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2. EXPORT COMPLIANCE MANUAL

Asr-Med, . and i e andsubsiiaies e fmly commited o et adence ol
LS, ¢xport coatrol laws aad Export i0as (EAR)
and International Tnfll-tu\%n'l'l“ L ’Tl\“l” well a3 other il L o
invernational dealings. In this regard, Astro-Med is commined to full compliance with all
applicable expost rquireents arsuant 1 U.S.Law w\:lndms, bt nelllmlrdln those lm

o sforced by e U, eland Security, U.S. Department
State, the U.S. Department of Commerce, Bureau of lndlsuyandSe(uuy kil
Depatmentof Tressury, Ofice of Forign Asset Conrl. Uneer v coumstances should e

export of ITAR or EAR: data, software, o tes take place contrary
10U.5. expoet control laws and regulations.

Administrative, civil, and criminal penalties exist for violations of expon control Laws and may
R iocad g Che Cay i o sy Bisnof gl ickm

associated with failing to comply with LS. export control laws and regulations, all
Emplayers s be sware ofthee ablgaions for fll complince

I accordance with the various U.S. laws and regulatioas, Astro-Med has esublished and
mplemtoued n expon conplisace polcy snd proceduces o comply wih e plicy and U,
export controls and regulations. Astro-Meds compliance palicy and proceduces are detailed in
this Manual.

Astro-Med's Expoct Compliance Manual should be used oot oaly a6 an educational 100, bt alsa
5.2 peactical guide in the course of day-to-day oedes processing and any licenting manageanent
for al departments involved,

Compliance with the U.S. Export Laws is ployee’s job, and each employee iavolved i
ietemations! use this | with respect 10 his or her

from )uny s abilley 1 export
products. Failure 1o comply may resul in mmpumq action by Astro-Med.

* This Expont Compliance Manual will be maintained and distributed by the Export
Compliance Manager (and is posted on the Company s Intranet site and avallable to all
mwml

. necessary, due primarily 1o regula ges or changes in
feberes s export process.

= Human Resources will provide all new employees, at time of hire, with a copy of the

“Regulatory Compliance Commitment” issued by Gregory Woods, CEO of Astro-Med,
lac.
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Compliance Manual

The compliance process consists of three acthises thal ae managed by the Sieening
Group

«  self assessment prepared by he Inssitute providing evidence of whether its. entry-level
professional qualificaion meets the Common Content education and general
requIrements.

= review of the self assessment by a review team on behalf of the Steering Group to
assess whether there is adequale evidence 10 SUPpOr the conchsions expressed in
the soif assessment: and

. Sweering Group decision making in relation o the self assessment and review
processes.

This Compliance Manual explains the self assessment, review and Steering Group decision-

making in relaton to and the of the

process through the Steering Group. This Manual sets foth the requirements for the
by nstitutes, the neviews by review teams,

and the decision-making process in relation 1o the self ASSESSMENT and TEVew pIOCesses,

The Compliance Manual refers 1o the following Common Content documents:
- Common Content Overview

«  Leaming Cutcomes and Knowledge

«  Skils Framework

These are available on the Common Content websile www.COmMOnConent com.

Compliance Process

The Comphance Manual sets forth the requirements for each of the thiee acthities of te
compiance process in tum.

The self Assessment process coNSists of Seven pans:

Part A General Descripion of Qualiication Program
Fan B Description of Quality Control Over © Program

