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How to Use Business-in-a-Box  

Company Policies 

 

Company Policies Guidebook 

 

At Business-in-a-Box, our mission is to help every entrepreneur succeed in building their dream 

business. Therefore, we are happy to give you this FREE guidebook on how to prepare a 

winning Employee Handbook.    

 

3 Steps to Perfect Company Policies:  

 

1) Download the Company Policy Template of your choice.  

Start drafting your own policies using Microsoft Word, Google Docs, Apple Pages, or any other 

word processor you prefer.  

 

2) Use this free educational resource to learn all about preparing your Company Policies.  

Reinforce your company policies and rules to your employees and govern your code of conduct 

with these key documents.  

 

3) Customize your Employee Policies.   

Simply fill-in the blanks and save. That’s it.   

 

To your success,  

 

The Business-in-a-Box Team  

 

 

 

 

https://app.business-in-a-box.com/company-policies
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Understanding Company Policies  

 

Imagine solving problems before they occur and create a more productive and positive 

workplace. The management of an organization shouldn’t be spending the time or resources in 

explaining the company rules to each member of staff. When you create a company policy, you 

can efficiently communicate the rules, expectations, and plans of an organization to its 

employees. With clear language and a strong message, you can trust that your team of 

employees will be pushing your organization towards your goals, even when you aren’t there. 

 

The key to a successful business is having respect between management and employees as 

well as job satisfaction on both sides. These qualities rely on certain standards of behavior 

being upheld on both sides. Unfortunately, it isn’t always clear to everyone what these 

standards are, which can lead to problems in the workplace. Well-done company policy is a 

useful tool for removing any confusion by officially outlining how employees and management 

are expected to behave. On the other hand, a poorly worded company policy can lead to further 

misunderstanding and deteriorating employee relationships. It’s important to create a quality 

company policy that could be done with the use of a professional advisor or a quality employee 

handbook template.  

 

 



Business-in-a-Box | Company Policies Guide      4 

 

What is a Company Policy?   

 

Figuring out the intricacies of good company policy can lead to a healthy and positive working 

environment for all members of an organization. Company policy is essentially a document 

created by an organization, ideally in collaboration with management and human resources, that 

provides structured instructions for daily activities and behavior as well as ensuring the legal 

compliance of the business. 

 

A company policy should be designed to benefit everyone. For employees, a company policy 

outlines and enforces their ethical and legal rights in the workplace. The policy, which can be 

used as a legal document, can act as a tool to hold a business accountable for their actions in 

the event of any issues or concerns. This can result in a more satisfied workforce as they feel 

respected and supported. For an organization, a company policy means all employees are up to 

date on company values and guidelines as soon as they begin their time working there. 

 

Additionally, unnecessary miscommunications can be avoided, and behavior and standards 

throughout the company are upheld. 
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Preparing Powerful Company Policies 

Does Your Company Need a Policy?  

 

A company can have a general policy, specific policies for certain situations, or no policy at all. 

The policy situation that is right for your company depends entirely on your industry, your 

workplace culture, and the size of your company. In general, it is best to only introduce 

company policies as a solution to an existing problem. The purpose of a policy is to cultivate a 

positive and happy workplace environment. If you treat your employees like convicts with 

countless pointless rules, they will not appreciate it and will most likely rebel. Instead, you 

should communicate with your employees to determine areas of the workplace environment that 

need refining. 

 

 

Company policy may be necessary for the legal protection of an organization or out of legal 

necessity. In this case, work with lawyers and legal assistance to create a policy that offers legal 

protection while supporting your employees. An alternative reason for creating a company policy 

could be to enhance health and safety measures for your employees, so they have a safe 

working environment and are protected from harassment and abuse with channels of action to 

deal with such events. Additionally, company policies may be created to ensure fair treatment of 

employees, to clear up behavioral confusion, or to create necessary rules. 

