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INTRODUCTION: WHY POLICIES
MATTER MORE THAN YOU THINK

Every  organ izat ion ,  whether  a
multinational  corporation,  a  small  non-
profit,  or  a  local  government  agency,
relies  on  policies  to  create  structure,
ensure  compliance,  and  define
expectations.  A  well-crafted  policy
provides a clear framework for decision-
making, reduces ambiguity, and protects
bo th  the  o rgan i za t i on  and  i t s
stakeholders.  Yet,  many  people  find  the
process  of  writing  a  policy  daunting.
They  either  copy  templates  without
adapting  them  or  produce  documents
that  are  so  dense  and  legalistic  that
nobody  reads  them.  This  is  a  missed
opportunity.  A  policy  should  be  a
practical  tool,  not  a  shelf-filler.
Understanding how to write a policy
effectively  is  an  essential  skill  for
managers,  compliance  officers,  HR
professionals, and team leaders. In this
article, we will  walk through the entire
process,  from  initial  planning  to  final
approval ,  and  provide  you  with
actionable steps to create policies that
are clear, enforceable, and user-friendly.

UNDERSTANDING THE PURPOSE
OF A POLICY

Before  you start  writing,  you must  be
clear on what a policy is supposed to do.
A  policy  is  a  deliberate  system  of
principles  that  guides  decisions  and
actions. It is not a detailed procedure or

a  step-by-step  instruction  manual,
although it sometimes references those.
Instead, a policy sets the boundaries and
the "why" behind the rules. For example,
a social  media policy might  state that
employees  must  not  share  confidential
c l ient  in fo rmat ion  on l ine .  The
accompanying  procedure  would  then
explain exactly how to tag a post, whom
to ask for approval, and what to do if a
violation occurs.
When you are learning how to write a
policy, you must first ask yourself three
fundamental  questions:  Why  does  this
policy exist? Who is it for? What problem
does it solve? Without clear answers, the
policy will likely be vague or misdirected.
A  g o o d  p o l i c y  a l i g n s  w i t h  t h e
organization's  values,  legal  obligations,
and  operational  realities.  It  should
protect the organization from risk while
also being fair and transparent to those
who must follow it.

When Do You
Need a New
Policy?
Organizations  often  create  policies
reactively—after a crisis, a lawsuit, or a
compliance audit  reveals  a  gap.  While
necessary, this can lead to rushed and
poorly  written  documents.  A  more
proactive  approach  is  to  regularly
evaluate  your  policy  landscape.  Signs
that  you  need  a  new  policy  include:
recurring employee questions about the

https://template-dev.mobaptist.org/


2

2 How To Write A Policy 2022-08-06

same  issue,  inconsistent  decisions
across  departments,  new  legal  or
regulatory requirements,  or a significant
change in how the organization operates
(such as adopting remote work). Writing
a  po l i c y  i n  a  ca lm ,  de l i be ra te
environment  always  produces  better
results than writing one under pressure.

ESSENTIAL ELEMENTS OF A
WELL-WRITTEN POLICY

Every  effective  policy  shares  a  common
anatomy. When you are studying how
to write a policy,  you should ensure
your  document  contains  the  following
elements. These are not optional extras;
they  are  the  building  blocks  of  clarity
and enforceability.

Title and Policy Number: The
title should be descriptive but
concise. A policy number helps
with version control and
referencing.
Purpose Statement: A brief
explanation of why the policy
exists. This sets the context and
helps readers understand the
rationale behind the rules.
Scope: Clearly state who is
covered by the policy. Is it all
employees, contractors,
volunteers, or only specific
departments? Scope also defines
the boundaries of application.
Definitions: Define key terms
that might be ambiguous. For
example, if you write a policy
about "reasonable use" of
company resources, define what
"reasonable" means in your
context.
Policy Statements: These are
the core rules or principles. They
should be written in clear, direct
language using "must," "shall,"

"may," and "must not."
Roles and Responsibilities:
Who is responsible for
implementing, enforcing, and
updating the policy? This prevents
confusion later.
Consequences for Non-
Compliance: While you do not
need to list every possible
punishment, you should state that
violations may lead to disciplinary
action, up to and including
termination.
Review and Revision Date: A
policy must be a living document.
Include a date for scheduled
review.
Approval Signature: A policy
gains authority when it is formally
approved by the appropriate
leadership or governing body.

