


Engage your staff to follow your company processes

¢ƻŘŀȅΩǎ ǿŜōƛƴŀǊ ǿƛƭƭ ŎƻǾŜǊΥ

1. What is the true cost when mistakes happen

2. Understand the value of setting up the right processes linked to your policies and procedures

3. The best ways to roll out new policies and procedures for better staff engagement

4. Iƻǿ ǘƻ ŀŘŘǊŜǎǎ ǎǘŀŦŦ ǿƘƻ ŘƻƴΩǘ Ŧƻƭƭƻǿ ŎƻƳǇŀƴȅ ǇƻƭƛŎƛŜǎ ŀƴŘ ǇǊƻŎŜŘǳǊŜǎ

5. Setting new goals and objectives for better performance outcomes
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Our Mission is to take 
businesses from Good to 
Great

Our Purpose is to take customers on a 
journey to help them improve their 
business through all aspects of 
employee engagement and 
performance

Mission Purpose



Business Advice & Strategy

HR Advice & Support

Professional Sales Training



TOPIC 1

What is the true cost when 
mistakes happen?



Key Points:
Å Financial cost 
Å Cost of rework
Å Lack of productivity
Å Time wasted
Å If someone leaves suddenly, then there is a massive loss of knowledge and intellectual property (IP)
Å Disruption within your business will lead to poor customer service and reputation
Å Staff morale drops and sometimes people shut down
Å The simplest things can sometimes create major havoc in a business

Why the simplest mistakes can affect your company 
reputation and bottom line



KeyPoints:
Å Disagreementsbetweenmanagersandstaff,or staff within departments
Å Createsstressandanxiety
Å Animositywith people
Å Conflictin the workplace(the blamegame)
Å Causesconfusionasyouhaveto backtrack
Å Customeroutcomesbecomeeffected
Å Roledefinition ofάǘƘŀǘΩǎnot myƧƻōέcreatesfrustration
Å Createsa higherworkload

All the above normally creates high staff turnover!

How mistakes effect teamwork and staff morale



KeyPoints:
Å Customersfeel let down
Å Poorcustomersatisfaction
Å Youlet your customersdown asthis affectstheir outcomes
Å Customerslookelsewhereandarenow on the marketlookingat your competitors
Å Customersthen leaveyour companywhichaffectsyour bottom line
Å Thishappensdueto the lackof TRUST
ÅWhat is the TRUEcostthat isassociatedwith all of the above?

Understand the impact of mistakes to your customers



TOPIC 2

Understand the value of setting up the 
right processes linked to your policies 
and procedures



KeyPoints:
Å PoliciesandProceduresshouldbe documentedandall staff shouldbe acrosstheseguidelines
Å Policiesarestatementson how the companyexpectsstaff to conductthemselves
Å Theά²Ƙȅέbehindthe actionto determinethe Companydirection
Å Shouldhaveanaim,purposeandmeasures/objectivesto assistin decisionmaking
Å Usedasa guidingprincipleandgenerallyrefersother documentsto be used
Å Somepoliciesare required by law, suchasPrivacy,EEO& Discrimination,Whistle-blower

Policies,to namea few
Å Proceduresare providingstep-by-step instructions,and how-to guidesfor staff on processes,

systems,andtools
Å TheάIƻǿέandstepson how to do things
Å Supportsthe businessin trainingor re-trainingstaff
Å Ability to be usedasprocessimprovementor auditing

Understanding the difference between a policy and procedure



KeyPoints:
Å Companyefficiencyandstability in decisionmaking
Å Allowsyou to refer to processesandexpectationsof the business
Å Meetsthe minimumrequirementsof the federalandstateworkplacelaws
Å Outlinesunacceptablebehaviours
Å Summariseswhat isnot tolerated in the workplace
Å ReducesandminimisesclaimsunderFairWork,OHSprosecutionor liability claims

Thisisall aboutsettingexpectationsfor youremployees!

Understanding the value of good policies and procedures



KeyPoints:
Å Its important to communicatepolicies by providing them and explainingthe policies to be

effective
Å Policiesshouldbe communicatedproperlyandconsistentlyto mitigateclaimsin future
Å Keepmanagementaccountableby settingstandards
Å Guidanceon how to conductthemselvesin the workplace
Å Compliancemeetingobligationsof the law to providea safeandhealthyworkplace
Å Canhelpdefendagainstemployeeclaimssuchasbullyingor harassment
Å Yourstaff shouldknowwhereto goto for help!

