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PURPOSE
To provide a standardized process for developing and approving formal, written policies and procedures 
when processes are initiated or modified. Policies and procedures promote the Company’s mission, enhance 
operational efficiency, and communicate expectations relating to conduct, thereby reducing organizational 
risk. The Company expects all workforce members to be familiar with and adhere to all applicable policies. 
In order to promote accessibility to current policies, as well as consistency and clarity of content, this policy 
establishes a framework, common format, roles and responsibilities and process for adoption, review, 
revision and dissemination of all policies as defined in this policy. This policy applies to all new Company 
policies that are drafted and adopted after the effective date of this policy, and to existing Company policies 
as they are revised after that date, but does not apply to Standard Operating Procedures, Operational 
Department Program Descriptions, Clinical and Quality Management Policies, Code of Conduct & Ethics, 
or Employee Handbooks. 

POLICY
Whenever a non-clinical operational process is initiated or revised, an accompanying written policy and 
procedure will be developed and disseminated to the appropriate operational department and published to 
all workforce members.

DEFINITIONS
 “Approval Date” means the date that policy language is recorded as accepted in the Company’s 

document management system. Policy language will be deemed effective on the day following the 
Approval Date.

 “Executive Approver” means the appropriate Company officer whose jurisdiction covers the subject 
matter of the policy.

 “Last Review Date” means the date a policy was last read by any individual in the context of the policy 
revision process, including annual review, whether or not any revisions are made.

 “Non-Clinical Policies” means policies governing the operations of the Company that are not 
conducted in a clinical care setting. 

 “Policy” means a statement of management philosophy and direction, established to provide guidance 
and assistance to the company community in the conduct of company affairs.

 “Policy Owner” means the employee(s) within an operational area responsible for drafting and 
updating policy language. 

 “Process” means a guideline or series of interrelated steps taken to help operationalize the policy. 



PROCEDURE
A. The operational area to which the policy applies is responsible for obtaining approval of and distributing 

written policies and procedures for non-clinical operational activities.
1. When a process is initiated or modified which directly or indirectly affects the Company’s 

operations, staff, or activities, the impacted operational area(s) will determine if the Company has 
one or more existing, relevant policy/-ies, and evaluate such policy/-ies for accuracy and 
completeness.

a. If modifications are indicated, the operational area will initiate the necessary policy 
language changes, with input from the Compliance and Legal Departments.

b. If the Company does not have an existing, relevant policy, the operational area will initiate 
development of a new Policy & Procedure, with input from the Compliance and Legal 
Departments, as necessary.

2. The Policy Owner will be responsible for discussing the policy development and process with the 
Compliance and Legal Departments, as well as any Policy Owner(s) in other involved departments.

3. After a policy is written, it will be presented to the Compliance and Legal Departments for 
evaluation, modification (if applicable) and approval. 

4. When approval has been obtained from the Compliance and Legal Departments, the written policy 
will be presented to the Executive Approver in the relevant operational area for approval.

5. Upon executive approval, the policy will be published for distribution to the impacted operational 
area(s) with an effective date of the calendar day following the executive Approval Date, and the 
updated version will be saved in the Company’s document management system.

6. All policies in each operational area will be reviewed annually and presented to the Corporate 
Compliance Committee during the fourth quarter Committee meeting, for review and adoption to 
be effective January 1 of the upcoming calendar year. Following Committee approval, updated 
policies will be saved in the Company’s document management system and all operational staff 
will be notified that current policy language has been published. The updated policy effective date 
will be recorded on the policy to signify Corporate Compliance Committee approval, which will 
be noted in the Committee meeting minutes and in the policy history. 

B. Some policies and procedures may require staff education and training. Appropriate management 
team(s) will schedule accordingly for staff education and training to ensure all workforce members 
have been oriented to the new process.

C. All Quality Management policies and procedures will be reviewed and revised by the Quality 
Improvement Department and presented within the Quality Improvement Program to the Quality 
Oversight Committee for annual review and approval.

D. All clinical operational policies will be presented to and reviewed by Clinical Quality Assurance & 
Risk Management Committee for adoption at the time of origin and annually for renewal. 

E. In the event of merger and acquisition activity, Policy owners and business departments are responsible 
for ensuring appropriate policies are updated and integrated according to the enterprise standard. 

VERSION CONTROL
Company P&Ps are managed and tracked for version control using the Company’s document management 
system. The document management system:

 Ensures that the date the policy is created or revised is identified on the policy; 
 Assigns existing policies to the appropriate Policy Owner, Compliance and Legal Department 

representatives, and Executive Approver, for initiation, revision, and annual review protocols; 
 Documents all changes to policy language among previous versions, subsequent drafts, and final 

approved versions;



 Manages annual review protocols from initiation to completion, including final approval by the 
Corporate Compliance Committee.

REVISION HISTORY

Date: Description

3/22/2018 Conversion to revised policy and procedure format and naming convention.

11/12/2018 Corporate Compliance Committee approval

8/13/2019 Operational updates

11/10/2020 ADS Compliance Committee approval

11/30/2021 Updates based on annual review.


