
Human Resource Policies &
Employee Handbooks
AVAILABLE FOR OFFLINE & ONLINE

If you have any enquiries,
please call us at 
03-56213630 OR email to
info@comfori.com 

OVERVIEW

HR Policies are the organization’s top management philosophy and general
guidelines as to aims, objectives, responsibilities and accountabilities regarding the
organization’s prerogatives and its employees’ entitlements and benefits at all
levels. The Employee Handbook on the other hand contains the specific terms and
conditions of employment. This handbook forms the bulk of the employment
contracts; the other part being the employment / appointment letter.

OBJECTIVE

- Definition and limitation of HR Policies and Employee Handbook
- Identification of areas of responsibility for the HR Department
- Identification of job functions and establishing accountability and responsibility of
   employees carrying out HR functions
- Defining aims or purposes of functions and levels of responsibility and authority
- Identification of legal and market-standard benefits and entitlements for
  employees; and defining their aims and purposes
- Establishing administrative policies / procedures for availing of the benefits and
  entitlements; and establishing the ‘paper’ trail
- Developing the employee handbook
- Legal issues surrounding various policies