Federal government websites often end in.gov or.mil. Before sharing sensitive information, make
sure youre on a federal government site. The Federal Register notice of withdrawal is on display at
80 FR 53311. The Federal Register notice of withdrawal is on display at 80 FR 28624. The Federal
Register notice of availability is published at 79 FR 74729. The Federal Register notice of availability
is on display at 79 FR 31949. The Federal Register notice of availability is on display at 79 FR 21250
This CPG provides guidance to FDA staff regarding decomposition in fish and fishery products. The
CPG provides guidance to help FDA personnel determine whether to take enforcement action based
upon the presence of 3MCPD in acidHP and Asianstyle sauces in interstate commerce or offered for
import into the United States. The CPG provides guidance to FDA Staff on FDAs enforcement policy
for Listeria monocytogenes L. monocytogenes in foods. See 73 FR 1357, Jan. 8, 2008. This revised
draft CPG provides guidance for FDA staff regarding FDAs current thinking on its enforcement
policy for pesticide chemical residues in food. We intend to use the following four indicators to help
users of the guidance identify future additions or revisions 1 The updated guidance will be identified
as a revision of the previously issued document, 2 the revision date of the guidance will appear on its
cover, 3 the edition number of the guidance will be included in its title, and 4 questions and answers
that have been added to the guidance, or prior answers that have been in any way modified, will be
identified as such in the body of the guidance. The two guidance documents explain FDAs current
thinking on issues related to the pedigree requirements of the PDMA. Revisions were made
throughout the CPG, most significantly, to conform to the device registration

regulations.http://akvari-um.ru/userfiles/eysenck-manual.xml

e compliance policy manual, compliance policy manual for banks, bank compliance
policy and procedures manual, fda compliance policy guides manual, compliance
policy and procedures manual, pci compliance policy manual, compliance policy
guides manual, fda compliance policy guidance manual, 1.0.
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Hish Incident
M afrarmeit Responss

Security Business
Standards Continuity

If a contract sterilizer only distributes sterilized devices to the manufacturer or other registered firm
and does not ship the sterilized devices into commercial distribution, then it is not required to
register with the Center for Devices and Radiological Health 21 CFR 807.20c2. Additionally, a
contract sterilizer located in a foreign country is only required to register if it imports, or offers for
import, the sterilized devices into the United States 21 CFR 807.40a. Guidance replaces Compliance
Policy Guide CPG Sec 110300, Guidance for FDA Staff Registration of Food Facilities Under the
Public Health Security and Bioterrorism Preparedness and Response Act of 2002; Guidance replaces
Compliance Policy Guide Sec. 440.100 Marketed New Drugs Without Approved NDAs or ANDAs CPG
7132¢.02. See 71 FR 38650, Jul. 7, 2006. See 71 FR 38650, Jul. 7, 2006. This CPG was superceded
by 21 CFR 556.200. These document also facilitate compliance with applicable laws, regulations and
standards by compliance high risk operational areas. This is regardless of whether the development
is done through an outside contractor or law firm or internally by a committee within the
organization. You must also consider the resources expended to properly review and approve policy
document. This can be time consuming and costly in terms of time and effort. Some organizations
post their own policies online and are free to download. If using this approach care must be taken
when copying and pasting another organization’s document. There may be significant difference in
the organization and management of the policy and procedures, which makes adapting them
difficult. Also, there is the question of whether the other organization correctly and consistently
addressed applicable laws and regulations.The fact is that scores, if not hundreds, of policy
documents are needed to be in compliance with regulatory and care
standards.http://coebmsf.com/userfiles/eymerich-nicolau -manual-dos-inquisidores.xml
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4 DISTRBUTION CENTER SHIPMENT EXPECTATIONS

* Shipments of multiple purchase orders must not be consolidated in a single shipping
canon.

+  All railers coming onto the Fred's inbound lot must have proper identification with
legible numbers and or letters on the front (nose) and back (door area) of the trailer for
indentification.

¢  Drivers do not assist in unloading the trailer.

4.1 Drop Shipments (Collect Shipment)

+ Vendors are required io contact FRED'S traffic department 7 davs prior to
shipment to schedule ransporation. {Details: see section 6 Tralffic - Vendor
Routing.)

*  For product being picked up at the vendor, a designated carrier will contact
the vendor for the pickup appointment.

# If shipping by LTL carrier, ther
fanoed 10 the vendor by the

Information will be emailed or
depanment. The vendor is then
5

& billed all charges related to power detention (TONU =
Used) and layovers created by missing ready dates.

