Page              2d (Page 1 of 2)                              
Revised 2/99, 9/01,7/01, 7/03, 3/04, 8/04, 11/04, 5/05, 5/06, 5/07, 5/08, 5/09, 4/11               
Original Date   03/87                        
[image: image1.jpg]ORTHOPAEDIC NURSES CERTIFICATION BOARD
CERTIEYING EXCELLENCE IN ORTHOPAEDIC NURSING




POLICY & PROCEDURE
SUBJECT:
  Policy Review, Approval, and Maintenance
POLICY
All policies and procedures shall be submitted through the national office to the ONCB® for review and approval. Review/revision of designated existing policies will occur on a regular schedule to ensure that all policies are reviewed at least every other year.  A current manual/electronic file shall be maintained with the assistance of national office staff.
PROCEDURE

1. The ONCB, chairs of the Recertification Committee and Test Committee, and the NAON President (or designee) shall receive access to the ONCB policies and procedures when starting their respective positions. Policies and procedures will be posted to the board’s section (password access) of the ONCB web site, with a master copy maintained at the national office.

2. ONCB, Recertification Committee, and Test Committee members may submit a new or revised policy or procedure for consideration by the ONCB.

3. All policies and procedures submitted to the ONCB shall be accompanied by sufficient background information to support the necessity of adoption.

      4. 
By majority vote, the ONCB may

a.
approve the policy as written.

b.
make minor wording changes and approve the policy.

c.
return the policy to the originator for further information.

d.
return the policy to the originator with suggested revisions.

e. decline the policy with rationale (e.g., issue covered in bylaws).

5. All new or revised policies and procedures will be posted by the management staff to the board’s section of the ONCB web site within 2 weeks of final approval.

6. The annual review of policies and procedures shall be accomplished utilizing the following timetable:


   Policies reviewed in odd numbered years include:


   1a, 1c, 1d, 1f, 2a, 2d, 2f, 2h, 2i, 2i-A, 2j, 2j-A, 2k, 2l, 2m, 3a, 3b, 3b-A, 3c, 4j, 4j-A, 4p,
  
   4q, 5c, 5d, 5e, 5e-A, 5e-B, 5e-C, 5f, 5i, 5i-A, 5m, 5m-A, 5n, 5n-A, 5u, 5v, 5w, 5x, 6b, 

      6c, 6d, 6e, 6g

     Policies reviewed in even numbered years include:


     1b, 1e, 1e-A, 2b, 2g, 2g-A, 4a, 4b, 4c, 4d, 4e, 4g, 4h, 4k, 4l, 4m, 4n, 4o, 4r, 5a, 5b, 5g, 

      5h, 5j, 5k, 5k-A, 5l, 5o, 5o-A, 5p, 5p-A, 5q, 5r, 5s, 5t, 5t-A, 5y, 6a, 6a-A, 6f
7. The ONCB Secretary-Treasurer and the Executive Director shall review the designated policies annually in April.  Additional feedback may be requested from another board member as indicated (e.g., Test Committee chair for examination maintenance policies).  
      8.    The ONCB Secretary-Treasurer and the Executive Director will notify the board of any 
proposed substantive changes, providing a draft of proposed policy revisions to the 
ONCB at least 4 weeks before the board meeting scheduled during the NAON Annual 
Congress.  Each proposed change shall include a rationale (e.g., “Board approved fee 
increase” for changes in a finance policy; “Editorial change” if a  title change).

9.   Members of the ONCB should use electronic communication to request clarification of
any revisions before the board meeting scheduled during the NAON Annual Congress. 
Policy review will be included in the consent agenda for the board meeting and adopted
revisions will be distributed within 4 weeks of the meeting.  