 

 

The creation of all policies should be done with the goal of a more respectful and fairer 

workplace, which is why a great policy focuses primarily on progressive guidelines rather than 

restrictive rules. 
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Deciding on a Policy 

 

It’s best to introduce policies to a company one at a time. If you believe that your organization 

would benefit from multiple policies, you will have to list them in order of priority. The most 

beneficial move an organization can make is to communicate with employees effectively. Hold 

workshops or group meetings to get to grips with what your employees want and need from the 

organization to improve the workplace experience. If your employees feel like they have been 

consulted and respected in the decision-making process, they will be much more likely to 

uphold the policy guidelines. 

 

 

After consulting employees, the next step is to do the necessary research. You want to make 

sure you aren’t putting business time and resources into creating a company policy that will be 

ineffective. You need comprehensive analytics and research results on the organization and 

your employees as well as knowledge of how similar policies are typically written and how they 

interact with the law. Following a company policy template could help you find the right 

information for an effective policy. 

 

Keep Your Company Philosophy in Mind 

 

Each company has certain values and beliefs, such as integrity or respect, that they uphold and 

expect their employees to uphold. These ideas are typically decided upon at the conception of a 

company and form a company philosophy that lets people know how things are done within the 

company and how they should act. When deciding on your company policy and beginning to 

create it, you should be constructing it around the values of your company philosophy. By 

staying true to the philosophy that the company was built on, the new company policy will be 

more easily accepted among both employees and management, and you won’t have to worry 

about a contradiction of values. 
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How to Write a Company Policy 

 

When creating a company policy, the hard work is in the research and preparation. Once you 

have done enough research and have a clear plan in mind, the policy can be completed by 

following some simple guidelines or following a template. Each policy will, of course, have a 

unique subject matter, but there are several sections that should be included: 

 

Language 

Your company policy needs to sound professional but try and avoid it sounding like a thesis on 

quantum physics. Use simple, clear, and plain language when writing a company policy. Even 

though some of your employees may be highly educated with degrees or even Ph.D.’s, you 

don’t want to risk any confusion around your company policy. That’s why you need to write it in 

clear enough terms with simple vocabulary to remove any question around its meaning. 

 

 

The words you choose can also have a big effect on how the guidelines of your new policy are 

received. You are more likely to receive a positive response from the members of your 

organization when using flexible words such as “usually” or “should” rather than rigid, harsh 

terms such as “always” or “must.” 

 

Formatting 

Formatting options are not only there to make your company policy pleasing to see, but they 

can also help with how well your policy is understood. Firstly, the company policy should be 

written in a formal font. Implementing a font that is commonly used in the workplace is a method 

of letting your employees know that this document should be taken seriously. The font should 

also be written in a consistent size throughout the document. Different sized fonts for different 

sections of the document can make some guidelines appear more important than others. 

 

 

One last thing to think about with the formatting of your company policy is the spacing. You can 

help with the ease of comprehension for your employees by spacing out the sections of the 

policy. Clumped areas of words can cause the information to be missed and generally looks 

messy. 
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Design 

Unfortunately, a company policy isn’t supposed to be decorative. You should limit the use of 

color on your document to maintain a professional appearance. Writing should always be in 

black against a white background so that they stand out and are easily seen. The use of white 

space is an important tool. It allows you to keep the focus on only the important information and 

separate ideas into easily understandable segments. Color can be used for necessary 

instructive images or for company branding on headers or logos. 

 

 

Length 

The company policy should be short. Remember, you can only tackle one issue at a time with 

your policy. To make it clear what guidelines are coming into effect, you need to limit the 

amount of writing and instructions. Not only will this make the new rules more memorable, but it 

will also prevent your employees from feeling like school children. 

 

Communicate with Employees 

Once the policy has been created, it’s up to you to communicate the new rules effectively to 

your employees. Business policies often fail to take effect because employees are unsure about 

the new rules when they begin or what consequences they will face. 

 

Implementing the new policy is not as easy as simply telling your employees about it. You need 

to ensure the policy gets read and is understood by each member of the organization. To do 

this, you could include a way to check your employees’ reception of the policy. Instruct them to 

send you confirmation of their understanding or even sign a document that says they have read 

and understood the terms of the policy. Not only does this make sure your employees are taking 

the policy seriously, but it also adds in a level of legal protection in any potential future disputes. 

