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Policies, guidelines, and procedures help your business function systematically and efficiently. Having a written outline of how things should be done in your workplace ensures that every employee has the knowledge and vision to contribute to the growth of the business. Create a procedural manual to empower your employees to do their job to the best of
their skills. A procedure manual contains policies, guidelines and processes for the entire organization. It exists to help employees do their jobs in an approved and consistent way. Your procedure guide includes policies and procedures for your overall job, as well as for each individual function. Policies reflect the rules you want your employees to follow,
while procedures outline the process for following these rules. The procedure manual of your business should include: The vision, mission and core values of your business Health rights and regulations, sick days and vacation days Expenses, deductions and reimbursements Harassment and discrimination guidelines Online communication guidelines
Breaks, schedules and rest periods Disciplinary action Have all this information in writing ensures that your employees have a point of reference for everything they need to know about the rules of work. This reduces poor communication between the business and its employees. It also ensures that there are processes to complete each action, and what to
do in case disciplinary action is required. Each department in your organization must have a procedure manual detailing the tasks of each function within this department. For example, there must be an IT department manual, a customer service department manual, and a sales department manual. Within each manual, be sure to list each type of role, such
as it manager, customer service representative, and sales partner. It then lists the specific tasks that each role is responsible for. Then create step-by-step instructions for each task. For example, if one of the tasks of the CSR is to close the cash register every night, how should they? How should cash and credit card transactions count, where should they list
and what should they do with the money at the end of the night? Having these kinds of minutes of documented data ensures that there are no knowledge gaps for your staff. They have a reference that they can check when they forget a process or are completing a new task. If an employee has to leave the company suddenly, he still has a record of all the
tasks that are responsible so that he can guarantee continuity in his business. Write a clear, coherent and useful process takes time. Start by composing a schema of all the information you need to include. Then highlight the areas prioritoses, prioritises, you know which sections to start with. Complete the manual section of the procedure per section, instead
of working in multiple sections at once. This helps reduce confusion and repetition. Use a direct writing style that makes it easier for your employees to follow the logical steps you offer. Include a lot of numbered step-by-step lists for processes that need to happen in a certain order. Use bulleted lists for procedures that can be completed out of order.
Whenever possible, include images or graphics to assist in understanding. Always keep your procedure manual updated by reviewing it every month. When necessary, review procedures that aren't up to date. Share the latest updated version of the procedure manual with your employees. Instead of having a printed version, consider having an online version
of the manual, which makes it easier to make sure your employees always have the latest content. Share the manual with all new employees and emphasize the importance of reading through each section to become familiar with the rules of your workplace and department. Refer to the manual in meetings where questions come out about topics that are in
the procedures. For example, if an employee wants to know what the policy is when taking sick days, answer their question and also remind them to review the information in the procedure manual. A policy manual is a collection of documents that define an organization's rules, policies and procedures, and helps staff and business management. Policy
manuals can be offline, paper documents and/or virtual documents, which are stored electronically. There are business policies, department-focused and role-specific. Policy topics include: Human resources fund the administration of sales of legal information technology A policy document includes an overview of the policy, a description of employees
affected by the policy, benefits or the expected outcome of the policy, the consequences of not following policy and the date of creation of the policy. The existence of well-written and standardized policies will save management time and help ensure employees across the business are treated fairly, which can improve morale and reduce legal risks. In
addition, business policy manuals align and support corporate strategies and values. A manual review of the policy, led by someone in the human resources department, is often part of a new employee guidance program. Many companies require new employees to sign a document confirming that they have read and will respect the company's policies.
Reminders of ongoing, the introduction of new policies and the ongoing strengthening of policies are most often handled by the department's management. These activities can be carried out in individual meetings, team meetings and/or through the use of e-mail or other electronic communication channels. All companies have policies and that employees
must follow. Part of making sure your employees follow them is making sure they are aware of their company's specific rules and having access to them. The best way to do this is to provide each employee with a copy of their company's policy manual. A policy manual is a formalized human resources document that presents a broad overview of standard
operating policies and procedures for an organization. This essential document provides structure and establishes consistency and discipline in employee decision making and behavior. The policy and procedure manuals must be all that cover and contain all the vital rules established by your company. A policy manual should not only be written offhandedly.
