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Syllabus

courses Syllabus
Introduction

Equip yourself with the essential skills to develop and craft effective policies, procedures, and related documents in
alignment with organizational goals. Skilllinx presents the courses Syllabus for Writing Effective Policies and

Procedures, a pivotal component of our professional development curriculum.

This courses focuses on honing your abilities to create impactful documents that enhance organizational
efficiency, ensure compliance, and resonate with organizational culture. Mastering these skills is imperative for

professionals across diverse sectors to remain competitive and proficient in their roles.
Highlights:

e Techniques for creating professional-grade documents

o Identification of key clauses and elements in policies and procedures
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Objectives

Upon completion, participants will be able to:

Apply highly effective drafting skills to various document types

¢ Analyze and enhance the clarity of expression in documents

o Identify potential issues in existing policies and procedures and propose improvements
e lllustrate the consequences of non-compliance and develop fully compliant procedures

e Demonstrate proficiency in risk reduction strategies
Content
Day One
Introduction to Policy & Procedure Writing

¢ Understanding the importance of policies and procedures
e Characteristics of effective policies
e Structure and writing styles of policies and procedures

e Incorporating other relevant documents
Day Two
The Governance and Roles involved in Policy

e Practical activities to reinforce learning

Roles and responsibilities in policy development
» Key components of policies and procedures

o Stakeholder involvement in the review and approval process
Day Three

How to Implement Policy & Procedures

Reviewing real-world examples of policies and procedures
e Techniques to avoid ambiguity and ensure clarity

o Compliance standards such as ISO

Strategies for effective communication and staff compliance
Day Four
Drafting Policy & Procedure

e Utilizing drafting guides and best practices
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Day Five
Case Studies and Workshops

¢ Analyzing case studies for practical application

Publication strategies for policies and procedures
» Workshop objectives and group exercises
e Group discussions to enhance understanding

e courses review and wrap-up session
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