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1. Purpose
This Internal Personnel Policy document outlines the organization's expectations and procedures in relation to

personnel management.

2. Scope
This policy applies to all employees, contractors, and interns of [Company/Organization Name].

3. Responsibilities
Managers are responsible for enforcing this policy.

Employees are required to comply with all procedures outlined herein.

4. Recruitment and Employment
Equal opportunity employment practices.

Transparent recruitment procedures.

Compliance with applicable labor laws.

5. Conduct and Behavior
Expected standards of behavior and professionalism.

Anti-discrimination and anti-harassment measures.

Procedure for reporting misconduct.

6. Working Hours and Attendance
Standard working hours.

Leave and absence reporting procedures.

7. Compensation and Benefits
Salary administration practices.



Benefit eligibility and provisions.

8. Performance Management
Performance review process.

Disciplinary actions and procedures.

9. Confidentiality
Employee confidentiality obligations.

Data protection requirements.

10. Policy Review
This policy shall be reviewed annually or as required.

Signature: ______________________ 

Date: ______________________
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