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DRCHSD Quality Improvement Webinar Series – Upcoming Dates 
and Topics

• May 5 – Antibiotic Stewardship 

• May 12 – Patient-Centered Medical Home (PCMH) – The In’s 
and Out’s of Implementation 

All webinars in the series are from 11:00 – 12:00 pm CST
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Objectives







Review basic requirements of your P&P manuals

Identify best practices for managing updates

Seek pros and cons of software to manage your P&P



What State Operations Manual Says 
about Policies and Procedures
P.20: Surveyor to review P&P manuals; ensure they are current

P. 45:  Starts under C-0818 and surveyors review CAH policies regarding certification, 
licensure, and registration of personnel; policies compliant with State and local 
laws? 

P.55: C-0862 Reviews policies related to operation of communication systems with 
network hospitals…



Policy and Procedure…what's the 
difference?









Policy:  set parameters for decision-making; can be slightly flexible; think 
of them as the ‘why’ we do something

Procedures: provide the step-by-step of how to do a task; think of them 
as the ‘how’ we do something; 

Process:  explain how to achieve a desired outcome (product or 
service); roll up under policies and explain how something works at a 
high level

Guidelines:  often used interchangeably as policy; but can be 
considered general recommendations; not mandatory or required; 



Procedures / SOPs / Protocols













SOPs are your standard operating procedures
Procedure Manuals
 Department specific

 Administrative specific

Nursing:  Lippincott or Potter & Perry
Diagnostics:  Manufacturer manuals
Online Resources
Maintain within five years of publication 



Template of Procedure 

















Title

Introduction

Purpose

Conditions

Scope

Delegation

Detailed steps

Relevant references 



Discussion Question:  Procedures







What manual(s) do you have in your organization? 

Do you have a vetting process to determine ‘best fit’?  

If a surveyor picked one up today, is it within five years of age?



Policies













Administrative
 Check your SOM 

 Backbone of hospital

Human Resources

Patient Care

Pharmacy/Med Management

Information Management

Finance

Newer ones:
 COVID-19

 Remote Workers

 Social Media



Examples 



P & P Management




Conduct an Audit
 Establish a team (or two)

 Get broad overview of current state

 What policies currently exist

 When were they created (are they over 20 yrs old?)

 When were they last updated vs reviewed?

 Do they match current organization structure (incl. mission/vision)

 Are they consistent with other policies?

 Do they overlap or reference another policy/procedure?

What are you missing?

Which take first 
priority?
Cover high-risk tasks
Any regulatory/legal 
policies
Gaps identified



Your Audit Continued

















What P&P are department specific
What manuals are referenced
Are procedures efficient? Have employees created new path?
What is working/not working?
Accrediting body requirements

What format works? Doesn’t work?
Is format standardized system-wide?
Identifiable by employees? 

Format

Title
Author
Dept
Policy Number
Date and 
Review/Revised Date(s)
Approver(s)
Definitions



Writing Tips

















Appoint team(s) maybe oversight committee and dept teams
Different perspectives (it’s not just the manager)
Establish standard format
Review any regulatory and accreditation standards
If listing procedures, be sure to ask staff what they actually do 
compared to what is written
Goal or objective for each policy/procedure
Common, easy-to-understand language
Vet with others while in draft form



Approval Process

 What committee(s) must your policy go 
through? Is this outlined as a guide?

 Who signs off as complete and ready for use?

 Board approval?



Putting Into Practice 

Discussion Question:  
How do you train staff on your 

revised P&Ps?

Signature? Validation? Test? 



Compliance 

Discussion Questions:  
 How do you measure effectiveness and 

compliance of policies/procedures?

 Rounding questions?

 Any significant violations? Following procedures? 



Managing Updates/Reviews 







How are P&Ps monitored for review date(s)?
How do you know if guidance changed and a policy needs 
revised?

Takes us into management systems on next slide



Policy Software





















HIPAATrek
InQuiseek (RHCs)
Policy Manager
Policy Tech
PowerDMS
PolicyHub
Healthstream
PolicyStat

Homemade version 

Let’s get techy:
 What do you use?
 What have you tried and 

abandoned?
 Pros?

 Cons?
 Compliance challenges
 Ease of use for creating new forms

 Automation
 Cloud-based or localized to system 

server
 Mobile app option

 Supports industry 
changes/provides customer 
education/resources

 Images, videos, etc. 



Final Thoughts

If you could change one 
area of your P&P process, 
what would it be and what is 
your dream vision?
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