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Learning Objectives 

 Review the Accreditation Process 

 The Public Health and Safety Division’s Road to 

Accreditation 

 Establishing a Core Team 

 Documentation Collection Process 

 

 



Accreditation Process Overview 

• Pre-Application 1 

• Application 2 

• Documentation Selection and Submission 3 

• Site Visit 4 

• Accreditation Decision 5 

• Reports 6 

• Reaccreditation 7 



The Public Health and Safety Division’s 

Road to Accreditation 

 Initial Readiness Review – Management Team, January through April 

2010, approx. 17 hours 

 Work done on six high priority/low performance measures – division 

wide May through December 2010 

 Appointed Core Team and provided training – December 2010 

 Initial documentation collection process – January through April 2011 

 Review of documentation and identification of strengths and 

weaknesses – Management Team, July through November 2011 

 Identify and prioritize gaps – Management Team 

 Implement quality improvement processes – division wide 

 

GOAL: Apply for Accreditation in 2012 
 



 Desirable Core Team Characteristics 

 Organization of Core Team 

 Domain Lead Responsibilities 

Establishing a Core Team 



Desirable Core Team Characteristics 

 Objective/Unbiased  

 Effective delegators  

 Effective communicators  

 Strong leadership skills  

 Organized and detail oriented 

 Documentation skills  

 Ability to find the right people or subject matter 

experts  

 Positive attitude and enthusiastic 



Domain Lead Responsibilities 

 Lead the process for collecting evidence for 

assigned domain/s 

 Make sure standard formats are used on all 

evidence collected 

 Be a champion for accreditation  

 Be involved with accreditation from evidence 

collection through site visit and review 



What they were NOT responsible for: 

 Creating plans, procedures or policies to meet 

a standard or measure 

 

 Writing documents to meet a standard or 

measure 

 

 

 

 

 



Core Team Training 

 Training 1: 

 Getting acquainted with accreditation and their role 

 

 Training 2: 

 Documentation management system 

 

 Established regular meetings and target goals 

 

 



 PHAB Requirements 

 Cover Sheet Template 

 Documentation Filing System 

 

Documentation Collection Process 



PHAB Requirements 

 All documentation will need to be stored and 
provided to PHAB electronically 

 All documents collected as evidence must be dated 

 Documents collected as evidence must be revised 
within past five years of the PHAB accreditation site 
survey date (unless otherwise noted) 

 Documents must exist and be used in regular 
agency operations prior to the PHAB accreditation 
site survey date 

 No “DRAFT” documents may be used as evidence 



Documentation Management System 



Cover Sheet Template 



Cover Sheet Template cont… 

Measure Number:  5.2.2 

Documentation 
Label/s 

Documentation 
Name/s 

Location (Link, Place, 
Person, Position) 

Last Revision Date 

5.2.2.1 MT DPHHS – Public 
Health and Safety 
Division Strategic Plan 

Jane Smilie – 
Administrator 
(need to get current 
copy) 

October 23, 2006 

5.2.2.2 MT PHSD – Strategic 
Plan Tracking Template 

Jane Smilie – 
Administrator (need to 
get current copy) 

December 20, 2010 

5.2.2.3 PHSD Management 
Team Meeting 
Minutes 

OURS Website –  
http://ours.hhs.mt.gov
/phsd/managementm
eetingminutes/index.s
html 

November 29, 2010 



Cover Sheet Template cont… 



Use of the Highlight Function 

 When collecting the documents, use the highlight function to clearly point to the 
area that shows compliance. Save the entire document with highlighted areas. 
Make note of page numbers in the description box. 

 

 This is a 30 

page document 



How to Save Cover Sheets and Documents 

 Each measure folder will have a cover sheet and a 
various number of documents. 

 Naming convention: 

 Cover sheets:  “cs” + measure number    Ex. cs5.2.2 

 Documents:   “doc” + documentation label and name 

    Ex. doc5.2.2.1 – MT DPHHS PHSD Strategic Plan 

 

 



Reviewing the Process 



CD Contents 

 Core Team Training 1 

 Core Team Training 2 

 Core Team Responsibilities 

 Blank Cover Sheet 

 Example Cover Sheet 

 Document Collection Process 

 Domain 1 Template 

 Accreditation Resources 
PowerPoint 

 

 



A Path to Performance Improvement 

Public Health Accreditation…  

Questions? 


