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Policies and Procedures Why Introduce Them? SVS Fact Sheet
This fact sheet gives introductory guidance. It:

· gives the reasons why HR policies might be introduced 

· offers advice on introducing policies 

· considers the factors influencing what policies introduced 

· looks at who should develop these policies 

· Includes the CIPD viewpoint.

HR policies are a written description of rights and responsibilities. They provide guidance for managers and others when deciding what to do in a particular circumstance. Strategies give directional choices; policies and procedures provide practical advice. 

Why introduce HR policies?

Organisations introduce HR policies for very different reasons. These can include:

· The need to comply with existing or new legislation, including European directives and case law  

· A desire to develop a more formal and consistent approach to meet their needs as they grow and develop, for example, with regard to flexible working 

· To support their general management strategy 

· To follow the latest developments in effective people management, for example, wellness 

· Dealing with internal change 

· Complying with head office/parent-company rules, for example, regarding the use of mobile phones 

· To keep up with competitors, for example, policies may be reviewed in order to attract or retain employees, particularly in a tight labour market.
Each organisation will need policies that are adapted to suit their own purpose and to fit with their sector, culture and structure.

Introducing an HR policy doesn't indicate that the organisation previously had no provisions in place. It reflects a desire to formalise arrangements in certain areas of people management and development for the reasons suggested.

How should we introduce policies?

· Assess/audit what is already in existence, both formally and informally. 

· Research and benchmark against other organisations' practice, particularly in the same sector or location. 

· Consult with staff representatives and unions. 

· Establish steering groups/working parties to develop. 

· Set realistic timescales. 

· Pilot draft policies. 

· Communicate policies to staff, for example, through briefings and/or workshops for staff and managers. 

· Give specific guidance to managers. 

· Introduce the policies as part of the induction process. 

· Have a continuous review process.

The culture of the organisation and the complexity of the policies will influence how a policy is introduced. For example, when it comes to communication, hard copies could be given to employees or put on notice boards, or 'soft' copies circulated by email or placed on an intranet. The communication process should be tailored to the organisation.

It is important for policies to be:

· Linked to business strategy, with a definite purpose for their creation 

· Complementary - working together to reinforce the company image 

· Flexible - able to adapt to changes in strategy and direction 

· Open and transparent 

· Suited in tone to the culture of the organisation 

· Developed through the involvement of employees and interested stakeholders 

· Communicated to all employees 

· Easily understood, written in plain English and containing no jargon 

· Accessible - in a format employees will use 

· Practical and enforceable, with logical implementation 

· Supported by managers, including support from senior managers.

What policies should we have?

The type of organisation will dictate what policies are in place. As companies grow and develop, they need to introduce policies to ensure a consistent and fair approach - and to avoid wasting time by having crises dealt with in an ad hoc way.

Research by the Chartered Institute of Personnel Development into performance at work has identified 11 policy or practice areas that are crucial to effective people management and development:

· recruitment and selection 

· training and learning/development 

· career opportunities 

· communication 

· employee involvement 

· team working 

· performance appraisal 

· pay satisfaction 

· job security 

· job challenge/job autonomy 

· Work-life balance.
CIPD research has shown that by adopting 'bundles' of HR practices employers are likely to improve business performance. Many employees have substantial discretion as to how to do their jobs. It is more likely that they will use their discretion positively if they feel that they are being fairly treated. The research found that adopting positive HR polices alone wasn't enough - the policies needed to be translated into practice to influence employees' behaviour. This translation and implementation by line managers is critical to the way in which employees respond to go 'the extra mile', for example, staying late to finish a project or going out of their way to deal with a customer problem.

There are some policies that organisations need to have in order to comply with legal requirements; others are to promote good practice. 

Who develops HR policies and procedures?

There is a variety of ways an organisation develops policies and procedures, but it often takes place as organisations increase in size. Line managers responsible for developing and implementing policies should be committed and have the necessary expertise. The key to success is having the right people in place to bring the policies and procedures to life.

	Size of organisation
	Typical scenario

	Small
	HR policy and procedure development is often added on to the existing duties of an employee, especially those who have an interest in developing and an aptitude for skills in people management and development. 

A specialist may be employed on a one-off consultancy basis, for example, to develop specific policies and procedures.

A specialist may be employed on a retained part-time basis to review existing policies and procedure arrangements.

	Medium
	An HR generalist may be tasked with introducing new policies and procedures, reviewing the existing ones and communicating them to employees and managers.

	Large
	HR specialists are often employed to deal specifically with e.g. reward, training and development, employment law or employee relations. HR generalists are also employed and there will be additional administrative support.


The Chartered Institute of Personnel Developments viewpoint is HR policies and procedures can help organisations to develop fair and consistent approaches to managing and developing people and can protect against legal claims, for example, sex discrimination. They can provide all employees with guidance about their own and the organisation's responsibilities.

There is no magic formula to help organisations determine at what point in their development they need to employ a people management and development specialist, or to create a personnel department. Regardless of the number of employees in an organisation, it is how the organisation wishes to implement people management and development practices that will impact on who they employ and, if they decide to have one, how their personnel department is structured.

Policies need to be tailored to suit the culture, circumstances and size of an organisation. As the organisation grows, or the environment in which it operates changes, its need for HR policies and procedures will change. New policies will need to be developed and formalised, or existing policies reviewed.

SVS can give broad guidance on appropriate legal structures and help guide you in drafting or revising your constitution. See our website on www.southamptonvs.org.uk  or contact SVS on T 023 8022 8291 or information@southamptonvs.org.uk 

Disclaimer

SVS does not represent or guarantee that the information on this briefing is accurate, complete or up to date. SVS does not accept liability for any loss, damage or inconvenience due to the use of; or the inability to use any information contained in this briefing. Visitors who use this briefing and rely on any information do so at their own risk. 
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