
WRITING A POLICY AND PROCEDURES MANUAL

Here are some best practices for writing policies and procedures. will affect the tone, content, and even organization of
your policy manual.

Thank You Check your inbox for your copy of the template. Use the Policy and Procedure Template by
clicking hereâ€¦. Harassment complaints may also be based on race, religion, age, and other areas. Many
companies operate under general beliefs, involving honesty and integrity. As discussed, you will want to make
your policy and procedure manual as clear as possible. Now it's time to do some research. By sharing your
story, you can go a long way in building company loyalty. Health and Safety. Lack of acknowledgment It is
not enough to just hand the manual over to a new employee and hope for the best. Keep your policies and
procedures up to date. Chances are good that your business is somewhere in the middle. Remember, the best
way to stay on track is to keep your end goal in mind when defining your priorities. As a result, it is a strong
building block for your policy and procedure manual. Your policy and procedure manual defines the rights
and obligations of the employee and the employer. Policy Policies are clear, simple statements of how your
organisation intends to conduct its services, actions or business. Reporting Requirements: what employees
need to report after an incident. It also is important to include in the document that it is not the final word on
all company policies. A manual not a contract From a legal point of view, it is important to point out to your
workers that the manual is not a contract and that it does not make promises about the length of employment at
your company. Employers should include a so-called "safe harbor" policy that requires exempt employees to
notify the employer immediately if they believe illegal deductions -- such as for partial-day absences -- have
been made from their salaries. Depending on your organization, this section gives details on hours, salary,
vacation time, sick leave, benefits, and retirement. Being on the same page is important since this piece will
affect the tone, content, and even organization of your policy manual. Emergency Procedures. How do we do
it? The first step is to create a list of new policies that need to be written and existing policies that need
revisions or updates. A mission statement should reflect the unique character and objectives of your
organization in just a sentence or two. That policy violates some states' labor codes, however.