 

Remember that once your employees are informed on the details of the new company policy, 

there will likely be a period of questions. Make sure you leave ample time between distributing 

the new policy and collecting confirmation signatures. 
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Revisions 

Your company policy should be evolving with your company. The guidelines set out by the 

policy have the potential to change and should be reviewed frequently and updated as 

necessary. 

 

Important Company Policies 

 

• Drug and Alcohol Policy: The drug and alcohol policy helps all companies address 

drug and alcohol abuse as a serious matter and show that it will not tolerate it.  

• Telecommuting Policy: Telecommuting policy details how employees are allowed to 

telecommute from home or off-site and remain subject to term and conditions of 

employment. 

• IT Policy: Our IT Equipment, Email & Internet Usage Policy shows how the internet and 

other electronic tools should be used in the company. 

• Company Vehicle Use Policy: The company vehicle use policy provides employees 

with guidelines for using a company vehicle. 

• Overtime Policy: The overtime policy states what is included in the employee’s 

remuneration at regular rate and what will be paid as overtime compensation. 

• Clean Desk Policy: A clean office policy is a powerful tool to ensure that all sensitive 

documents are removed from the workspace when items are not used and when an 

employee leaves the workstation minimizing the risk of security breaches. 

• Sick Leave Policy: Our sick leave policy details how you pay employees for illness 

including also medical, dental, or optical examinations for them or their members of the 

household. 

• GDPR Privacy Policy: The General Data Protection Regulation (GDPR) privacy 

policy refers to the law of customer privacy in the European Union. It addresses the 

transfer of personal data outside of the EU. 

 

 

https://app.business-in-a-box.com/doc/drug-and-alcohol-policy-D708
https://app.business-in-a-box.com/doc/telecommuting-policy-D735
https://app.business-in-a-box.com/doc/it-equipment-email-and-internet-usage-policy-D12640
https://app.business-in-a-box.com/doc/company-vehicle-policy-D12630
https://app.business-in-a-box.com/doc/overtime-policy-guidance-D720
https://app.business-in-a-box.com/doc/clean-desk-policy-D12629
https://app.business-in-a-box.com/doc/sick-leave-policy-D732
https://app.business-in-a-box.com/doc/gdpr-privacy-policy-D12541
https://app.business-in-a-box.com/doc/gdpr-privacy-policy-D12541
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How to Create Powerful Company Policies with Business‑in‑a‑Box 

Templates 

 

A company policy is a brilliant tool if used correctly for improving employee relations and 

creating an optimal workplace environment. Your employees will know what they can expect 

from you while upholding the standards you set out for them. Naturally, the specifics of your 

company policy will be determined by the needs and goals of your company. However, a great 

company policy follows a format that can be mastered by using practical and convenient 

templates. Download our company policy template today from Business-in-a-Box or browse a 

collection of over 2,000 templates. 

 

Tips for Creating Effective Company Policies 

 

There are a few things required for a company policy to be effective. Not only do they need to 

address the genuine needs within a business, but they also need to be constructed in a way that 

is easy to follow and effective enough to produce results.  As such, below are a few key tips that 

we believe will help you create company policies that are trusted and effective.  

 

 

1. Be Consistent with All Your Company Policies  

 

Consistency is key in nearly all cases, and this goes for company policies. These documents 

should be clear and consistent. When you are unclear and contradictory in your message, you 

can come off as untrustworthy and unprofessional to your employees; causing them to not want 

to comply or support your organization. On the contrary, when you are consistent across all your 

policies and throughout the entire document, avoiding any contradiction, this shows your 

employees that the policies are justified, which naturally drives your employees to follow such 

policies with respect.   
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2. Be Clear on the Objective of the Policy  

 

Whoever begins reading your company policies should understand the objective of such policies 

almost immediately. Before going into the details of the policy, state the objective and the 

purpose of reinforcing such policies in the first place. Include what a policy should achieve, and 

how it fits in with the overall culture of the organization; being consistent with the business’ 

mission. 