[See Section 9]
o All PO's weighing less than 100 pounds are 10 be shipped prepaid.

4.2 Direct Shipments (Prepaid Shipments)

» Freds assumes no ownership of prepaid inventory in transit. The terms oa all

Compliance related policy document s are needed to establish the structure and operation of the
compliance program. These alone number in the dozens. Some of them are identified directly in
compliance guidance documents, such as duty to report, nonretaliation, confidentiality, etc. The
upcoming deadline for ICD 10 Coding mandates is a reminder of this. The deadline for these policies
is October 1, 2014 and that date is fast approaching. Those failing to meet this deadline will be
confronted by a host of payment and penalty problems. Those who have been working to revise and
update the code policies know how difficult, time consuming and expensive to do this. The following
are some common types of compliance related policies Mr. Kusserow has worked with health care
organizations to conduct compliance program effectiveness evaluations, deliver advisory services,
develop policies and procedures and deliver compliance and internal investigations training. Out of
these cookies, the cookies that are categorized as necessary are stored on your browser as they are
essential for the working of basic functionalities of the website. We also use thirdparty cookies that
help us analyze and understand how you use this website. These cookies will be stored in your
browser only with your consent. You also have the option to optout of these cookies. But opting out
of some of these cookies may have an effect on your browsing experience. This category only
includes cookies that ensures basic functionalities and security features of the website. These
cookies do not store any personal information. It is mandatory to procure user consent prior to
running these cookies on your website. These elements are supported by twelve compliance
principles. Compliance Reporting The compliance program enables regular efficient and effective
reporting to Executive Management, the ARMC and the Board regarding Stanwell’s compliance
obligations.

The reporting includes information on compliance with Stanwell’s obligations, compliance issues,
compliance breaches and nearmisses. Reports on compliance breaches outline the breach and the
corrective actions planned or undertaken to ensure that the possibility of reoccurring or systemic
breaches are reduced. Full details of all Stanwell compliance issues including breaches are retained
in a central register managed by Corporate Compliance. Where reasonable and appropriate, this
reporting may be electronically enabled to promote efficiency. Compliance Education and Training
The compliance program promotes awareness of compliance through facilitation of training and
education of our people regarding Stanwell’s compliance program and compliance obligations.
Where appropriate, training may be tailored by or for individual business units and individuals.
Where reasonable and appropriate, this training may be electronically enabled to promote efficiency.
Continuous Improvement Doc No GOVPOL20 Rev 3 Rev Date 18.12.2012 THIS DOCUMENT IS
UNCONTROLLED IN HARD COPY FORMAT Page 3 of 8 Stanwell’s compliance program and



compliance performance is regularly monitored, measured and reported. Stanwell’s compliance
program is periodically reviewed by the General Manager Corporate Services, in consultation with
the members of the Executive Leadership Team ELT to ensure that the program remains efficient
and effective and is appropriate to Stanwell’s need. Managers may make recommendations for
improvement. The results of these reviews will be reported to the ARMC if appropriate. This will
provide the Board with a level of comfort that the Legal Compliance Framework is effective and will
highlight areas within the process that can be improved. These reviews shall be carried out in
addition to internal audits. As part of continuous improvement, this policy may be amended by
Management for approval by the Board. 5.

