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Course Content & Outline

Section 1: Policy & Procedure Development

e The importance of policies and procedures within your organisation.
e Documentation hierarchy and prioritisation.
* Process journey mapping and identifying the need for change.
e How policies and procedures impact your employees and your processes to improve

productivity and quality.

Section 2: Diagnostic & Strategic Policy Development

e DDIE planning and creating a forward-thinking strategy.
e Process mapping and considering all angles.

e Best development practice.

¢ HR management and agreeing to a process.

e Creating a policy model for multiple roles.

e Business partner involvement and agreement.

Section 3: Legal Requirements & Governance

* Legal requirements and frameworks.

e Process approval with external parties.

e The role of compliance.

¢ Disclaimers and why they matter.

e Looking out for hidden legal issues.

e Statutory inclusions and their importance.

Section 4: The Drafting Process

e Creating your first draft.
e Considering all department requirements.
e Effective technical writing.

e Layout and formatting.



e Key content and ‘nice to haves.’
e Readability formatting.
e Using an active voice.

¢ Revisions and their benefits.

Section 5: Implementation of New Policies & Procedures

e Lifecycle of a process change.

» Understanding where policies aren’t working and making amendments.
e Changing processes with minimal disruption.

e SAP

e Oracle and other policy applications.

e HRMS and related procedures.

Section 6: Communication Methods to Gain Buy-in

e Understanding your organisation’s culture and values.

e Reviewing different publication formats and use of technology to communicate.
e Electronic policy documents and how to store them securely.

e Visual clarity vs. visual clutter.

e Document location and easy accessibility.

Section 7: Review, Auditing & Evaluation

e Review of competitor policies.
e Sustainable action planning for the future.

* |dentifying risks to processes and reinventing policies.
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Administrative Accounting: Definition & Roles

Embark on a journey into Administrative Accounting, a pivotal realm in financial
management. Explore its significance, roles, and the path to a rewarding career. From
strategic decision-making to career growth, discover the value Administrative Accountants
.bring to organisational success

YouTube Video

https://www.youtube.com/embed/MYqg4)tMuqrQ?si=5T937bDktKWEOcMI
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