
Written policies and procedures serve as an operating framework within 
which healthcare practitioners can perform clinical and administrative tasks 
in a safe and consistent manner.

Well-crafted policy statements strengthen defensibility in 
the event of probing inquiries by auditors, regulators or 
claimant’s solicitors.

The challenges involved in compiling a comprehensive 
listing of current policies can be daunting. Too often, 
policies take the form of miscellaneous paper and electronic 
statements of different ages and formats scattered among 
different departments, making retrieval difficult.

The following self-assessment checklist is designed to help 
healthcare providers streamline the process of developing, 
reviewing and maintaining policies and procedures. The 
goal is to ensure that clinical and operational protocols are 
accurate, up-to-date, useful and accessible.

A downloadable version of this tool can be accessed 
at www.cnahardy.com/resources
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Policy and Procedure Development: A Self-assessment Tool

Strategies in Place

PREPARATION YES NO COMMENTS

Is there a written statement regarding policy creation, 
which describes in general terms the process of drafting, 
reviewing, approving and storing organisational policies 
and procedures?

Has a committee or advisor been assigned to review 
policy initiatives on a quarterly basis and keep the 
drafting and approval process on track?

Is input solicited from interested parties under the 
direction of the policy committee or advisor?

Are the strengths and weaknesses of existing processes 
carefully assessed before a new policy is contemplated, 
and is input solicited from primary stakeholders, including 
medical and clinical directors and risk managers?

Does the policy development process include 
preparatory research regarding legal, regulatory and risk 
management implications, as well as existing industry 
best practices and benchmarks?

Are internal capabilities, resource levels, performance 
survey findings and potential liabilities considered before 
any policy language is drafted?
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Strategies in Place

PREPARATION (CONTINUED) YES NO COMMENTS

Do those responsible for drafting policies consider the following key questions?

• Who has sufficient authority to establish policy in this area?

• What purpose does the proposed policy serve, and 
whom does it potentially affect? 

• Is the subject area regulated, and if so, by what 
authority and under what statutes and regulations? 

• Is the policy a compliance requirement for registration 
or accreditation?

• How would compliance with the policy be monitored 
and enforced?

• Would the new policy potentially disrupt, overlap 
or violate current practices or services in any 
departments, units or operational lines?

DRAFTING YES NO COMMENTS

Do policy and procedure statements share a consistent format?

• Header 
Including the policy’s title and number, the department 
responsible for drafting, the area(s) to which it applies, 
and the date it has been approved or revised?

• Purpose 
Summarising the policy’s objectives and rationale?

• Definitions 
Explaining technical terms for the benefit of readers?

• Policy 
Stating the governing principle; establishes important 
legal, ethical and/or clinical criteria; and describes the 
intended outcome?

• Procedure 
Providing step-by-step instructions on how to 
implement the policy, lists the participants, identifies 
necessary resources and related training, and cites 
relevant guidelines?  

• Related policies and forms 
Including companion policy statements, pertinent 
statutes and regulations, and documentation formats 
associated with the policy?

• Review 
Indicating mandated reviewers, notes response deadlines 
and contains a signature block to indicate approval?  

• Conclusion 
 Including appropriate legal disclaimer?  

Are individual responsibilities under the new policy clearly 
delineated, without referring to the names or job titles of 
specific staff members, who may leave or change positions?

Are policies clearly and concisely written, and are bullet 
points and numbered lists incorporated to maximise 
comprehension by novice staff and potential third 
parties, such as a court or regulatory body?

When appropriate, is positive, assertive terminology 
utilised to give force to the statement, e.g. writing shall 
or must instead of should or may?
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Strategies in Place

DRAFTING (CONTINUED) YES NO COMMENTS

When appropriate, is there flexibility in wording to 
ensure that policies are adaptable to different situations, 
and are superlatives (such as best or optimal) avoided?

Are other relevant policies cited, especially in such 
areas as corporate compliance, human resources and 
environmental safety?

Is care exercised when drafting policies to ensure that 
they are practical and realistic, in order to avoid providing 
solicitors with ammunition in the event of a claim?

Do policy and procedure manuals refer to guidelines 
rather than standards, to allow for greater flexibility in 
their interpretation?

REVIEW YES NO COMMENTS

Are policy statements prepared electronically, using 
software that permits multiple parties to access and 
comment upon the proposed text and clearly identifies 
different reviewers?

Are reviewers selected on the basis of expertise and experience, and are they asked to verify in writing that the proposed policy:

• Complies with applicable laws and regulations? 

• Fulfills relevant regulation, registration and 
accreditation standards? 

• Does not contradict existing organisational rules  
and practices?

• Conforms to organisational standards regarding 
format and style?

Are all key stakeholders involved in the review and approval 
process, including members of the board, executive 
leadership, subject experts, and risk management?

Are reviewers given a deadline to submit their 
comments, in order to keep the process moving?

Are completed policy statements published upon 
completion and distributed to all stakeholders via up-to-
date lists or user groups?

Are subsequent reviews and revisions conducted 
regularly, according to a schedule that reflects the 
requirements of regulators and accrediting bodies?

MANAGEMENT YES NO COMMENTS

Are policy and procedure documents stored in a central 
repository, preferably web-based, which tracks their 
approval and revision history?

Is the policy readily accessible, ideally via an online 
indexed database system for authorised users?

Are paper policies scanned into the electronic repository to 
centralise storage of all active organisational protocols?

Is a policy administrator appointed and made responsible 
for maintaining and distributing policies and procedures, as 
well as responding to compliance and regulatory audits?

Does the administrator control access to policies for 
revision purposes, thereby preventing confusion and 
increasing security?
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Strategies in Place

MANAGEMENT (CONTINUED) YES NO COMMENTS

Does the policy management system capture all changes 
made and record who made each change, when it was 
made and why?

Are reminders automatically sent to appropriate 
individuals when policies are due for review?

Is the board regularly updated on policy-related activity, 
including the number of policies that have been recently 
approved, as well as policies currently under revision and 
up for review?

Does the policy administrator/committee ensure that all policies are approved by the board, executive leadership and clinical 
director(s), as well as:

• Included in staff orientation and professional 
development programmes?

• Incorporated into staff handbooks and organisational 
manuals? 

• Reviewed, revised, updated and transmitted on a 
scheduled basis?

• Documented regarding their effective period, in order 
to know what policies are in force at the time of a 
survey, regulatory inquiry or adverse event?

Do newly drafted policies include a disclaimer to the 
effect that compliance helps promote quality of care, but 
does not eliminate risk?

Is the original policy archived and secured whenever a 
protocol is modified or retired?

Does the organisation dictate the minimum length of time 
that a modified or retired policy must be stored, and is 
destruction or deletion of policy statements documented?
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