	Policy and Procedure Template
Duplicate this file, then overwrite every "Write here" box with your own wording. Keep the section order: it is the order a surveyor reads.



	How to use this template
Duplicate the file for each policy. Give the copy the same name as the policy number so the controlled copy and the register row always match.
Delete nothing. If a section does not apply to your policy, write "Not applicable" and say why: a section that is missing looks like a policy that was not written.
Write one policy per file. A document that covers three processes is three policies, and nobody can be shown the one that applies.
Put the related standard IDs in the Related standard IDs section only, from your own licensed copy of the standards. Never paste standard text into a policy.
Every time you change a policy, add a revision history row and change the version. An approved document without a version cannot be traced.
Prepared by Meridex · horof.space — Independent tool, not issued or endorsed by CBAHI. Fill standard IDs from your facility’s licensed copy of the CBAHI standards.



Header
	Title
	

	Policy number
	

	Department
	

	Applies to
	

	Version
	

	Effective date
	

	Next review date
	

	Prepared by
	

	Reviewed by
	

	Approved by
	



	Role
	Name and job title
	Signature
	Date

	Prepared by
	
	
	

	Reviewed by
	
	
	

	Approved by
	
	
	


Purpose
	Write here:  Say in two or three sentences why this policy exists: what it protects, who it protects, and what happens if it is not followed. A purpose that restates the title tells the reader nothing.



Scope
	Write here:  Say exactly where this applies: which units, which staff, which patients or services, and any setting it does not cover. "All staff" is not a scope; it hides the departments that were not asked.


Definitions
	Write here:  Define every word that a surveyor could reasonably read two ways, including the terms this policy uses that your staff do not use in the same way. Leave the table below in place and add rows.



	Term
	Definition as this policy uses it

	
	

	
	

	
	


Policy statement
	Write here:  State the rule itself in plain words, as a commitment: who must do what, always. This is the sentence people are asked to repeat in an interview, so it has to survive being said out loud.


Procedure
	Write here:  Number the steps in the order they happen, one action per step, starting with a verb. Numbered steps can be observed and audited; a paragraph cannot. Keep writing space: add a row for each step.



	#
	Step (one action per step)
	Who
	When or how often
	Record produced

	1
	
	
	
	

	2
	
	
	
	

	3
	
	
	
	

	4
	
	
	
	

	5
	
	
	
	

	6
	
	
	
	


Responsibilities
	Write here:  Name the role, not the person, and say what the role must do. If the answer is "everyone", the responsibility has not been assigned yet.



	Role
	What this role must do
	How you will know it was done

	
	
	

	
	
	

	
	
	


Related standard IDs
	Write here:  List the IDs from your own licensed copy of the CBAHI standards that this policy supports. IDs only: no standard text, no chapter names, no counts. If you are not sure which ID applies, leave it blank and check your copy rather than guessing.


References
	Write here:  List every document this policy relies on, with its number and version, including other policies, guidelines, forms and systems. A policy that depends on a form nobody can find is not usable.


Attachments
	Write here:  List the forms, checklists and flowcharts that go with this policy, with their numbers and versions. Write "None" if there are none, so the section is answered rather than empty.



Revision history
	Write here:  One row per version, including the first one. Never overwrite an old row: a superseded version that is missing is a document control finding.



	Version
	Date
	What changed
	Approved by

	1.0
	
	First issue.
	

	
	
	
	

	
	
	
	

	
	
	
	


Before you issue this policy
Checklist
	Done
	Check

	✓
	Every "Write here" box has been replaced with your own wording, or says "Not applicable" with a reason.

	✓
	The procedure is numbered, one action per step, and every step has an owner and a record.

	✓
	Related standard IDs are IDs only, copied from your own licensed copy of the standards.

	✓
	The header table is complete: number, version, effective date, review date, and three named people.

	✓
	A revision history row exists for this version, and the version in the register matches this file.

	✓
	The document is saved where the register says it lives, and the printout in the binder matches the file.



Related standard IDs come from your facility’s licensed copy of the CBAHI standards. This template never reproduces standards text, chapter names or counts.
Prepared by Meridex · horof.space — Independent tool, not issued or endorsed by CBAHI. Fill standard IDs from your facility’s licensed copy of the CBAHI standards.
