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Plan Template

This template can be used to draft a plan. To use it, replace the shaded text with your text.

	[bookmark: _Hlk534388308][Logo]
	TITLE
[Plan Title]
	IDENTIFICATION NUMBER
[Number]

	ORGANIZATION(S)
[Organization name]
	LEVEL
☐ System
☐ Organization
☐ Division
☐ Department
	CATEGORY
☐ Clinical
☐ Management
☐ Regulatory
	POSTING DATE
[MM/DD/YYYY]
EFFECTIVE DATE
[MM/DD/YYYY]

	REVIEW CYCLE   ☐ 1 year   ☐ 3 years
LAST REVIEW DATE: [MM/DD/YYYY]

	REPLACES
TITLE: [Plan Title]
EFFECTIVE DATE(S): [MM/DD/YYYY]



[bookmark: _Hlk534388364]PLAN MISSION STATEMENT
[State the high-level concept or element that is addressed in the plan.]

[bookmark: _Hlk534388372]PURPOSE
[Briefly explain why the plan exists, then summarize the expected outcomes.]

[bookmark: _Hlk534388382]SCOPE
[Include all items, departments, locations, and systems to which the plan applies.]

[bookmark: _Hlk534388406]RESPONSIBILITIES AND REPORTING STRUCTURE
[Explain who must comply with the plan and in what capacity, and describe the reporting structure for individuals, committees, and/or other groups.]

[bookmark: _Hlk534388417]OBJECTIVES
[List what the plan is designed to achieve. Consider using a bulleted or numbered list.]

[bookmark: _Hlk534388461]PROCESSES
[List and describe each type of activity that is performed to fulfill the plan and its objectives. May designate general responsibilities for each process and include any timeline requirements.]

ORIENTATION AND EDUCATION
[Describe, in general terms, who will receive training on aspects of this plan, as well as when and how.]

PERFORMANCE MONITORING
[Provide a description of how plan performance and compliance are monitored. Include any measures that should be used and who is responsible for relevant performance improvement efforts.]

ANNUAL EVALUATION
[Describe how the plan is evaluated every year, including all reports and who is responsible for them.]

REFERENCES
[Mention relevant laws, regulations, or requirements, such as Joint Commission standards. Refer to regulatory organizations, including the Occupational Safety and Health Administration, the National Institute for Occupational Safety and Health, and the American National Standards Institute, that offer guidance on the subject. Include citations of resources used to develop the policy. Cross-reference relevant documents from other organizations.]

[bookmark: _Hlk534388465]ATTACHMENTS
[List attached forms for policy implementation and procedures not included in the body of the plan.]

[bookmark: _Hlk534384917]APPROVAL
	NAME AND CREDENTIALS
[Name and Credentials]
TITLE
[Title]
	NAME AND CREDENTIALS
[Name and Credentials]
TITLE
[Title]

	SIGNATURE

	DATE
[MM/DD/YYYY]

	SIGNATURE


	DATE
[MM/DD/YYYY]
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