Missing  any  of  these  elements  can
weaken your policy. A policy without a
clear  scope,  for  instance,  is  easily
challenged.  A  policy  without  defined
consequences  is  often  ignored.

HOW TO WRITE A POLICY: A
STEP-BY-STEP GUIDE

Now we arrive at the core of our topic.
Understanding how to write a policy is
best  learned by  following a  structured
process. Do not skip steps, especially the
research  and  drafting  phases.  Let's
break  it  down  into  manageable  stages.

Step 1: Identify
the Need and
Gather
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Information
Begin  by  articulating  the  problem  or
requirement that the policy will address.
Consult  with  stakeholders  who  will  be
affected  by  the  policy.  This  includes
frontline  employees,  managers,  legal
counsel ,  and  poss ib ly  external
regulators.  Conduct  interviews  or
surveys to understand current practices,
pain  points,  and  what  people  actually
need from the policy. Gather any related
documents,  such  as  existing  policies,
industry  standards,  or  regulatory
guidelines. This research phase is vital.
Many  people  fail  at  how to  write  a
policy  because  they  assume  they
already know what  is  needed.  You do
not. You need data and input from the
people who live with the issue every day.

Step 2: Outline
the Policy
Structure
Once you have your information, create
a logical outline based on the essential
elements  listed  above.  Start  with  the
purpose and scope, then move into the
specific  policy  statements.  Think  of  the
outline as a skeleton; you will flesh it out
in the next step. A good outline helps
you maintain focus and ensures you do
not forget critical sections. It also helps
you organize your thoughts before you
write a single sentence.

Step 3: Write the

First Draft Using
Clear Language
Now you write. The most important rule
here is to write for your audience. Avoid
jargon,  legalese,  and  unnecessarily
complex language. Use short sentences
and active voice. For example, instead of
writing "It is expected that all employees
will  adhere to  the guidelines  set  forth
herein,"  write  "Employees  must  follow
these  guidelines."  Use  "must"  for
requirements,  "may"  for  permissions,
and "must not" for prohibitions. This is a
cornerstone of how to write a policy
that  people  will  actually  read  and
understand.  Be  specific.  If  you  require
training, state what training, how often,
and by when. If you prohibit something,
describe  it  clearly.  Vague  language  is
the enemy of enforceability.

Step 4: Review
and Revise with
Stakeholders
After your first draft is complete, share it
with a small group of key stakeholders
for feedback. This is not the time for a
full  organizational  rollout.  You  want
honest,  critical  input  from people  who
understand the operational realities. Ask
them  specifically:  Is  this  clear?  Is  it
achievable? Are there any gaps? Does it
conflict  with  any  other  policies?  Be
prepared  to  revise  your  draft  multiple
times.  This  iterative  process  is  what
separates  mediocre  policies  from
excellent  ones.  Many  people  rush  this
stage, but it is where the quality of your
policy is truly forged.
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Step 5: Conduct
a Legal and
Compliance
Review
Before the policy  is  finalized,  it  must  be
rev iewed  by  lega l  counse l  o r  a
compl iance  expert .  This  is  non-
negotiable,  especially  for  policies  that
touch on employment law, data privacy,
health and safety,  or  financial  practices.
Legal  review  ensures  that  your  policy
does  not  inadvertently  violate  laws  or
create liability. It also helps ensure that
the policy is enforceable. A policy that
contradicts labor laws is worse than no
policy at all.  In the journey of how to
write a policy, this step is your safety
net.

