








CDPH POLICY AND PROCEDURE SAMPLE FORMAT  
 

 

SCHOOL NAME 

Policy Title:                        Organizational Chart 
Policy  

Approved Date:  1/15/15 

Applicable 
Standard:  CCR, 
Title 22, 71828 

Prepared by:  RN Program Director Effective Date:  3/15/15 

 Approved by:  Administrator Revision Date:  5/17/15 
 

Policy:  The Nurse Assistant Training Program (NATP) will develop and maintain an 

organizational chart to include all personnel who perform NATP related duties. 
 

Purpose:  The purpose of the organization chart is to identify NATP personnel, their job titles 

and lines of authority. 
 

Scope:  All NATP personnel 
 

Responsibility:  The NATP Administrator is responsible for the content development and 

distribution of the organizational chart and Policy.   
 

Procedure:   

1.0 The organizational chart will include the following elements:   

 1.1 Information blocks including titles and names of personnel showing lines of authority 

and  communication for all personnel associated with the training. 

 1.2 Each block of information will include the job title and name of the individual currently 

assigned to  that job and lines of authority. 
 

2.0 The organizational chart will be reviewed and up-dated annually each July, or as necessary 

due to   

        personnel changes, job title changes or lines of authority.  
 

3.0 Each time there is a change in personnel, job titles or lines of authority, the NATP 

administrator will update  

        the document and re-distribute to staff. 
  

4.0   A copy of the organizational chart will be placed in the Policy and Procedure manual with 

this policy. 

 



 

       
  

       
        

           
      

       
  

  

   

 

 

 

 

 

 

 

  

 
 

 

  

Differences between policies and procedures
 

Policies and procedures go hand-in-hand to clarify what an organization wants to do and 
how to do it. 

Policies are clear, simple statements of how an organization intends to conduct its 
services, actions or business (rules). The policies provide a set of guiding principles to 
help with decision making. Policies don’t need to be long or complicated – a couple of 
sentences may be all that is needed for each policy. 

Procedures describe how each policy (rule) will be put into action. Each procedure 
should outline: 

 Who will do what

 What steps they need to follow

 Which forms or documents to use
Procedures might be a few bullet points or instructions.  Sometimes they work well 
as forms, checklists, instructions or flowcharts. Policies and their accompanying 
procedures will vary between workplaces because they reflect the values, 
approaches and commitments of a specific organization and its culture. 

See reference: What's the difference between policies and procedures
(http://www.volunteer.vic.gov.au/manage-your-volunteers/policies-and-procedures/
whats-the-difference-between-policies-and-procedures)

Sample Organizational Chart 

Owner/ 
Administrator 

John Doe 

Instructor 

Mary Jane Harper 

Instructor 

Philip Anderson 

Instructor 

Darla Domino 

RN Program 
Director 
Joan Graham 

Administrative 
Assistant 

Terri Hughes 

http://www.volunteer.vic.gov.au/manage-your-volunteers/policies-and-procedures/whats-the-difference-between-policies-and-procedures
http://www.volunteer.vic.gov.au/manage-your-volunteers/policies-and-procedures/whats-the-difference-between-policies-and-procedures


*SCHOOL*

Policy Title: Annual Review of Policies &
Procedures

Approved Date:  
**/**/****

Applicable Standard:
CCR, Title 22, Div 5, Ch 2.5
71828(a)

Prepared by:  RN Program Director Effective Date:  
**/**/****

CCR, Title 5, Division 7.5,
Chapter 3, Article 1, 71730(c)

Approved by:  Administrator Revision Date:  
n/a

Policy: The Nurse Assistant Training Program (NATP) will develop an
educational program in the training of Nurse Assistants, per CCR Div. 5,
Chapter 2.5, Title 22, Section  7128.

Purpose: To identify policy administration 

Scope: All NATP personnel

Responsibilities: The Nurse Assistant Training Program (NATP) policy development,
implementation, and administration is the responsibility of the
Administrator, in conjunction with the Registered Nurse Program Director
(PD), Nursing Assistant Instructor (NA Instructor), Director of Nurses
(DON) and Director of Staff Development.

The DON and DSD are responsible to ensure  training and staff
knowledge of all Policy and Procedures, and updates, within the Facility.

Annual Review of NATP Policies & Procedures will be conducted each
April by the Administrator.

The annual review will be documented by the Administrator on the
Annual Review form.



*DATE*

*SCHOOL* will review the Nursing Assistant Training Program Policy and Procedures Manual,
and will revise as necessary.  The *SCHOOL* employee who conducts the review will sign their
name, job title and date below after each annual review has been completed.  Annual reviews
will be conducted in *MONTH* of each year.

_____________________________________________________           __________________

_____________________________________________________           __________________

_____________________________________________________           __________________

_____________________________________________________           __________________

_____________________________________________________           __________________

_____________________________________________________           __________________

_____________________________________________________           __________________



*SCHOOL*

Policy Title: Job Descriptions Approved Date:  
**/**/****

Applicable Standard:
CCR, Title 22, Div 5, Ch 2.5
71828(b)(1)

Prepared by:  RN Program Director Effective Date:  
**/**/****

CCR, Title 5, Division 7.5,
Chapter 3, Article 1, 71730(b)

Approved by:  Administrator Revision Date:  
n/a

Policy: *SCHOOL* will maintain job descriptions for all positions, detailing
qualifications, duties and responsibilities for each administrative and
faculty position.

Purpose: To ensure rules, regulations and approvals are met.

Scope: All NATP personnel

Responsibilities: The RN Program Director and NATP Instructor(s) will meet the California
Code of Regulation, Title 22, Section 71829 requirements at all times. This
includes State approvals and license requirements.

The NATP Instructor(s) will be responsible solely for the NATP Program. 
All other duties will be reassigned for the duration of the NATP program.

The ratio of student to instructor(s) for the clinical portion of the Program
will not exceed a ratio of one (1) instructor to fifteen (15) students. (1:15)

Administrator/Owner  will conduct annual performance review of Director
of Nursing Services (DON).

DON will conduct annual performance  review of NATP Instructor(s).

DON will oversee all NATP Instructor duties.
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