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Outdated or unclear policies create confusion, inconsistency, and unnecessary
risk. This toolkit helps you identify and update the policies that shape your
workplace so they are clear, current, and aligned with how your organization
operates today.

As you work through this toolkit, review the documents that guide expectations, support
decision-making, and influence workplace behavior, including:

¢ Employee handbooks

o Policy manuals

e Standard Operating Procedures (SOPs)

e Manager reference guides

¢ New hire onboarding materials

e« Remote or hybrid work guidelines

e Code of conduct documents

o Safety or security procedures

o Stand-alone policies (attendance, discipline, leave, technology, social media,
etc.)

e Multi-state policy supplements

o Communication templates and reporting protocols

These documents collectively form your organization’s policy foundation. Ensuring they
are current, consistent, and easy to understand strengthens trust, supports compliance,
and equips managers to lead confidently.

Policies are more than rules. They shape culture, guide decisions, and set expectations
for how people work together. When policies are outdated or unclear, organizations see
the impact in inconsistent decisions, employee frustration, and increased risk.

This toolkit helps you take a deeper look at the quality, clarity, and effectiveness of the
policies that support your workplace. While the HR Compliance Readiness Checklist
focuses on legal requirements and core compliance practices, this toolkit guides you
through evaluating:

o Whether your policies reflect today’s workplace realities

e How easily managers can interpret and apply them

¢ Whether employees clearly understand expectations

o Where inconsistencies or outdated language may create risk
« How well your policies align with your values and culture
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By working through this toolkit, you will be able to pinpoint what needs updating, where
gaps exist, and which policies should be prioritized for modernization.

Top Policies to Modernize

Certain policies create a greater impact on organizational clarity, employee experience,
and legal risk than others. These policies are referenced frequently, relied on by
managers, and often contain language that becomes outdated quickly due to changes in
law, workplace expectations, or organizational culture. When these core policies are
unclear or inconsistent, the effects ripple across the company.

Below are the policy areas that most organizations benefit from reviewing and updating
first:

* Workplace Conduct and Anti-Harassment

These policies set the foundation for a respectful environment. Over time, definitions
evolve, reporting processes change, and expectations around inclusion and
psychological safety strengthen. Modernizing this section ensures employees know
how to raise concerns, managers understand their responsibilities, and your
organization reflects current legal standards and cultural expectations.

* Attendance and Time Expectations

Traditional attendance policies often assume fully on-site work, rigid scheduling, or
punitive language that no longer aligns with flexible or hybrid environments. Updating
this policy helps ensure fairness, supports operational needs, and prevents
inconsistent decision-making or disciplinary issues.

* ADA Accommodation and Interactive Process

Accommodation policies written years ago tend to be overly rigid or medically focused.
A modern approach emphasizes collaboration, open communication, and timely
problem solving. Clear guidance protects the organization while supporting employees
and reducing the risk of missteps.

* Remote and Hybrid Work Guidelines

Remote work shifted from an exception to a standard practice in many organizations.
Older policies no longer reflect current technology, communication expectations,
security requirements, or multi-state considerations. Updated guidance helps
employees understand expectations and gives managers a consistent framework for
decision-making.
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* Progressive Discipline or Corrective Action

Step-based, rigid disciplinary policies can create implied contractual obligations or lead
to inconsistent treatment. Today's best practice is a flexible, coaching-oriented
approach that focuses on communication and improvement. Modernizing this policy
protects the organization while supporting more effective leadership.

* Technology, Al, Device Use, and Social Media

Technology evolves rapidly. Policies written even a few years ago may not address
cybersecurity, Al tools, remote access, or expectations around after-hours
communication. Updated language helps employees understand boundaries and
responsibilities while reducing risks related to data privacy or misuse of company
systems.

* Leave Policies Beyond FMLA

State and local leave laws change frequently, and many organizations now offer
additional forms of leave to support employee well-being. A modernized leave policy
ensures alignment with legal requirements and avoids confusion for both employees
and managers.

* Code of Conduct and Professionalism

These policies often contain outdated language, subjective statements, or vague
expectations that are open to interpretation. Updated guidance clarifies behaviors that
support your company’s values and culture, helping employees understand what
professionalism looks like in your environment.

© 2025 JTS HR Consulting. All rights reserved. No part of this document may be reproduced or
distributed without permission.



This preview was created by JTS-HR Consulting. For full content, please purchase
this toolkit.

Julie Soltes
julie.soltes@jtshrconsulting.com
www.jts-hrconsulting.com
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