[image: ]		AbleNet Policies:  Programs and Services
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Policy

AbleNet provides written documentation of all professional programs, administrative processes and requirements and the scope of services in the form of a Policy and Procedure Manual. This manual includes the policies and procedures and the dates of approvals or revisions for all policies. The organization will review these policies and procedures annually and update them as needed.

Company policies and procedures are reviewed to ensure that they are in compliance with regulations and requirements for all third-party payers, the appropriate accreditation organization, the state, and any other entities, and that they adequately represent the Company’s business processes. Company policies and procedures are updated as needed to address any changes in Federal or state regulations, or changes in the organization and are approved by the Board of Directors

Procedures

Any policies that are revised or updated are presented to the Board of Directors or leadership for approval. Updated policies are listed in the minutes of the Board meeting (as applicable) by title and number, and notices of updates are filed within this Policy and Procedures Manual.

The following steps are taken to add new or updated policies after they have been approved:
1. Remove the old policy and file electronically within our policy management folder  for reference purposes.
1. For new policies, assign section or page numbers that are sequential with the existing manual.
1. Add or replace applicable policies.
1. Keep an electronic list of these changes.
1. [bookmark: _GoBack]Insert updated Table of Contents into the Policy and Procedures manual both for the print and electronic manual.
1. Notify employees of the new or revised policy.






Policy and Procedure Manual
Revisions Form

All revisions, updates or changes made to any policies or forms found in the Policy and Procedure Manual that are performed after the initial effective date are documented below. The columns are defined as follows:

Revision Date:	Date the final version of the change(s) is complete and presented to the Board of Directors for review and approval.

Policy Number:	Refers to Specific number of policy or title of form.

Revised Items,
Text or Additions:	Provides a brief description of the changes that were made.

Approved Date:	Lists the date of approval by the Board of Directors or appropriate leaders.
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This page is retained both in electronic form as well as in print form.  The print version can be found inside the front cover of the manual. When full, additional pages are used and filed sequentially.
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