 

 

3. List Actionable Steps  

 

It is extremely helpful for the reader when you include specific steps or actions that must be 

implemented for the policy to be in effect. Additionally, when you include criteria that indicates 

whether your company policies are effective, you provide the individual reading such policies 

with a clear picture on how to proceed and put these steps into action immediately after 

reviewing the overall policy in question. 

 

 

4. Be Flexible When Possible 

 

Whether we like it or not, there are exceptions or circumstances that are beyond our control; 

regardless of whether you are an employer or the employee. As such, it is encouraged that 

company policies include some flexibility whenever possible. Be clear on the exceptions and 

why they are so while showing that the well-being of the staff and the company is of greater 

importance than following a specific directive. 
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Why Choose Business-in-a-Box 

 

At Business-in-a-Box, we value time and putting it where it matters. In business, this means 

being efficient with your time without compromising on quality and reliability. For less than the 

cost of consulting with a lawyer for one hour, businesspeople can enjoy over 2,000 business 

and legal templates created by professionals themselves; ensuring our customers achieve their 

business goals efficiently and confidently.  

 

When you sign up to Business-in-a-Box, you obtain so much value for you and your business. 

With access to 8 core business modules covering all departments (including legal, 

administration, human resources, finance and accounting, sales and marketing, production and 

operations), this powerful toolkit will help you:  

 

● Convert prospects to clients with business proposals that sell. 

● Hire, motivate and manage your team with our Human Resource templates. 

● Grow your business revenues and achieve your profitability goals. 

● Get all the documents and agreements you need to raise financing. 

● Protect your business and investment projects with Legal Agreement templates. 

● Streamline your processes with templates from the Production and Operations module. 

● Negotiate better deals with clear and legally binding contract terms. 

● Manage every aspect of your business with Standard Operating Procedures, and so 

much more. 

 

To learn more about the features and benefits of using Business-in-a-Box,  

visit www.business-in-a-box.com/features. 

 

 

https://app.business-in-a-box.com/account/create?CreationPage=%2Ftemplates%2Fcompany-policies&entryPoint=%2Fcompany-policies
http://www.business-in-a-box.com/features
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Documents Similar to the Employee Policy 
 

 

Based on your interest in employee policy templates, we think you would benefit from these 

documents as well:  

 

 

● Policy on Privacy and Employee Monitoring 

● Vendor Management Policy 

● Remote Work Policy 

● Sabbatical Leave Policy 

● Personal Leave Policy 

● Sick Pay Policy 

● Unlimited Vacation Policy  

● Pregnancy Leave Policy  

● Environmental Policy 

● Military Leave Policy  

● Drug Testing Policy  

● Remuneration Policy  

● Anti-Bullying Policy  

● Anti-Harassment Policy 

● Accounting Policies and procedures   

 

 

To browse our vast collection of business and legal templates,  

visit www.business-in-a-box.com/templates. 

https://app.business-in-a-box.com/doc/policy-on-privacy-and-employee-monitoring-D724
https://www.business-in-a-box.com/template/vendor-management-policy-D12802/
https://www.business-in-a-box.com/template/remote-work-policy-D12540/
https://app.business-in-a-box.com/doc/sabbatical-leave-policy-D12644
https://app.business-in-a-box.com/doc/personal-leave-policy-D722
https://app.business-in-a-box.com/doc/sick-pay-policy-D12646
https://app.business-in-a-box.com/doc/unlimited-vacation-policy-D12782
https://app.business-in-a-box.com/doc/pregnancy-leave-policy-D727
https://app.business-in-a-box.com/doc/environmental-policy-D12638
https://app.business-in-a-box.com/doc/military-leave-policy-D719
https://app.business-in-a-box.com/doc/drug-testing-policies-D709
https://app.business-in-a-box.com/doc/remuneration-policy-D12642
https://app.business-in-a-box.com/doc/anti-bullying-policy-D12623
https://app.business-in-a-box.com/doc/anti-harassment-policy-D12624
https://app.business-in-a-box.com/doc/accounting-policies-and-procedures-D12681
https://www.business-in-a-box.com/templates/

