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Policies, guidelines and procedures help your company function systematically and efficiently. Having a written outline of how things should be done in your workplace ensures that each employee has the knowledge and vision to contribute to business growth. Create a manual of procedures to empower your employees
to do their job to the best of their skills. A procedure manual contains policies, guidelines, and processes for the entire organization. It exists to help employees do their job in an approved and consistent manner. Your procedure guide includes policies and procedures for your overall workplace, as well as for each
individual role. Policies reflect the rules that you want your employees to follow, while procedures describe the process for following those rules. Your company's manual of procedures should include: The vision, mission and core values of your business Rights and regulations Health rights and regulations, sick days and
vacation days Expenses, deductions and reimbursement Guidelines for harassment and discrimination Online Communication Guidelines Overtime breaks, meals and rest periods Disciplinary Action Have all this information in writing ensures that your employees have a reference point for anything they need know about
the rules of your workplace. This reduces poor communication between the company and its employees. It also ensures that there are ongoing processes for how to complete each action, and what to do in case disciplinary action is required. Each department in your organization must have a procedure manual where the
tasks of each role within that department are described. For example, there should be an IT department manual, a customer service department manual, and a sales department manual. Within each manual, be sure to list each role type, such as IT manager, customer service representative, and sales associate. Then list
specific tasks for which each role is responsible. Then create step-by-step instructions for each task. For example, if one of the customer service representative's tasks is to close the cashier every night, how should they do it? How should they count cash and credit card transactions, where should they list them and what
should they do with the money at the end of the night? Having this kind of detailed details documented ensures that there are no gaps of knowledge for your team. They have a reference that they can check when they forget a process or are completing a new task. If an employee has to suddenly leave the company, you
still have a record of all the tasks for yours that are responsible for you being able to continuity of your business. Writing a clear, coherent, and useful process manual takes time. Start with drawing up an outline of all the information you need to include. Next, highlight the areas of priority, priority, you know which sections
to start with. Complete the manual section of the procedure by section, rather than working on multiple sections at a time. This helps reduce confusion and repetition. Use a direct writing style that makes it easy for your employees to follow the logical steps you offer. Include many numbered step-by-step lists for
processes that need to happen in a given order. Use bullet lists for procedures that can be completed out of order. Whenever possible, include images or graphics to help with understanding. Always keep the procedure manual up to date by reviewing it every month. When necessary, review procedures that are out of
date. Share the latest updated version of the procedure manual with your employees. Instead of having a printed version, consider having an online version of the manual, which makes it easier to ensure that your employees always have the latest content. Share the manual with all new employees and emphasize the
importance of reading through each section to familiarize yourself with the rules of your workplace and department. Reference the manual in meetings where questions arise about topics that are in the procedures. For example, if an employee wants to know what the policy is in taking sick days, answer your question and
also remember to review the information in the procedure manual. A policy manual is a collection of documents that define an organization's rules, policies, and procedures and help the team and management manage the business. Policy manuals can be offline, paper documents, and/or virtual documents, which are
stored electronically. There are company-specific policies focused on departments and role-specifics. Policy topics include: human resources finance administration legal information technology A policy document includes a policy overview, a description of employees impacted by policy, benefits or expected outcome of
policy, consequences of not following policy, and the date of policy creation. Well-written and standardized policies will save management time and help ensure that employees across the business are treated fairly, which can improve morale and reduce legal risks. In addition, business policy manuals align and support
corporate strategies and values. A manual review of the policy, led by someone in the human resources department, is often part of a new employee guidance program. Many companies require new employees to signed a document confirming that they have read and will comply with company policies. Policy reminders
in progress, introduction of new policies, and policies are most often handled by the management of the department. These activities can be held in face-to-face meetings, team meetings and/or by leveraging emails or other electronic communication channels. All companies have policies and and employees need to



follow. Part of ensuring that your employees follow them is to make sure they are aware of and have access to and have access to them. The best way to do this is to provide each employee with a copy of your company's policy manual. A policy manual is a formalized human resources document that provides a broad
