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Course Introduction

Effective HR policies and procedures are the backbone of a well-
governed organization... They ensure fairness, compliance, and
consistency while shaping the employee experience and supporting
organizational goals.

This training program provides participants with a structured
approach to designing, reviewing, and implementing HR policies
aligned with strategy, legal requirements, and best practices.
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Target Audience

v HR Managers.
v HR officers.

v HR specialists.
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Learning Objectives

v Understand the functions and strategic role of HR policies.

v Develop policies that reflect compliance, fairness, and
organizational culture.

v Create clear and accessible procedures aligned with operational
needs.

v Conduct policy reviews using benchmarking and risk analysis.

v Ensure successful communication and implementation across the
organization.
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Building Effective HR Policies & Procedures for Organizational
Success

Course Outline

v Day 01

Foundations of HR Policies & Procedures

v Definition, purpose, and strategic importance of HR policies.

v Key elements of an effective HR governance framework.

v Policy hierarchy: policies vs. procedures vs. guidelines.

v Aligning policies with organizational vision and culture.

v Understanding how policies support legal and regulatory compliance.
v ldentifying risks associated with poor or outdated policies.

v Principles of fairness, consistency, clarity, and transparency.

v Common categories of HR policies in modern organizations.
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Building Effective HR Policies & Procedures for Organizational
Success

Course Outline

 Day 02

Policy Development Framework

v Steps in drafting HR policies from concept to approval.

v ldentifying policy needs through internal diagnostics.

v Using benchmarking and comparative analysis.

v Structuring policy documents with standardized templates.

v Writing clear and compliant HR policy statements.

v Establishing procedures that support policy execution.

v Working with legal teams and management during development.

v Quality assurance and validation techniques.
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Course Outline

 Day 03

Reviewing and Updating HR Policies

v Establishing a policy lifecycle and review schedule.

v Methods for monitoring policy effectiveness.

v ldentifying gaps and misalignments with current practices.
v Assessing risk exposure caused by outdated policies.

v Benchmarking with local and international best practices.
v Legal updates and compliance-driven modifications.

v Harmonizing policies across departments and functions.

v Documenting revision history and approval workflows.
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Course Outline

v Day 04

Policy Implementation and Communication

v Change management considerations in policy rollout.

v Effective communication strategies for policy introduction.
v Tailoring policies to diverse employee segments.

v Training supervisors and line managers on policy use.

v Ensuring consistent interpretation and application.

v Managing resistance and increasing user acceptance.

v Developing FAQs, process flows, and implementation plans.

v Monitoring adherence and compliance after rollout.
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Course Outline

v Day 05

Documentation, Audit, and Continuous Improvement

v Creating centralized digital policy repositories.

v Version control and document management best practices.
v Conducting HR policy audits and compliance checks.

v Tracking data related to policy violations and trends.

v Using feedback loops for continuous improvement.

v Integrating policies into HRIS or employee portals.

v Reporting policy performance to top management.

v Ensuring sustainability and future-readiness of HR policies.
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Building Effective HR Policies & Procedures for Organizational

Success

FROM TO

DURATION FEES LOCATION

Jan. 18, 2027 Jan. 22, 2027
May 10, 2027 May 14, 2027
Aug. 16, 2027 Aug. 20, 2027

Dec. 14, 2026 Dec. 18, 2026
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