership 
• Format and Required Components
• Minimum review timelines
• Approval pathways
• Dissemination process
• Access and security 
• Archival and retention



•
•

•
•

•
•



Format and Requirements

Clear and 
consistent

Standardization 
of process Required fields

Promotes ease 
of 

understanding

Helps identify 
“rogue” 
policies



Development, Review, Approval

Define steps and required documentationProcess Map

Guide inclusion of key stakeholders

Ensure orderly approval
Approval 
Pathways

Minimum review deadlines

Timelines for higher risk policies
Review 

Timelines



Dissemination 
and Access

Target audience

Education/Training Plan

Timeline

Access location

Access availability

End-user feedback



Archival and 
Retention

• Previous versions
• Retired policies
• Legal requirements
• Liability protection
• Who and where
• How retrieved



Governance 
Strategies

• Enforcement of Process
• Rolling Calendar
• Ensuring Purpose and Necessity
• Identification of “Rogue” Policies
• Eliminating “Silo” Policies
• Monitoring for Duplication and/or Conflicts
• Appropriate Linking and Referencing
• Solicit and Respond to Feedback



Policy to 
manage 
policies 

Policy Committee

Policy Administrator 

Maintain and Archive 

Control Access and Security 



Set up a policy review 
cycle

Consistent 

• Effectiveness
• Relevancy 

Assess:



Steps to Creating Policy
Planning, Analyzing, Researching, Writing



Administrative and human resources (HR)

Health and safety

Information management

Medicine and drug handling

Patient care 

Coding and billing

General compliance



Organizational 
Policy Audit

Designed by Freepik. 

• What policies do you already 
have?

• Is there another policy that 
can be modified to cover 
what you need?

• Is there an existing policy that 
just needs to be updated?



Subject 
Matter 
Experts 

SME. Digital image. 2024. Retrieved from: 
https://asana.com/resources/subject-matter-expert-sme. 

• Physicians
• Nurses
• Other disciplines
• Professional organizations



Understand regulatory and accreditation 
requirements

Designed by Freepik. 



List out steps of Processes and Procedures

Process map. Digital image. 2023. Retrieved 
from: https://quire.io/blog/p/business-
mapping.html. 

• How do you currently do things?
• What needs to be different?
• Is this going to be something completely new?



Best 
Practices 

to Support 
Policy 

Medical Library

AHRQ, CMS, Joint 
Commission, IHI

Professional 
Organizations 



Policy Writing Process



Standard Policy Format
• Date
• Policy number
• Approvers (including who has final 

approval authority)
• Associated procedures
• Definitions of any unique terms in the 

policy (ideally hyperlinked to an online 
glossary)

• Any applicable statutes, regulations, or 
other related source documents

• Specific examples of when this policy 
will apply





Use Common 
Language, 
Abbreviations 
Texas Hospital Association (THA)

Words have power. Digital image. 2015. Retrieved from: 
https://leaderchat.org/2015/05/12/leaders-what-are-
your-word-choices-saying-about-you/. 



Include measurable objectives 

Communicates the 
reason (the why?” 
behind the policy)

Examples:

• Reduce infection
• Improve attendance 

Helps to manage and 
assess effectiveness 

of the policy 



Right owner/writer

Right Reviewer



Things to Consider

• One size does not fit all

• Original/Custom  

Designed by Freepik. 



Components of a Policy 



Organization 
logo

Owner/
Contact

Approved By

Approval Date 
Date/Revision 

Date/Next Review 
Date

Policy 
number Scope

Approvals Related 
Policies 

Revision
History





State to whom policy will apply

May reference other key documents

Why the organization is issuing the policy and 
where it sits in the organization





Purpose 
States the need for policy 
and provides rationale 

Brief sentence or 
paragraph 







•

Designed by Freepik. 





Policy
Statement

State what is the policy is with key 
points 

Concise and without ambiguity 

• Responsible Persons
• Exceptions 

May Identify: 





Relevant Procedures and Guidelines

Reference detailed 
procedures or guidelines 
that will help employees 

adhere to the policy 
effectively and consistently 

Consider using bullet 
points or lists to improve 

readability  





Stakeholders and Responsibilities 
 Identifies key roles and 

responsibilities of individuals or 
departments involved in 
implementing and/or enforcing the 
policy

 Ensures accountability 

Stakeholders. Digital image. 2019. Retrieved from: 
https://www.projectengineer.net/guide-to-
stakeholder-management/. 







Compliance 
and 

Enforcement

• Explain consequences of policy 
violations and organization’s steps to 
ensure compliance

• Emphasize importance of adherence 
to policy

Designed by Freepik. 



Additional Information 

If needed for clarification 

Supporting documents such as 
FAQs, Examples, or 
Implementation guidelines 



Revision History 

Include why changes have been made

Updates in standards of care 



Include citations and references 



Questions????
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