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Abstract
The following email discusses a review of the HR policies of a jewelry business called Diamonds Are Us. It discusses methods to obtain feedback on the current policies and an individual review of the policies as well. It mentions the method used for the current review and gives suggestions based on that review to improve HR policies and the department itself. It also discusses the feasibility and benefits of the proposes amendments. The email also emphasizes on the role of the HR department within the company and in general.












Developing HR Policies
Subject: Review of HR policies
Dear Madam,
This is to inform you of the need for a review of the current HR policies at Diamonds Are Us Jewelers. HR policies play a vital role in the smooth operations of any business. They align our company values with our practices and contribute to the creation of a safe working environment which is essential for high productivity and efficiency amongst our employees. Consequently, poor human resource planning  can have immediate and long-term effects on overall profitability and success (Edwards 2011).  It is thus essential to review these policies infrequently to avoid undesirable outcomes in employee and company performance.
The ideal way to ensure that our employees are satisfied with our current policies is to conduct a survey. This survey would only require ratings from 1-5 with the following breakdown. 
1- Highly satisfied
2- Satisfied
3- Neutral
4- Dissatisfied 
5- Highly dissatisfied
This would make the form convenient to fill and will not consume too much of office time. The survey would not only ask questions about policies but also about the workplace environment to indicate if there is a need for additional policies. The employees would also have the option of recommending any changes they feel is needed. This would reflect how comfortable do our workers feel in their everyday work the importance of which is undeniable. Research suggests that employee productivity can increase up to 60% if workers feel safer in their offices (Singh 2008). The HR department is unique as it interacts with all other departments in the office. It is thus vital we receive a review of our performance from every department and take needed action if required. If the proposed survey suggests employee dissatisfaction a thorough review of the current rules and procedure are recommended which should be conducted with the managers of all four of our current branches. 
My personal review of current policies was based on three metrics. Firstly, I have compared our policies with those of most major companies in the same field as ours this helps understand our standards of policies in a competitive market to ensure we do not fall behind. Secondly, I have reviewed all complains made to HR in the last year and charted down common grievances relevant to policies or HR performance. Finally, I have also observed the daily work in the office and have made note of key issues our office faces. As per these metrics my reviews have led me to believe certain amendments to the current policies can prove to be beneficial for this company. 
Diamonds Are Us has been a proud advocate of ensuring workplace equality for many years now. Ideals such as these are what our company has long stood for and our practices thus need to compliment those ideals to truly achieve the vision we have. Keeping that in mind I believe we need the establishment of a harassment review body. This body would consist of HR members who would receive complaints regarding workplace harassment and conduct investigations on the accused. These investigations would involve going through video footage  and questioning the accused and other co-workers. The complaints could be made anonymously and even if not made anonymously the name of the person complaining would be kept hidden. At the end of the investigation the accused if proven guilty would receive punishment which would be a warning, a fine, a suspension or if required a termination. While our current HR policy deals with complains against violence and verbal abuse harassment goes beyond just inappropriate words and physical interactions and thus it is our responsibility to ensure that our employees are safe from any act that may make them feel unsafe at work.
[bookmark: _GoBack]One of the most essential things HR does is maintain a healthy workplace morale to keep our employees enjoy their experience and commit to their daily activities. The HR department currently does not do enough in this regard, this has resulted in compromised employee relationship which has affected workplace morale and thus productivity. Happier employees perform better and are more likely to stay committed to an organization. This company like any other needs its experienced employees to stay with the company and take extra responsibilities when needed to which requires them to be happy in our organization (Edwards 2011). Small acts can make employees feel welcome and valued and improve the relationship between employees as well. In light of these two proposals are recommended:
1- A birthday email and card to every employee on their birthday from the HR department
2- An office excursion in the form of a picnic every 3 months, this excursion would be funded by the employees themselves where the total costs would be divided between those going on the excursion. The HR department will make all necessary logistical arrangements. 
It is not only enough to just have good policies for the smooth functioning of the workplace, the HR department itself needs to be working efficiently to ensure timely responses for any disruptions in the office. I believe the HR department is currently understaffed and is thus unable to manage its daily functions at the required level. This means that complains that need urgent attention are often responded too late and work progress in other department is hindered as a result. The addition of more employees while may seem like an additional cost in practice it will help improve the productivity of all other departments which would improve our work output. As our company looks to expand its current business area an increase in the number of employees is an expected step that needs to be taken.
 	These changes should face little to no resistance as they involve very little structural alteration yet bring a significant improvement in the efficient and safe management of our office. Further alterations may be made depending on the results of the above-mentioned survey. As an expanding business these recommendations would greatly help in improving workplace morale and efficiency which in turn would improve the quality of service we provide to our customers and eventually increasing our profitability. 
Regards,
_____________
HR Department
Diamonds Are US
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