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1.0
Purpose
The Purpose section contains an introductory paragraph that explains the objective(s) and reasons for writing a policy or procedure in the first place. 
From the title of and the introductory paragraph, the reader should have a clear sense of what to expect in the rest of a policy or procedure document.

The purpose statement should be limited to two or three sentences.  Example: “This [P-P name] establishes guidelines for ….”

2.0
Revision History
[This section will be completed by the Managed Care/Compliance Division]
The Revision History section describes changes or updates to a P-P.  A history of changes serves as a reference for the reader to understand the development of the P-P. 
Example:
	Date
	No.
	Action:

	03-01-2004
	 1.0
	Implementation

	03-31-2010
	1.1
	Revision to Section 5.0 - updated DMH regulatory requirements


3.0
Persons/Programs Affected   (Check all that apply)
The Persons Affected section describes target audience that influence and/or support a specific P-P. If other HHSA programs are affected it should be noted in this section. 
Ensure that “All Employees” is not checked if the P-P only pertains to a specific audience. Provide further clarification, if needed.
	· All Employees

	
	
	
	

	
	
	
	

	Adult
	Bus Admin
	Crisis
	Med Staff

	· Access
	· Avatar
	· CRRC
	· MD’s

	· MH-ADP
	· Bus Office
	· CSS
	· NP’s

	
	· Med Records
	
	· RN’s

	
	· Other Support Services
	
	

	MHSA
	Quality Management
	MH-ADP Youth
	 

	· Admin
	· Compliance
	· Breslauer Way

	· INN
	· Managed Care
	· California St & Yuba St

	· STAR
	· QM
	· Regional Sites

	· WET
	
	
	

	Other: (Specify)
	 
	 
	 


*All employees include all individuals employed by the SCMH/ADP Department full-time, part-time and extra-help.

4.0
Policy

The Policy section is the most important section of the P-P, because it provides the objectives, strategies, goals, culture, and the mission, vision, and values of the organization as they relate to a specific P-P.
The Policy section sets the stage for the Procedures section that will help carry out the policy statements.

5.0
Procedure
The Procedure section defines the rules, regulations, methods, timing, place, and personnel responsible for accomplishing the tasks described in this section.
6.0
Implementation Strategy
The originating program is responsible for ensuring that all internal stakeholders are aware of the new P-P.  
Briefly describe how the P-P will be implemented and how (staff including regionally-based staff) will be informed and when. Identify who is required to sign this policy and procedure.
7.0
Definitions
This section defines terms, acronyms, abbreviations, forms, reports, infrequently used words, or technical jargon.

Definitions are necessary in a P-P, because you cannot assume that readers understand your use of objects or terms.

NOTE: Define any term that could be misinterpreted. 

8.0
Attachments

Reference all attachments (forms, supporting documents, etc) that are included with the proposed P-P.

Example:
Attachment A: Document Title

Attachment B: Document Title

9.0
References and Citations

Reference or cite any governing policies, best-practices, and/or publications that support the proposed P-P. If possible, provide website links to the referenced information (e.g., W&I Code, DMH Notice or Letter, Assembly or Senate bills.)
10.0
Authorization
All Department P-Ps must be authorized prior to implementation.  Submit all draft P-P’s to the Director’s Executive Assistant for review at their next weekly Director/Deputy Directors’ meeting. At that time the information will be reviewed, authorized, or returned for corrections. All policies must be reviewed and have the concurrence of the Managed Care/Compliance before Directors’ review. It is recommended that draft policies be submitted for authorization no later than the Friday before the Directors’ meeting. 

Required signatures include:

· Department Director

· Affected Deputy Director 
· Medical Chief (All P-Ps directly related to medical operations/staff and others as appropriate)

· Managed Care/Compliance Division Chief

· Affected Division Chief(s) 

· Employee signatures will be obtained for all P-Ps identified as mission critical to the organization.

10. 
Authorization

The above policy and procedure has been reviewed and is authorized for immediate implementation:
If the P-P applies only to one of the programs (i.e., adult), then it is not necessary for the Youth Division Chief(s) to sign and vise versa. 
_________________________________
________________________________
Mark Montgomery, Director


Date





_________________________________
________________________________
Celeste Buckley, Deputy Director

Date

 

_________________________________
________________________________
David Reiten, Deputy Director


Date

 

_________________________________
________________________________
Maxine Wayda, Deputy Director


Date

________________________________

________________________________
Connie Harrah, Compliance Officer

Date

 
_________________________________
________________________________

Lynne Jones, Clinical Division Chief

Date
_________________________________
________________________________

Marie Osborne, Clinical Division Chief

Date
_________________________________
________________________________

Doug Shelton, Clinical Division Chief

Date
I acknowledge that I have reviewed and understand the Policy and Procedure described herein. I also understand that the above required procedures will be reviewed as a Core Competency in my annual performance evaluation. 
Employee Name/Title




Date
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