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Course Description

This comprehensive 5-day course equips HR professionals and organizational leaders with the skills
to develop clear, compliant, and effective HR policies and procedures. Participants will learn best
practices for policy writing, legal considerations, and implementation strategies to create guidelines
that align with organizational goals and improve employee engagement.

Learning Objectives

Understand the key components of effective HR policies and procedures
Develop clear and concise writing skills for policy creation

Learn to align policies with organizational culture and legal requirements
Master techniques for successful policy implementation and communication
Gain practical experience in drafting and revising HR policies

Course Modules
Day 1: Foundations of HR Policy Writing

e Introduction to HR policies and procedures

e The role of policies in organizational success
* Key components of effective policies

e Policy writing best practices

Day 2: Legal Considerations and Compliance

e Understanding relevant employment laws

e Ensuring policy compliance with regulations

e Addressing potential legal issues in policies

e Balancing legal requirements with organizational needs

Day 3: Drafting Clear and Concise Policies
e Structuring policy documents effectively
e Writing in clear, accessible language
e Avoiding common policy writing pitfalls

e Practical exercises in policy drafting

Day 4: Aligning Policies with Organizational Culture
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Reflecting company values in policies

Tailoring policies to specific organizational needs
Addressing diversity and inclusion in policies
Balancing flexibility and consistency in policy writing

Day 5: Implementation and Communication Strategies

e Developing an effective policy rollout plan

e Communicating policies to employees

e Training managers on policy implementation
e Evaluating and updating policies over time

Practical Wins for Participants

e Create a comprehensive HR policy manual tailored to their organization

e Develop strategies for successful policy implementation and employee buy-in
e Gain confidence in addressing complex HR issues through well-crafted policies
e Establish a framework for ongoing policy review and improvement
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Audit & Quality Assurance Finance, Accounting, Budgeting Marketing, Sales, Customer
Service

IT & IT Engineering

Supply Chain & Logistics

Health & Safety

Customs & Safety

Aviation C-Suite Training Agile and Refinement
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