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POLICY

The Procedure for Control of Documents and Records 
policy is in place to ensure that each employee at 
Crescent Medical Center Lancaster uses the correct 
versions of policies, procedures, forms, records, and 
documents. To include ensuring the control the 
legibility, identification, storage, protection, retrieval, 
retention, and disposition of records suitable records 
are met for the conditions of participation and NIAHO 
DNVGL requirements (QM. 2 ISO 9001 Quality 
Management System).



SCOPE

Applicable to all the types of policies, procedures, forms, and records used in the 
organization, including quality manual, procedures, work instructions, reference 
books, and patient medical records. 

A documented procedure to define the controls needed; 
a) approval for adequacy prior to issue, 
b) to review and update as necessary and re-approve documents,
c) to ensure that changes and the current revision status of documents are 

identified, 
d) to ensure that relevant versions of applicable documents are available at point of 

use, 
e) to ensure that documents remain legible and readily identifiable, 
f) to ensure that documents of external origin determined by the organization to 

be necessary for the planning and operation of the quality management system 
are identified and their distribution controlled, and 

g) to prevent the unintended use of obsolete documents, and to apply suitable 
identification to them if they are retained for any purpose.



Definition

The control of policies, procedures, forms and records 
is a process that will ensure required policies, 
procedures, forms, records, and documents are under 
the control of top management and facilitated by the 
Management Representative, the Director of 
Quality/Compliance. The HIM department will control 
the legibility, identification, storage, protection, 
retrieval, retention, and disposition of records.



Internal Document Approval

• The Policy and Procedure Committee shall approve policies, procedures, and forms 
prior to their release for use, following the standards outlined in the Quality 
Management System. Once approved by the Policy and Procedure Committee the 
document will be presented to the staff for understanding and/or education of the 
new, revised, and replaced document that includes forms, procedures and policies. 
The education provided will be documented on an internal department education 
form to the applicable to the department staff. The attendance and content of the 
education will be presented to the Policy and Procedures Committee as part of the 
system control process for documents. 

• The Policy and Procedure Committee is a multidisciplinary team that conducts 
monthly meeting for document review and control.

• Procedures, policies and forms that are presented to the committee has a 
policy/form review form that is used for tracking the reason for presentation to the 
committee, committee action, policy posting or deletion, committee approval, and 
department action following final approval by the committee.



Policy Revision or Update

The first revision or update of a policy or 
procedure is assigned version ‘01’ followed with 
a change in the digits reflecting the change or 
revision (example reference: POLICY .03.13 
changes to POLICY .03.13.01 following a 
change/revision). 
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Approved Forms

The form format for approval must include the hospital 
logo on the top each page and an internal document 
tracking identification number; the identification 
number for form will start with the originator 
department’s initials with a sequence number starting 
with the number one (1) and year and month of the 
approval notated on the bottom right hand corner of 
the form. (example QM01 12-2016) 



Approved Form EXAMPLE



Approving Authority

The Policy and Procedure Committee has the 
authority to approve policies, procedures, and 
forms submitted by the manager of the 
applicable department or process. The HIM 
Manager has the authority to request 
documentation to complete the medical record 
for current use and retention.



Identifying Changes and Current 
Version

• The revision date and policy revision number will identify 
the change is approved, this includes documents and 
forms. A copy of the updated document will be distributed 
as per the department leadership distribution list in the 
Policies and Procedures Committee meeting.

• Form revision will be noted with the updated month and 
year of the approved change to include the wording revised 
or replaced.

• Staff training will occur in the applicable department and 
will be coordinated between the employee educator and 
the department leader.



Identifying Old Obsolete 
Policies and Forms

• After the release or receiving of the latest edition of 
any policy or form, the leadership of the department 
should destroy the old copies. If the department 
prefers to retain a copy of an old form the word 
‘obsolete’ is required to be on the form. A copy of the 
previous version will be maintained in Quality 
Management and online in a permission required 
folder noted as OBSOLETE procedures, policies, and 
forms (can be only accessed by department leaders).

• The HIM department manages the storage, protection, 
retrieval, retention, and disposition of medical records.



External Origin Documents

Regulatory standards and other documents, which are 
released by the external agencies including customer, 
are external origin documents. External origin 
documents used by the hospital require verification 
every 2 years of their applicability (current revision 
status etc.) with its owner. The department leader 
verifies the applicability (current revision status) of 
these documents with its owner once in a year and re-
affirms the document or revisions as necessary. 
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