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Introduction to HR Policies and Procedures
(A concise, easy?to?read guide for new HR professionals, managers, and employees)

1. What Are HR Policies & Procedures?

Term Definition Purpose
A high?level statement that reflects the Sets expectations, ensures
HR Policy organization’s values, legal obligations, and consistency, and provides a framework
strategic goals. for decision?making.
HR Step?by?step instructions for carrying out a Guides day?to?day actions, reduces
Procedure policy. ambiguity, and supports compliance.

Key Distinction

e Policy =*“What” (the rule or principle).
e Procedure = “How” (the process to implement the rule).

2. Why They Matter

1. Legal Compliance — Aligns the workplace with labor laws, anti?discrimination statutes,
health?and?safety regulations, etc.

Risk Management — Minimizes exposure to lawsuits, fines, and reputational damage.
Consistency & Fairness — Guarantees that all employees are treated equally.
Operational Efficiency — Provides clear guidance, reducing guesswork and errors.
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Culture & Values — Reinforces the organization’s mission, vision, and ethical standards.

3. Core Categories of HR Policies

Category Typical Policies Example Topics

Recruitment, Selection, Onboarding, Job posting standards, interview
Employment

Background Checks guidelines
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Category Typical Policies Example Topics
Compensation & Salary administration, Overtime, Pay grade structures, eligibility
Benefits Bonuses, Health plans criteria

Code of Conduct, Anti?Harassment, Zero?tolerance harassment,
Workplace Conduct ) ] o

Diversity & Inclusion, Dress Code respectful communication
Performance Appraisals, Promotions, Disciplinary Performance review cycles,
Management actions corrective action steps

Vacation, Sick leave, Family & Medical Accrual rates, request
Leave & Attendance

Leave, Remote work procedures
Health, Safety & Workplace safety, Emergency response, PPE requirements, incident
Security Data security reporting

. Grievances, Whistle?blowing, Exit Complaint handling, protection of

Employee Relations | _ _

interviews whistle?blowers
Training & Learning plans, Tuition reimbursement, Mandatory onboarding training,
Development Succession planning leadership programs
Technology & Acceptable use, BYOD, Social media Password policies, personal
Social Media conduct device security

4. Building Effective HR Policies

1. Assess Needs — Review legal requirements, industry standards, and internal gaps.
2. Draft Clear Language
o Use plain English.
o Define key terms.
o State the scope (who, what, when).
3. Consult Stakeholders
o Legal counsel for compliance.
o Management for operational fit.
o Employee representatives for practicality.
4. Align With Business Strategy — Ensure policies support growth, culture, and competitive
advantage.
5. Obtain Approval — Senior leadership or board sign?off.
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6. Communicate — Publish in an accessible format (intranet, handbook) and conduct rollout
sessions.
7. Train — Provide role?specific training for managers and staff.
8. Review & Update
o Schedule regular audits (annually or when laws change).
o Track usage metrics (e.g., number of grievances, policy violations).

5. Writing a Sample Procedure (Step?by?Step)

**Policy
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