Work with

http://www.diamondsinthemaking.com/content/boss-br-8-owners-manual

0 Responsibilities and Authorities In accordance with Stanwell’s Code of Conduct, it is the
responsibility of all Stanwell Directors and employees and all contractors working for or at Stanwell
sites to comply with the law, Stanwell’s contractual commitments and Stanwell’s policies and
procedures. The Board The Stanwell Board retains the ultimate responsibility for legal and
regulatory compliance and is charged with overseeing, reviewing and ensuring the effectiveness of
Stanwell’s compliance systems. The Board is responsible for determining the appropriate level of
compliance that the Board is willing to accept in the conduct of Stanwell’s business activities. The
Board is accountable to its shareholding Ministers for Stanwell’s compliance with its obligations.
The Board is advised regularly on compliance related issues including any compliance breaches. Doc
No GOVPOL20 Rev 3 Rev Date 18.12.2012 THIS DOCUMENT IS UNCONTROLLED IN HARD COPY
FORMAT Page 4 of 8 The ARMC operates and reports within the terms of the ARMC Charter
endorsed by the Board. The Chief Executive Officer The Chief Executive Officer CEO is accountable
to the Board for ensuring implementation and management of Stanwell’s compliance program.
Specifically, this includes ensuring a compliance culture is promoted within Stanwell and our people
adhere to this Compliance Policy. Chief Financial Officer The Chief Financial Officer CFO is
responsible for the oversight of Stanwell’s compliance system implementation and operation. It is
the responsibility of the CFO with the support of Legal, Internal Audit and Corporate Compliance to
ensure that noncompliance issues are adequately investigated and all issues are reported to
appropriate parties in a timely manner.

http://kansascreative.com/images/carrier-screw-chiller-service-manual.pdf
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Process Procedures Journey Work Flow

General Manager Corporate Services The General Manager Corporate Services is accountable to the
CFO for the implementation, review and management of Stanwell’s compliance program, including
associated reporting to the Executive Leadership Team and the Board. Doc No GOVPOL20 Rev 3 Rev
Date 18.12.2012 THIS DOCUMENT IS UNCONTROLLED IN HARD COPY FORMAT Page 5 of 8
Executive General Managers Each Executive General Manager or other persons as identified by the
CEO from time to time is accountable to the CEO for compliance obligations both within their
business units and across the Corporation for which they are responsible. Managers and Supervisors
Managers and Supervisors are responsible for ensuring effective implementation and maintenance
of this Compliance Policy and that all our people adhere to the associated systems and guidelines.
Managers are responsible for the regular reporting of the status of controls, compliance breaches
and their improvement to Executive Management. Group Manager Internal Audit The role of the
Group Manager Internal Audit is to review the adopted compliance programs against set criteria to
confirm the effectiveness of the compliance controls and systems and to identify any need for
improvement or change in the controls or systems. Our people Our people have a responsibility to
ensure that their activities on behalf of Stanwell comply with all applicable legal and external
obligations and Stanwell procedures. Stanwell’s Boardapproved Code of Conduct. Stanwell
Corporation Limited and its subsidiaries. Acts, omissions or events relating to Stanwell’s compliance
obligations that, upon further investigation, may or may not be identified as a compliance breach.
Acts or omissions by Stanwell resulting in the breach by Stanwell to meet its compliance obligations.
The compliance obligations contained in the Stanwell Compliance Obligations Register.

http://atlantichurricane.com/images/carrier-service-manual-download.pdf
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Unfair,
Deceptive,

or Abusive

Acts or Practices
Policy Manual

Think Compliance
Mortgage Compliance Solutions

Compliance framework includes this compliance policy, compliance procedures and the compliance
obligations register. Chief Executive Officer and the Executive General Managers Effective control
of legal risks in order to ensure that the law is complied with. Refers to Stanwell directors,
employees and all contractors working for or at Stanwell, in your capacity as a director, employee or
contractor of Stanwell. Previously Risk and Compliance Management Policy GOVPOL04 was in
place. D Farrelly Board 1 24.03.2010 Review on completion of Compliance System Upgrade Project
A Osborne Board 2 12.04.2012 Policy rewritten to address the requirements of the integrated
Stanwell Corporation M.Maraj Board 3 27.11.2012 Position titles updated following Organisational
Review.We are a nonprofit group that run this service to share documents. We need your help to
maintenance and improve this website. This Policy is underpinned by and to be read in conjunction
with the James Cook University Compliance Framework and Code of Conduct. Scope This policy
applies to all staff and affiliates of the University and its wholly owned subsidiaries, members of the
University Council and other University Committees. Every director, manager, officer, contractor
and agent of JCU has a responsibility to uphold the University’s values and to actively participate in
improving standards of compliance. Definitions Except as otherwise specified in this Policy, the
meaning of terms in this Policy are as per the Policy Glossary. This policy uses the following defined
terms Code A statement of recommended practice developed internally by the University or
externally by another body may be mandatory or voluntary. Compliance Adhering to the
requirements of laws, industry and organisational standards and codes, principles of good
governance and accepted community and ethical standards.

