
OBJECTIVE: Write an employee policy.

Directing is a key management function that entrepreneurs must perform. It involves con-
veying plans, assignments, and instructions to employees. This also includes writing policies for 
the staff. Employee policies should communicate an entrepreneur’s goals and expectations to 
employees while motivating them to perform their best.

Policies can make it clear to employees what kind of behavior is expected in the workplace. 
They can set clear guidelines on what is and isn’t appropriate. Policies can help entrepreneurs 
avoid, or at least defend against, lawsuits. Policies should be clearly and concisely written, and 
should state specific consequences that would result when they are not followed.

Practice Situation
You need to develop and write a policy to deal with employee tardiness. Your desire is to 

make sure that employees are punctual; however, you also want the policy to be flexible. A sug-
gested opening has been included to get you started (see below). If you wish to alter the opening, 
simply replace the one provided with your own.

EMPLOYEE POLICY—PUNCTUALITY

Employees of this firm are expected to
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 Word Processing Directions

1. Start your word processing software program.

2. Write the employee policy. Proofread and edit your work to make sure that it is correct and 
concise and provides consequences if not observed.

3. Save your work.

4. Print out a copy of your completed employee policy if your teacher has instructed you to do so.

5. Answer the following questions.

Interpreting Results

1. Why should entrepreneurs provide written policies to their employees?

2. Exchange your completed employee policy with a classmate. How does your version differ 
from your classmate’s. Reread your own employee policy. How would you change it after 
reading your classmate’s employee policy?

Drawing Conclusions

3. Could small businesses succeed without written policies? Explain.
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