MAWA EVENTS

Address: No. 857, Block A2. Leisure Commerce Square - No 9., 46150 Petaling Jaya, Selangor, Malaysia

MAWRA EVENTS

Trusted in Delivering Excellence

Phone: +601116373203 | Email: info@mawaevents.net

WRITING POLICIES & PROCEDURES AS AN EFFECTIVE SUPERVISOR

“Enhancing Supervisory Effectiveness Through Clear, Practical Documentation”

Date Venue Fees

26 - 27 Feb 2026 Dubai, UAE USD 1995 per delegate

Introduction

Effective supervisors must not only lead and manage teams but also ensure that operational clarity is maintained through well-written
policies and procedures. These documents serve as a foundation for consistent decision-making, regulatory compliance, and
operational efficiency across departments.

This 2-day intensive training course equips supervisors with the practical tools and techniques needed to draft, review, and implement
clear and effective policies and procedures. Participants will learn how to translate organizational goals into actionable documents that

guide team performance and support management objectives.

Objectives

By the end of this course, participants will be able to:

Understand the role and importance of policies and procedures in supervision

Write clear, concise, and actionable policies aligned with organizational goals

Identify key components of effective procedures and standard operating instructions

o Use templates and frameworks to standardize documentation

o Evaluate and revise existing documents for clarity, relevance, and compliance
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Why Attend

e Improve communication and reduce ambiguity within teams

e Support consistent operational practices through clear documentation

e Ensure alignment between policies and organizational goals

e Gain confidence in drafting, reviewing, and updating workplace procedures

e Learn documentation best practices tailored for supervisors

Target Audience

This program is designed for:
e Front-line and mid-level supervisors
e Team leaders and department coordinators
e HR and compliance support staff
o Administrative professionals tasked with policy writing

o Newly promoted supervisors seeking documentation skills

Individual Benefits

Key competencies that will be developed include:
e Practical writing skills for technical and administrative documents
e Increased clarity in communicating rules and procedures
e Enhanced confidence in supervisory responsibilities
e Greater efficiency in developing and maintaining documentation

e Stronger understanding of documentation roles in compliance and performance

Organizational Benefits

Upon completing the training course, participants will demonstrate:
« More consistent operations through standardized documentation
e Reduced risks and misunderstandings related to unclear policies
e Improved team alignment and performance

e Stronger internal controls through structured procedures

Enhanced support for audits, training, and legal compliance

Instructional Methodology

The course follows a blended learning approach combining theory with practice:
o Strategy Briefings - Core concepts of supervisory writing and documentation principles
o Case Studies - Examples of well-written and poorly written policies and their impact
e Workshops - Interactive exercises to draft and edit sample procedures
e Peer Exchange - Group critiques and feedback on writing styles and formats

e Tools - Ready-to-use templates for policy and procedure development
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Course Outline

DETAILED 2-DAY COURSE OUTLINE
Training Hours: 07:30 AM - 03:30 PM Daily Format: 3-4 Learning Modules | Coffee breaks: 09:30 & 11:15 | Lunch Buffet: 01:00 -
02:00
Day 1: Foundations of Effective Policy and Procedure Writing
e Module 1: Understanding Policy & Procedure Fundamentals (07:30 - 09:30) « Definitions and distinctions between policies and
procedures ¢ The role of documentation in supervisory responsibilities « Common challenges and pitfalls in policy writing
e Module 2: Policy Structure and Language (09:45 - 11:15) ¢ Elements of an effective policy document ¢ Writing with clarity,
consistency, and purpose ¢ Legal and organizational alignment
e Module 3: Drafting Procedures for Clarity (11:30 - 01:00) * Step-by-step guides and standard operating procedures (SOPs) ¢ Using
active voice and visual aids in instructions ¢ Defining roles, timelines, and exceptions clearly
e Module 4: Practical Writing Workshop (02:00 - 03:30) * Hands-on drafting of sample policies and procedures ¢ Peer review and
trainer feedback « Common editing tips and quality control steps
Day 2: Policy Implementation, Review, and Maintenance
e Module 1: Policy Communication and Roll-Out (07:30 - 09:30) * Gaining buy-in from teams and stakeholders « Communication plans
for policy deployment ¢ Tools for reinforcing policy adherence
e Module 2: Document Control and Revision Practices (09:45 - 11:15) « Version control, approvals, and record-keeping ¢ Monitoring
effectiveness and compliance ¢ Triggers and schedules for policy review
e Module 3: Reviewing and Updating Existing Documents (11:30 - 01:00) * Conducting document audits ¢ Identifying outdated or
conflicting procedures ¢ Aligning updates with organizational changes
e Module 4: Final Workshop and Feedback (02:00 - 03:30) * Group presentations of revised or new policies ¢« Feedback session with

best-practice sharing  Personal action plans for implementation

Certification

Participants will receive a Certificate of Completion in Supervisory Policy and Procedure Writing, recognizing their ability to create

effective workplace documentation aligned with supervisory duties and organizational goals.

Why Choose MAWA Events

¢ Global Expertise: More than 17 years of experience in professional training and consulting.
¢ Industry-Leading Faculty: Courses delivered by seasoned professionals with hands-on experience.
o Practical Insights: Learn to turn theory into actionable strategies for real-world business impact.

¢ Client-Focused Solutions: Customized programs designed to achieve your organisation’s unique goals.

In-House / Customized Training TEL: EMAIL:

Interested in running this course for your team?

Please contact us: +601116373203 info@mawaevents.net

© Material published by MAWA Events shown here is copyrighted. All rights reserved. Any unauthorized copying, distribution, use, dissemination, downloading, storing (in any medium),

transmission, reproduction or reliance in whole or any part of this course outline is prohibited and will constitute an infringement of copyright.
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