Compliance failure An act or an omission whereby the University does not meet its compliance
obligations, processes or behavioural obligations. Legal risk The potential for financial loss or
reputational damage if the University fails to be aware of and implement legislative or regulatory
requirements that could impact operations, results in a breach of compliance, or through action or
inaction gives rise to potential litigation against the organisation, its staff or students. Obligation A
requirement specified by laws, regulations, codes or organisational standards. Responsible Officer
Employees appointed as being responsible for compliance with particular legislation. Policy 1.
Commitment 1.1 The University is committed to ensuring that it complies with all applicable laws
and regulations, and that it strives to meet the requirements of those standards and codes of



practice that apply to its daytoday activities and responsibilities. The Framework outlines a formal
approach to continuous improvement. The ongoing performance of the Framework will be monitored
and reviewed. The monitor and review mechanisms are this Policy; supporting procedures and forms
and registers that complement the Risk Management Framework and Plan and the Code of Conduct
such as fraud prevention, managing conflicts of interest, and breach reporting; and the University’s
Compliance Register a Responsible Officer will be appointed for each obligation and will be
accountable for compliance with designated obligations. 3.3 The framework will enable a robust,
structured and risk based approach to compliance that is appropriate to JCU’s activities and
operating environment; and an approach consistent with the principles of ISO 196002015
Compliance management systems. 4. Responsibilities 4.1 Council. Council is ultimately responsible
for approving the Compliance Policy. 4.2 Audit, Risk and Committee.

http://mountmedpharmacy.co.za/wp-content/plugins/formcraft/file-upload/server/content/files/16284
1fd14efdb---buick-century-repair-manual-free-download.pdf

The Audit, Risk and Compliance Committee is responsible for monitoring and reviewing the
University’s Compliance Framework in accordance with the Committee’s Charter, and reviewing and
making recommendations to Council regarding the Compliance Policy. 4.3 Vice Chancellor. The Vice
Chancellor is responsible for leading a compliance culture across the University through promoting
and supporting the Compliance Policy and Framework. 4.4 University Executive. The University
Executive are responsible for ensuring that appropriate resources, systems and processes are in
place to implement the Compliance Framework across the organisation, compliance with legislative
and regulatory requirements within their specific areas of operational responsibility, and ensuring
that any potential or actual legislative noncompliances are identified and appropriately managed.
4.5 Chief of Staff. The Chief of Staff has overall responsibility for the control and coordination of the
Compliance Framework and for coordinating the implementation of the compliance process across
the University. 4.6 Responsible Officers. Responsible Officers will work closely with the Chief of
Staff and will have responsibility for providing guidance and support to all employees; monitoring
legislation, regulations and codes for any changes or new statutory requirements; reporting
noncompliance issues, whether systemic, recurring or oneoff; and ensuring that legislative
requirements are met within their Divisions. 4.7 Managers and Staff. Managers must demonstrate
their commitment to compliance by making themselves fully aware of the University’s legal and
other obligations within their area of accountability or span of control.