Step 6: Obtain
Formal Approval
Once the policy is legally reviewed and
revised,  it  needs  formal  approval.
Depending  on  your  organization,  this
might come from the CEO, the board of
directors,  or  a  specific  committee.  The
approval process should be documented.
The  policy  should  include  an  approval
date  and  the  name  or  t it le  of  the
approving  authority.  This  gives  the
policy  its  official  weight  and  authority.

Step 7:

Communicate
and Train
A policy  is  only  effective  if  people  know
about  it  and  understand  it.  Simply
posting it on an intranet is not enough.
Develop  a  communication  plan  that
announces the new policy, explains why
it was created, and highlights key points.
Provide training sessions, especially for
managers  who  will  be  responsible  for
enforcement. Create a FAQ document to
address  common  questions.  This
implementat ion  phase  is  o f ten
overlooked,  but  it  is  critical.  You have
done the hard work of learning how to
write a policy; now ensure it lands well.

Step 8: Monitor,
Enforce, and
Update
After the policy is live, you must monitor
its effectiveness. Are people following it?
Are  there  unintended  consequences?
Track any violations or complaints. Use
this  data  to  inform  future  revisions.
Schedule a formal review of the policy at
least  annually,  or  more  often  if  the
regulatory  environment  changes.  A
policy that  is  outdated is  a  liability.  It
lulls people into a false sense of security
and  can  be  used  against  you  in  a
dispute.  Treat  your  policy  as  a  living
document  that  evolves  with  your
organization.

COMMON MISTAKES TO AVOID

Even  with  a  solid  process,  there  are
pitfalls  that  can undermine your  work.
Here  are  the  most  common  mistakes
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people make when they attempt how to
write a policy:

Writing for the lawyers, not
the employees: Overly legalistic
language confuses readers and
leads to non-compliance. Write for
a layperson.
Being too vague: Phrases like
"act professionally" or "use good
judgment" are subjective and hard
to enforce. Be specific.
Creating policies in isolation:
Writing a policy without input from
those affected leads to unrealistic
rules and resentment.
Ignoring existing policies: A
new policy that contradicts an
existing one creates confusion and
undermines the entire framework.
No enforcement mechanism: A
policy without consequences is
just a suggestion.
Failure to update: Policies that
reference outdated laws,
technologies, or organizational
structures are dangerous.

Avoiding these mistakes will dramatically
improve the quality and effectiveness of
your policies.

BEST PRACTICES FOR POLICY
WRITING AND IMPLEMENTATION

Beyond the step-by-step guide, there are
overarching  best  practices  that  can
elevate your policy writing. First, use a
consistent  format  and  style  across  all
policies. This makes them easier to read
and reference.  Consider using a policy
management  software  system  that
tracks  versions,  approvals,  and

acknowledgments.  Second,  involve  a
diverse  group  of  stakeholders  in  the
development  process.  This  not  only
improves the policy but also builds buy-
in  and  reduces  resistance  later.  Third,
use  real-world  examples  within  the
policy to  illustrate complex points.  For
example, in a conflicts of interest policy,
include  a  scenario  that  shows  what
constitutes  a  conflict.  Fourth,  always
create  a  companion  procedure
document if the policy requires detailed
steps. Keep the policy high-level and put
the operational  details  in  a  procedure.
Finally, celebrate the policy launch. Treat
it as a positive development that helps
the  organization  run  better,  not  as  a
burdensome rule.

CONCLUSION: POLICY WRITING IS
A STRATEGIC SKILL

Learning how to write a policy is not
just  about  filling  a  template.  It  is  a
strategic skill that impacts organizational
culture,  compliance,  and  efficiency.  A
well-written  policy  provides  clarity,
reduces risk,  and empowers  people  to
make decisions within a safe framework.
By following a structured process—from
identifying the need to  monitoring the
policy  after  launch—you  can  create
documents that are respected, followed,
and  valued.  Do  not  rush  the  process.
Invest time in research, drafting, review,
and communication.  The result  will  be
policies that serve your organization for
years  to  come,  rather  than  gathering
dust on a shelf.  Start  with one policy,
apply  these  principles,  and  see  the
difference  that  thoughtful  policy  writing
can  make.


