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PURPOSE 

To establish standardized processes for developing, reviewing and updating SBH-ASO 
Policies and Procedures. 
 
POLICY 

Salish Behavioral Health Administrative Services Organization (SBH-ASO) shall 
develop, implement, maintain, comply with and monitor all policies and procedures of 
the SBH-ASO.  Policies will comply, as necessary, with relevant state, federal and 
contractual regulations and requirements. 

SBH-ASO requires contracted providers to follow all SBH-ASO policies as applicable by 
contract.  These policies are listed on SBH-ASO’s website.      

PROCEDURE 

Document Development 

1. SBH-ASO policies and procedures use a consistent format. 
2. SBH-ASO policies and procedures:  

a. Direct and guide SBH-ASO’s employees, subcontractors, and any non-
contracted providers’ compliance with all applicable federal, state, and 
contractual requirements. 

b. Fully articulate requirements,  
c. Have an effective training plan related to the requirements and maintain 

records of the number of staff participating in training, including evidence 
of assessment of participant knowledge and satisfaction with the training., 

d. Include monitoring of compliance, prompt response to detect non-
compliance, and effective corrective action. 

3. When the need for a policy and procedure is identified, the matter is brought to 
the Policy and Procedure Committee by the SBH-ASO Administrator. 
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4. The SBH-ASO Administrator will assign the policy to SBH-ASO staff with subject 
matter expertise. Upon completion, the assigned SBH-ASO staff will provide the 
Policy and Procedure Committee with the policy. 

5. The Policy and Procedure Committee is comprised of SBH-ASO Staff 
responsible for the development, review, and recommendation of SBH-ASO 
policies and procedures to the Executive Board for approval.  

6. Once a policy is approved by the SBH-ASO Executive Board, the SBH-ASO 
Administrator will forward it to designated staff for upload to the SBH-ASO 
website. 
 

Document Review/Revision 
1. Policies and procedures will be reviewed at least biannually. 
2. Changes in contractual requirements, delegation agreements and/or state or 

federal regulations will require a review of policies and procedures. 
a. Corrective action plans imposed by the HCA may require modification of 

any policies or procedures by the SBH-ASO relating to the fulfillment of its 
obligations pursuant to its contract with the State 

3. All policies that have been reviewed and/or revised are submitted to the Policy 
and Procedure Committee for review. 

4. The Policy and Procedure Committee determines if the changes rise to the 
substantive level of revision.  

5. When reviews do not reveal a need for a revision, the review is documented by 
entering a review date in the document header. . 

6. When a review results in the need for revision, the review is documented by 
entering a revision date in the document header.   

7. Revised policies are presented to the SBH-ASO Executive Board for approval. 
8. Once a policy is approved by the SBH-ASO Executive Board, the SBH-ASO 

Administrator will forward it to designated staff for upload to the SBH-ASO 
website. 

 
Document Preservation and Distribution 

1. SBH-ASO Policies and Procedures are kept on file for a minimum of ten (10) 
years.  Current SBH-ASO Policies and Procedures are available to network 
providers and the general public via the SBH-ASO website. 

2. SBH-ASO shall submit Policies and Procedures to the HCA for review upon 
request by HCA and any time there is a new Policy and Procedure or there is a 
substantive change to an existing Policy and Procedure. 

3. When changes are made to policies and procedures, network providers will be 
notified via email.  Changes that impact network providers will be announced via 
email along with a thirty (30) day notice of compliance. 

4. When changes are made to policies or procedures (or a new policy is developed) 
the Salish BH-ASO staff will be trained on the content. The ASO will maintain 
records of the staff participating in training, including evidence of assessment of 
participant knowledge and satisfaction with the training. 

 