www.cxnjl.com/userfiles/files/caloric-electric-oven-manual.pdf

All staff are responsible for adherence to the compliance obligations relevant to their position;
performing their duties in a lawful and safe manner; undertaking training in accordance with the
compliance program; and reporting and escalating compliance concerns, issues, complaints and
failures. Related policy instruments Code of Conduct Compliance Framework Risk Management
Policy Risk Management Framework and Plan Related documents and legislation Australian
Standard 38062006 Compliance Programs Administration NOTE Printed copies of this policy are
uncontrolled, and currency can only be assured at the time of printing. It is committed to not only
identifying the legislation which it is obliged to comply with but also measuring the levels of
compliance in the organization. A Legal and Contractual Compliance Programme is a system for
identifying and monitoring compliance with legislation and contractual agreements. It also attempts
to raise employee awareness of legal and contractual obligations and aims to embed a compliance
culture within the organization. The Compliance Policy document and all other referenced
documents shall be controlled. Version control shall be to preserve the latest release and the
previous version of any document. However, the previous version of the documents shall be retained
only for a period of two years for legal and knowledge preservation purpose. Records shall be in
hard copy or electronic media. The records shall be owned by the respective system administrators
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and shall be audited once a year. All the changes and new releases of this document shall be made
available to the persons concerned. The maintenance responsibility of the document shall be with
the CISO and system administrators. Subsequent changes and versions of this document shall be
controlled. Issues of data protection, restrictions on use of specific technology, compliance with
security policies and standards must be defined and documented.

Legal advice shall be sought and all above mentioned documents shall be kept up to date. Your
comments and suggestion are also welcome. He has helped dozens of organizations in implementing
effective management systems to a number of standards. He provide a unique blend of specialized
knowledge, experience, tools and interactive skills to help you develop systems that not only get
certified, but also contribute to the bottom line. He has taught literally hundreds of students over the
past 5 years. He has experience in training at hundreds of organizations in several industry sectors.
His training is unique in that which can be customized as to your management system and activities
and deliver them at your facility. This greatly accelerates the learning curve and application of the
knowledge acquired. He is now exCertification body lead auditor now working as consultancy
auditor. He has performed hundreds of audits in several industry sectors. As consultancy auditor, he
not just report findings, but provide valueadded service in recommending appropriate
solutions.Consultancy He has helped over 100 clients in a wide variety of industries achieve ISO
9001,14001,27001,20000, OHSAS 18001 and TS 16949 certification. Training He has delivered
public and onsite quality management training to over 1000 students. Other services He has
provided business planning, restructuring, asset management, systems and process streamlining
services to a variety of manufacturing and service clients such as printing, plastics, automotive,
transportation and custom brokerage, warehousing and distribution, electrical and electronics,
trading, equipment leasing, etc. He holds a Bachelor of Engineering degree in Mechanical
Engineering and is a MBA in Systems and Marketing. Prior to becoming a business consultant 6
years ago, he has worked in several portfolios such as Marketing, operations, production, Quality
and customer care. He is also certified in Six Sigma Black belt.

Notify me of new posts via email. We will then provide you the documentation system for you to add
small pieces of missing information, this will ensure the documentation is accurate to your business
and will comply with the standards required for a remote audit. When completed we can allocate an
independent auditor to evaluate and audit the completed documents. The documents that we create
for you will be specifically tailored to your company, and will meet the requirements of the
Standards that you have purchased. For Your Annual Surveillance we use a selection of advanced
assessment technics to minimize the need for a regular visit to your office. Trace International
provides genuine Certificates from an Internationally recognized Accredited Certification Body,
these certificates are 100% authentic and are recognized Globally. We are so confident that we can
achieve our scheme objectives remotely, that if we do need to visit you it will be at no extra cost.
Trace International provides genuine Certificates from an Internationally recognized Accredited
Certification Body, these certificates are 100% authentic and are recognized Globally. We will then
provide you the documentation system for you to add small pieces of missing information, this will
ensure the documentation is accurate to your business and will comply with the standards required
for a remote audit. When completed we can allocate an independent auditor to evaluate and audit
the completed documents. The documents that we create for you will be specifically tailored to your
company, and will meet the requirements of the Standards that you have purchased. For Your
Annual Surveillance we use a selection of advanced assessment technics to minimize the need for a
regular visit to your office. Trace International provides genuine Certificates from an Internationally
recognized Accredited Certification Body, these certificates are 100% authentic and are recognized
Globally.

