1. A handbook is a tool used by employers to communicate with their employees and can be used as outstanding protection to claims. Kamila’s first steps should be to select a team that she will work with to review the handbook and inform them of the areas that need to be reviewed so that they can do their research. Then, she should plan when the team will meet and discuss changes to be made in the handbook. Kamilah should include all the seven of her fellow assistants in the revision group because they will have more ideas and new approaches on how to make the handbook more efficient.
2. For Kamilah to be accepted as a team leader she should get to know her team members and call for a one to one introduction and occasionally communicate with them. She should make time by meeting with them and finally she should lead by example. For Kamilah to communicate with others on the onset she needs to use statements and not questions when addressing the team, be confident when speaking to them and she should give the team directives instead of suggestions and give them a deadline on when the revision should be completed.
3. 
From: Kamilah
To: The assistants
Subject: Request for you to join my team
Dear (Name of the assistant)
I am writing about drafting a revision of the employees' handbook and I would be grateful if you could join my team.
The project will address issues such as dress code, equal employment opportunity, grievance procedure, disability policy and leave of absence policies. Your input will be highly appreciated. The following will be the agenda for the first meeting.
[bookmark: _GoBack]
Insurance Team Meeting
01/105/2020                                                   
 View Park Restaurant
REVISING THE EMPLOYEES HANDBOOK
OBJECTIVES:
1. Provide an orientation to the purpose of the meeting
2. Review the purpose of the team. 
3. Adopting ground rules for the meeting.
4. Confirm team membership.
5. Identify the role of the meeting.
6. Evaluate the meeting
AOB
9:00.Welcome, review the agenda and confirm the next meeting time and place. 
09:15 Reviewing the purpose of the team.
09:30 Adopt ground rules for the meeting.
09:45 Reviewing team membership.
10:30 Plan the next steps of the meeting.
11:00 Completing the meeting in evaluation.
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