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POLICY

All THA Group policies and procedures are developed, revised, and reviewed annually by the policy committee and then sent to governance to assure currency of information to reflect an emphasis on quality and ethical practice. New policies and procedures are developed in accordance with a standardized process. Policies and procedures are revised as needed in response to organizational or regulatory changes. 
PURPOSE

To ensure policies and procedures:
1. Are consistent with Federal, state and local regulations, and Conditions of Participation;
2. Reflect THA Group organizational structure;
3. Are consistent with best practices and the strategic directions of THA Group; and
4. Promote the delivery of high quality, ethical health care services.
PROCESS

There is a standardized process for the approval and subsequent use of all new and revised forms, policies, processes, and procedures. Once approved, THA Group official documents will be accessible for employees in a “read only” format on-line.
PROCEDURE
1. All policies and procedures are developed, revised, and reviewed annually to assure currency of information. A policy matrix system facilitates the annual review of policies over a twelve month period. Performance Excellence oversights the annual review process.  - -:   -
2. New and revised forms, policies, processes, and procedures are developed and created by functional areas or process improvement teams and placed in the “Policies-Forms Under Construction” file.  For revisions to existing original “read only” documents, a copy may be made and placed in the “Policies-Forms Under Construction” file.  This document should have the file link name printed in the footer to identify its location.    Once the new or revised document is complete, it is sent to Performance Excellence.

3. Performance Excellence reviews the new/revised document to insure that the draft does not duplicate or conflict with any other THA Group approved Forms, Processes, Policies, or Procedures and is compliant with Conditions of Participation and proper formatting. If changes or revisions are necessary, Performance Excellence will return the proposed document for further revision.   After a cursory review of the new or revised policy, the Policy is then presented and reviewed by the Policy Committee for approval.

4. Following the final revisions and edits, Performance Excellence will forward the proposed document along with all necessary attachments (forms, flow charts, etc.)  to Leadership Systems to place the item on the Coordinating Council agenda and distribute copies to Coordinating Council members for approval.

5. The Coordinating Council will approve or return for revisions the proposed document for further review.  


6. For approved Forms, Processes, Policies, and Procedures, Performance Excellence will distribute the approved document as follows:

a. Change the footer in the approved document to show the approved name and location on the server, add the date, and place the document in the “read only” folder with our approved documents.  The Table of Contents will also be updated for the appropriate manual.
b. Delete the draft from the “Policies-Forms Under Construction” File.
c. Notify the functional area/team that the New/Revised Form, Process, Policy or Procedure is now approved and in place.
d. Record the New/Revised Policy in “Policy Changes Log yyyy” (where yyyy=year i.e. 2013)

7. Each new/revised form, process, policy, or procedure is communicated to appropriate staff through various communication channels including but not limited to community office meetings, Town Hall meetings, email, THA University, THA Group Website, in-services, etc.
-
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