We will then provide you the documentation system for you to add small pieces of missing



information, this will ensure the documentation is accurate to your business and will comply with the
standards required for a remote audit. When completed we can allocate an independent auditor to
evaluate and audit the completed documents. The documents that we create for you will be
specifically tailored to your company, and will meet the requirements of the Standards that you have
purchased. For Your Annual Surveillance we use a selection of advanced assessment technics to
minimize the need for a regular visit to your office. Trace International provides genuine Certificates
from an Internationally recognized Accredited Certification Body, these certificates are 100%
authentic and are recognized Globally. It takes the right amount of collaboration, the right types of
distributive mediums, and the right methods to measure understanding. All of these things take an
enormous amount of time and energy, but automating them with a software solution can increase
efficiency, and ensure compliance with your policies and procedures. Here are 5 steps to ensure
compliance, and what software features to look for to choose the best possible solution. 1. Meet with
divisional leaders to ensure the policies and procedures being created are feasible for individual
departments. 2. Determine the best format of policies for your different audiences. 3. Make Policies
and Procedures easily accessible to your employees. 4. Set deadlines for each policy and procedure
to be acknowledged. 5. Determine the best way to measure the understanding your employees have
of policies and procedures. Meet with divisional leaders to ensure the policies and procedures are
feasible The first step to ensuring compliance begins with involving the leaders of each section of
the organization.

Policies are often created by someone within an organization that does not have a comprehensive
understanding of the daily tasks within each department. Involving others, even if just for a 30
minute interview surrounding a policy, ensures that the new policies Are not misunderstood Use the
correct terminology Make sense to the employee Determine the best format of policies for your
audience Different departments contain different personalities, schedules, and daily experiences. To
ensure compliance with policies and procedures, make sure that you deliver them to your employees
through vessels they are comfortable with. A benefit to meeting with your divisional leaders is that
you can leverage more information from them, including how the policies will be best received.
Examples of different vessel requirements include situations where employees do not access
computers during the work day but may have a company smart phone, making them a better
candidate for a video presentation of their policies and procedures. Make Policies and Procedures
easily accessible to your employees Do your employees know where to look for their policies and
procedures, or are they overwhelmed by a minefield of folders on a shareddrive with a naming
convention that can only be interpreted by codebreakers. Not only should you spend time ensuring
that the organization of your policies and procedures makes logical sense, you should also make sure
that an employee from any department, and any level of management, should be able to find the
policies that apply to them within 3 clicks. This will help ensure they do not get frustrated and
abandon their attempt at being compliant. Structure your folders by Department Type of Policy EX
Management “ Fire Drill Procedure And give links to these shared drives to the appropriate
managers.

Set deadlines for each policy and procedure to be acknowledged Setting deadlines for
acknowledgment does not just mean establishing an Outlook Calendar reminder on their effective
date. Once the policies and procedures have been created and are accessible, set up weekly
meetings with all managers to ensure they have a successful plan in place to ensure their employees
compliance understanding. If you send out surveys to each employee, send scheduled email
reminders for them to guarantee they have received the policies and procedures, and know the
deadlines. Include a contact number and email address within their reminders in case they have
questions. To manage this process without slowing down your email servers, consider using a
software solution for policies and procedures. Solutions such as ConvergePoint are built into
SharePoint, stay behind your firewall, and access your Active Directory, so you don’t have to worry



about working an entirely new program into your company. Determine the best way to measure
understanding Each policy and procedure is an individual, and should be treated as such.
Standardized I accept responses are okay for some standard policies, but ensuring compliance with
procedures should go a step further to guarantee understanding. Depending on the task or field,
taking quizzes, scheduling practice runs, or the combination of both can dramatically increase your
employee compliance with policies and procedures. 5 Steps Automate Meet with divisional leaders
to ensure the policies and procedures are feasible. Look for a program that allows custom
certifications for your employees. Being able to create a custom quiz gives you the power to control
the content your employees remember most. Determine the best format of policies for your
audience. Software programs that allow multiple formats to be uploaded, such as Microsoft Office
Word and PowerPoint, mp3 and mp4’s should be considered for optimal effectiveness.
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