POLICY DESCRIPTION:

A policy is a guide to thinking and action by which managers seek to define the areas within which decisions will be made and subsequent actions taken.

Policies spell out the course of action sanctioned.  They are intended to be overall guidelines that set the boundaries for action.  Policies translate overall goals into comprehensible and practical terms.  The limits at either end of these actions are stated, defined, or at least clearly implied.  Policies pre-decide issues and limit actions so that situations that occur repeatedly are handled the same way.  The language found in policies is therefore broad to allow for flexibility to accommodate changing conditions.  Policies should conform to legal, accrediting and certification mandates as well as any other requirements imposed by external and internal authorities or sources.

BENEFITS OF POLICIES:

1. Guides thinking and actions throughout the facility.

2. Allows for consistent decision making and/or standardized actions.

3. Required, prohibited or suggested courses of action are delineated.

4. Limits of actions are stated, defined or clearly implied.

5. Allows for flexibility in decision-making where or when necessary.

6. Reinforces overall goals and objectives.

7. Permits and requires interpretation especially in regards to unexpected, isolated circumstances.

8. Provides definitions to be consistently used in the application of the policy.

9. Allows the writing of procedures based upon policy guidelines.

10. Allows enforcement of a course of action.

FORMAT OF A POLICY:  

Policies are written in varying formats according to the preferences of the organization and/or the department.  The human resources department generally maintains the policy format for an organization.  The following format will be used for the completion of this project:
FORMAT OF A POLICY:

Policy No.:
All policies should be numbered via some system determined by the institution.  For the purpose of this assignment, number the policy as 1.1.

Subject:



Title:  what the policy is about.

Purpose:
Why the policy is required or necessitated.  Example may be:  OSHA or a Joint Commission requirement.

Division or Department:

Health Information Management

Original Issue Date:


Date policy originally written.

Effective Date:
Date policy will go into effect.  Original Issue Date and Effective Date may not be the same date.  A span of time is usually allowed for those affected to read and understand a policy prior to it becoming effective.

Revision Date(s):
Will be the same as the Original Issue Date unless the policy is actually being revised.  For this project, the dates will be the same.

Approval Date:
Date policy approved by the facility.  This may be the responsibility of the Human Resources Department or a Policy Committee.

Policy:




Include policy statement as necessary to cover:


Parameters

Required, prohibited or suggested courses of action.

State, define, or clearly imply the limits at either end of these actions.







Pre-decide issues.

Allow for repeated situations to be handled consistently.







Use broad, flexible language.







Allow for changing conditions.

Conform to any known legal, accrediting or registration mandates.

Define terms where necessary in order for consistency to occur.

SAMPLE POLICY

Policy Number: 1.1
Department:  Health Information Management





Original Issue Date:  12/1/05



Effective Date:  1/1/06 

Revision Dates:  12/1/09, 12/1/13



Approval Date:  12/1/05
Subject:  Food and Drink in the HIM Department
Purpose:  The purpose of this policy is to outline when and where employees may have food and drink in the HIM Department.
Policy:  Due to the increasing presence of technical equipment as well as health department regulations, it has become necessary to limit the presence of food and drink the HIM department.  

No food items are allowed outside of the break room.  Inside the break room, food items will be confined to the refrigerator and employee cubbies unless being eaten at a table or prepared in the microwave oven.  Food must be in a closed container or package and disposed of in the labeled trash cans.  Exception:  When department events such as birthdays or special meals are scheduled, additional food items may be brought in (cakes, pizza, etc) and left on the counter in the break room so that employees may enjoy the food throughout their shift.  All remaining food must be disposed of at the end of the shift.
No drink items are allowed outside of the break room unless they are in spill proof containers.  Employees may have drinks at their desks, but they must be in spill proof containers.  This means no pop cans, lidless coffee cups, or cups with snap-on plastic lids that may come off if the cup is knocked over.  Questions about spill proof containers should be directed to the Second-shift Supervisor.
Any questions about this policy should be directed to the Second-shift Supervisor.
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