
HR Policy Development Scope of Work

1. Introduction
This Scope of Work (SOW) outlines the requirements and deliverables for the development and implementation of
Human Resources (HR) policies for [Company Name]. The objective is to establish clear, comprehensive, and
compliant HR policies that support business goals and promote a positive work environment.

2. Objectives
Analyze current HR policies and practices.
Identify gaps and areas for improvement.
Develop new HR policies as required.
Ensure compliance with applicable laws and regulations.
Create an implementation and communication plan.

3. Scope of Services
1. Policy Review and Analysis:

Review existing HR policies and procedures.
Conduct benchmarking against industry best practices.

2. Stakeholder Consultation:

Conduct interviews and focus groups with management and staff.
Gather feedback on existing and proposed policies.

3. Policy Development:

Draft new policies and update existing ones.
Ensure alignment with legal requirements and organizational values.

4. Policy Validation:

Facilitate review sessions with key stakeholders.
Revise drafts based on feedback.

5. Implementation Planning:

Develop a rollout and communication plan.
Provide training materials as needed.

4. Deliverables

Deliverable Description Due Date

Policy Gap Analysis Report Summary of existing policies and areas for development [Date]

Draft HR Policies Initial drafts of updated and new HR policies [Date]

Finalized HR Policy Manual Comprehensive manual of approved HR policies [Date]

Implementation Plan Plan for policy communication and rollout [Date]

5. Timeline
The project is expected to commence on [Start Date] and conclude on [End Date]. Detailed milestones will be



established in consultation with [Company Name].

6. Roles and Responsibilities
Consultant: Lead policy review, development, and training.
Company HR Team: Provide access to documents and stakeholders.
Management: Approve final policies and support implementation.

7. Approvals
Final approval of documents and deliverables is required from the [Relevant Department or Authority].

8. Contact Information
Project Contact: [Name]
Email: [Email Address]
Phone: [Phone Number]
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