Family First Homecare
Policies and Procedures Regulations Policy

Effective Date: 06/01/2025 
Revision Date: _______________________________ 
Approved by: ________________________________
Signature: ___________________________________ 
Applies to: All staff, contractors, and volunteers involved in participant care

Policy
Family First Homecare is committed to establishing, maintaining, and following comprehensive policies and procedures that ensure compliance with all applicable laws, regulations, and organizational standards. This policy outlines the framework for developing, reviewing, and implementing policies and procedures that govern the organization’s operations and service delivery.

Procedure
1. Purpose of Policy
· Compliance: 
· Ensure adherence to federal, state, and local laws and regulations.
· Consistency: 
· Standardize operations and service delivery across the organization.
· Accountability: 
· Clearly define responsibilities and expectations for employees, contractors, and stakeholders.

2. Scope
· This policy applies to all employees, contractors, and volunteers of Family First Homecare.
· It governs the creation, implementation, review, and enforcement of all organizational policies and procedures.

3. Development of Policies and Procedures
A. Identification of Needs
· Policies and procedures will be developed based on: 
· Regulatory requirements.
· Organizational goals and best practices.
· Identified risks, gaps, or areas for improvement.
B. Drafting Process
· The designated department or committee will draft new policies and procedures.
· Drafts will include: 
· Clear objectives and scope.
· Step-by-step instructions or guidelines.
· References to relevant laws, regulations, or standards.
C. Review and Approval
· Draft policies will be reviewed by leadership or a designated compliance committee.
· Final approval will be granted by the Executive Leadership Team or governing body.

4. Implementation of Policies and Procedures
A. Communication
· New or updated policies will be communicated to all relevant employees and stakeholders via email, team meetings, or training sessions.
B. Training
· Employees will receive training on how to comply with new or updated policies and procedures.
· Training sessions will include real-world examples and Q&A opportunities.
C. Access
· Policies and procedures will be accessible through: 
· Employee handbooks.
· The organization’s internal portal or policy management system.

5. Monitoring and Enforcement
A. Compliance Audits
· Conduct regular audits to ensure policies and procedures are being followed.
B. Reporting Non-Compliance
· Employees are required to report non-compliance or concerns to their supervisor or the compliance officer.
C. Disciplinary Actions
· Non-compliance with policies may result in disciplinary action, up to and including termination of employment.

6. Review and Updates
A. Annual Review
· All policies and procedures will be reviewed annually to ensure: 
· Continued compliance with laws and regulations.
· Alignment with organizational goals and standards.
B. Updates
· Policies will be updated as needed to reflect: 
· Changes in regulations or laws.
· Feedback from employees or stakeholders.
· Operational changes or new initiatives.

7. Recordkeeping
· Maintain records of all policies and procedures, including: 
· Development and approval dates.
· Revision history.
· Training and communication logs.

8. Employee Acknowledgment
· Employees must acknowledge receipt and understanding of all policies and procedures upon hire and when updates are issued.
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