overview of standard operational policies and procedures for an organization. This essential document provides structure and establish consistency and discipline in decision making and employee behavior. Policy and procedure manuals must be comprehensive and contain all vital rules established by your company. A
policy manual should not only be written in a disguised way. It should be a collaborative effort with your human resources department after careful consideration and evaluation. It may be helpful to consult a legal professional when developing your company's policies and procedures to ensure that you comply with the
law. Your policy manual may be as long as you need it to be to include all the necessary information. If it's getting a little too complicated, you may want to consider online housing where all employees can access it as needed. Policy and procedure manuals are life and breathing documents that are important for you to
run a successful business. They often change over time as your business changes. Policy manuals offer many organizational benefits, starting with enterprise-wide communication typically involved in the development process. Once created, the manuals provide a formal method for making consistent, well-planned, and
systematically linked HR decisions to organizational goals. The policy and procedure manuals establish how you expect your employees to behave and the level of professionalism you expect. It lets employees know exactly how things are performed in your company and what they can expect in certain areas. It also
ensures that all employees follow the same set of rules and work more cohesively. That way, you can more easily manage and discipline conduct that you find unacceptable. You can also better protect yourself as an employer against any allegations of discrimination. If an employee is disciplined or fired for clearly
breaking a company policy, it will be difficult for the employee to allege discrimination. Policy and procedure manuals range from the company's dress code to vacation hours for the use of social media at work. Other rules that are included in a policy and procedure manual include: Paid leave and sick days policy
Workplace Safety Internet and Email Policy Use of Company Property Policy Payroll Policy, Including Overtime and Breakdowns Substance Use Policy and Discrimination, Including Grief Drug Testing, Jury Duty and Maternity/Paternity Leave Policy As Workplace Disputes Are Handled Privacy Policy Privacy Policy
specific policies and procedures that you include in your manual may vary depending on the type of industry in which you operate. For example, if you have a healthcare company where employees regularly interact with customers, you can include one policy on protecting customer information and one policy on protocol
to interact with customers. As with all the documents you give employees, have them sign a recognition that they both read the policies and understood them. Be sure to keep a copy of this recognition in your personal file. If useful, have regular employee training in your policy manual so that everyone is on the same
page and can get any questions answered. When updating or adding a policy, be sure to inform your team. Sand car engine image by Clarence Alford from Fotolia.com Before 1938, all vehicles were manual transmission. Transmissions are required to transfer engine power to the drive shaft or axle shaft and boost the
vehicle. Manual transmissions are categorized into two basic types: sliding gait and constant mesh. Although these two are most commonly used, before the introduction of automatic transmissions, automakers created other types of manual transmissions. Sliding gear transmissions are only found in older model cars.
When the transmission is in neutral, the only things that move inside the transmission box are the main drive gear and the cluster gear. To send power to the drive wheels (front or rear), the clutch pedal must be depressed so that the gear handle can be moved. Moving the shift handle changes the position of the change
link and forks and slides a gear along the main shaft directly above the cluster gear. Once these two gears have blended together, the clutch can be released. To change gears again, drivers are required to destiture the current gear before synchronizing two new gears. With this type of transmission, not all gears have
the same diameters and dental numbers. The different diameters cause the gears to rotate at different speeds and this can cause gait shock. This problem is one of the main reasons why this type is no longer used. Also known as synchronized transmissions, constant mesh transmissions keep the drive gear, cluster
gear, and main shaft gears in constant motion. This is possible because the gears are free to rotate around the main shaft (these are locked in place in a sliding gear transmission). A dog clutch is used to lock these gears in place when Necessary. When the changing lead moves, the dog clutch teeth and main shaft
gears lock each other and hold the stationary gear. Synchronizers are used in constant mesh transmissions to avoid any confrontation or grinding during change. As with all things, manual transmissions went through a series of evolutions and variations as car manufacturers experimented with design. A manual manual
transmission developed before the introduction of automatic transmissions was called wilson preselector. Introduced in 1930, this transmission used a planetary gear system to pre-select gear ratios using a small lever in the steering column. To change gears, the driver presses down on a foot pedal that calls one of the
pre-selected gears. When this happens, the previous gear is disengaged at the same time that the new gear engages. Involves.
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