Why you link company processes to policies and procedures



TOPIC 3

The best ways to roll out new policies 
and procedures for better staff 
engagement



KeyPoints:
Å Commonsetof guidelinesandexpectationsfor employees
Å Forthe Employers,to performancemanageeffectively
Å Getseveryoneon the samepath of consistency

HOW?
Å Byinductingandre-inductingstaff
Å Creatinga workshopthat hassomeimpact
Å Automatingprocessesandonlineacknowledgement
Å Acknowledgingstaff who follow the processes
Å Holdstaff accountablewhoŘƻƴΩǘ

What is it that you are trying to achieve?



KeyPoints:
Å Setsthe expectationsandstandardsof the business
Å Allowsmanagersto follow a process
Å Candealwith unacceptableconductandperformancein the business
Å Raisingprofessionalstandards
Å TheisHRBestPractice

Express the importance of why every individual need to 
follow the right processes within your business



KeyPoints:
ÅWhensomeoneaskswhat is the procedureon thisΧMakea note andcreateone!
Å Hold brainstormingsessionswith the team to review policiesand proceduresas part of the

qualityassuranceandimprovement
Å Allowingmanagersand team leadersto support and provide feedbackthrough management

meetings
Å Reviewa few policieseachmanagementmeeting to ensurethe leadersare all on the same

pageandprovidingthe samefeedbackto the staff
Å Once policies and/or proceduresare finalised, roll them out to the team, and hold them

accountableby havingthe documentssignedoff or acknowledged
Å Bydoingall the above,this will safeguardyour company!

Ways to implement new policies and procedures



TOPIC 4

Iƻǿ ǘƻ ŀŘŘǊŜǎǎ ǎǘŀŦŦ ǿƘƻ ŘƻƴΩǘ 
follow company policies and 
procedures



KeyPoints:
Å It is important that all managersandteamleadersareacrossthe policiesandprocedures
Å Practicewhat youpreach
Å Managersandstaff shouldbe on the samepage
Å Testthe knowledgeandmakeit fun, do policyquizzes!
Å Makesureyour policiesalignwith your companymission,visionandvalues
Å Thinkabout the costof policy/proceduremismatch!
Å5ƻƴΩǘtalk in a jargonsopeopleunderstand
Å Thinkaboutcommonsense!

aŀƪŜ ǎǳǊŜ ȅƻǳ ŘƻƴΩǘ ƘŀǾŜ Ǉolicy/procedure mismatch 



KeyPoints:
Å Informal discussionsin the first instanceby referring them to the policyor procedureof what

happened
Å Reiterateandget staff to re-readthe policiesandacknowledgesignoff
Å Hold a staff meeting to go over what happenedand how to prevent it from not happening

again
Å Discusswaysto mitigatehazardsandincidencesfrom occurringin the future
Å After multiple meetings,verbal or informal discussions,you must have a formal counselling

meetingto addressthis

Ways to address staff in a situation for the best outcomes



KeyPoints:
Å CompanyRe-induction by resettingcompanyexpectations
Å PolicyWorkshopsto setout the expectationsandstandards
Å Toolbox/prestartmeetingsto goovera few policiesto checkthe understanding

Theimportanceof explainingthe meaningof the policiesand proceduresand Bestpracticeis to
refreshyourpoliciesevery2 yearsand/or aslegislationchanges

How to re-educate your staff to get back on track to avoid 
future mistakes



TOPIC 5

Setting new goals and objectives 
for better performance outcomes



KeyPoints:
Å Thisisall aboutsettinggoalsandobjectives
Å Brainstormandbouncingideasoff oneandanother
Å Diversify,seekopinionsandlookat different options
Å Thinkabout internalandexternaloutput
Å Conductingstaff surveysbringshugevalue
Å Continualimprovementkeepsyour staff engaged

The value of brainstorming for better business/continuous 
improvement



KeyPoints:
Å SoftwaresolutionssuchasTeams,Zoometc.
Å HRISsystemsthat cansendinformationdirect to the staff
Å Stafftrainingonlineor face-to-face
Å Havea StaffProcedureManualor Handbook
Å Managingupwards
Å Goingto the sourcefor queriesfor the bestoutcomes

Setting new benchmarks through team communication



KeyPoints:
Å Positivemoraleandattitude from staff
Å Createsgreatculture
Å Becomemoreefficientasmakinglessmistakes
Å Collaborationbetweenstaff
Å More effectiveaccountabilityandperformance
Å Better teamoutput
Å Staffrecognitionandpraise

The value of celebrating the milestones and achievements



https://keyba.com.au/hr-documents-checklist/

https://keyba.com.au/hr-documents-checklist/