It should be a collaborative effort with your human resources department after careful consideration and review. It may be useful to consult with a legal professional when drafting your company's policies and procedures to ensure that you comply with the law. The policy manual may be whenever you need it to include all the necessary information. If you're
getting a little too upset, you might want to consider housing online where all employees can access it as needed. Policy manuals and procedures are living and breathing documents that are important for you to run a successful business. They often change over time as your company changes. Policy manuals offer many organizational benefits, starting with
communication throughout the company typically involved in the development process. Once created, the manuals offer a formal method for making consistent, well-planned and systematic HR decisions linked to organized goals. Policy and procedure manuals set out how you expect your employees to behave and the level of professionalism you expect. It
lets employees know exactly how things run in their company and what they can expect in certain areas. It also ensures that all employees follow the same set of rules and work more cohesively. This way, you can manage more easily and discipline conduct that you find unacceptable. You can also better protect yourself as the employer against any
discrimination claim. If an employee is disciplined or fired for clearly breaking a company policy, it will be difficult for the employee to claim discrimination. Policy and procedure manuals include from the company's dress code to holiday hours to the use of social media at work. Other rules included in a policy and procedure manual include: Time paid rest and
sick days policy Internet work safety procedures and email policy Use of company ownership policy Payroll policy, including overtime and breakage Policy of discrimination and harassment Policy of use of substances, including drug testing Bereavement, jury duty and maternity/paternity leave policy How labor disputes are handled Policy discipline Privacy
policy The specific policies and procedures that you include in the manual may vary depending on the type of industry in which you operate. For example, if you have a health care company where employees regularly interact with customers, it may include one policy on protecting customer information and another about protocol for interacting with
customers. As with the documents you give employees, make them sign a recognition that they have both read policies and understood them. Be sure to keep a copy of this recognition in your personnel file. If useful, have regular employee training in your policy manual so that everyone is on the same page and can get any questions answered. When
updating or adding a policy, be sure to inform your staff. Smart screens are flooding the market, with devices from Google, Lenovo and JBL to choose from. But if you'd rather have Alexa on your beck and call - or at the fingertip - you have to choose from one of Amazon's Echo Show range, which is now three strong thanks to the new Echo Show 8.Key
specsScreen size: 8 inchesResolution: 1280 x 800 pxCamera: 1MP, front-facingSound: 2 x 2 inches 10W speakersDimensions: 200 x 136 x 99 mmWeight : 1,037gTh this 8-inch smart screen follows the 10-inch Echo Show and the much smaller Echo Show 5, but being the average child hasn't harmed your prospects at all. The Echo Show 8 is the perfect
size for almost any space and carries a mix of features from his two brothers. It can do everything other Echo Shows can do, shown on a screen that is inherited from its older brother, while also offering the privacy features of Echo Show 5 smaller. Amazon obviously sees a lot of potential on its smart screens and, with the Echo Show 8, we see it, too. You
can shop online without lifting a finger, use it to watch videos or listen to music, make calls, much more in addition, all without taking up too much space on the bedside table or kitchen counter. And perhaps the most redeemed feature on the Echo Show is that you don't need an app to set up. It's easy, it's convenient and almost perfect. [Update: There's a
new version of the larger Echo Show, with smarter Alexa capabilities, and Netflix support: announced at the Amazon 2020 event, the new Echo Show 10 can now turn to face you as it moves around the room. With a sensible design, it looks a bit like a mini Echo Studio with a mobile screen stuck on the front, and like the All-New Echo, Echo Dot and Echo Dot
with Clock, it's a great aesthetic departure from its predecessor. It is likely that the rest of the Echo Show range, including the Echo Show 8, will be given a similar design review the next few months matching. While it's yet to confirm a release date, Amazon says the new Echo Show 10 will set you back $249.99/£239.99/AU$399.] (Image credit: TechRadar)
Price and and Echo Show 8 was announced in September 2019 and began shipping to customers in major markets in November 2019. However, it began shipping to Australia only in February 2020.La smart screen can be purchased directly from Amazon or major retailers for $129/£119/AU$229, although it is possible to get it for cheaper, as Amazon often
offers discounts across its Echo range. (Image credit: TechRadar) DesignSi you have seen or used the second generation Echo Show or Echo Show 5, then the new 8-inch brother will be familiar to you. It looks exactly like the Echo Show 5, the camera and the camera shutter included, only with an 8-inch screen instead of a smaller 5-5-inch screen. The
Echo Show 8 carries the same 1280 x 800 pixel screen resolution from the 10-inch device. The same number of pixels on a smaller screen means that you get clearer and clearer image quality with echo show 8 and more detail. Image 1 of 2 (Image Credit: TechRadar)Image 2 of 2 (Image Credit: TechRadar)The angled screen, as with the other Echo Shows,
is held in place by a fabric-wrapped base that makes it resemble a speaker at the back. Around the back is also the power port of the smart screen and, like its siblings, will have to keep it connected at all times. Also at the back is a microUSB port and a 3.5mm headphone jack in case you'd like to keep your hearing pleasures private or blast through a
connected hi-fi system. The inclusion of the microUSB port, however, is a mystery to us. It's available on the other Echo Shows too, but there's no consumption value we can find. (Image credit: TechRadar) Coming to the front, there's a 1MP camera that inherits from its younger brother, along with the physical shutter that you can slide closed if you're aware
of the privacy. In fact, if you're not too interested in Alexa being heard in everything you say, you can keep voice activation off by pressing the left-plus button at the top of your device. The other two buttons next to it, as the icons indicate, are to adjust the volume. Screen and touch functionalityAs before, there is no physical home button on echo show 8.
Everything you need is available on the screen which, we must say, is very sensitive. The 8-inch screen is clear as a stud, regardless of the viewing angle. The screen features adaptive brightness, which means it automatically adjusts to ambient light, although you can adjust the brightness to your liking by simply sliding down from the top of the screen to
reveal the slider. The they may be a minor annoyance depending on the lighting conditions inside, but never so much that seeing something on this 8-inch screen becomes a big deal. (Image credit: TechRadar) Next to the brightness slider is the option to change device settings. From there you can change the wallpaper, decide what appears on the home
screen, configure Don't bother and more. Swipe left to right and you'll upload a menu that provides easy access to a range of features, including listening to music, watching videos, setting up routines, and making calls or ads. All that the Echo Show is capable of being available at your fingertips. (Image credit: TechRadar) However, it is very clear that the
smart screen was built to showcase Alexa's skills in response to voice commands. Unless you're watching a video on one of the packaged services (like Prime Video or Sky News), there's a high probability you'll see a suggestion of what Alexa can do for you, even if it's a skill you're aware of or have tried a few times already. There are options in the settings
to disable some of this but there is no way to completely get away from it — so much so that it gets a little annoying. (Image credit: TechRadar) Unlike the Google Nest Hub Max, which has full-screen clock faces that can turn the smart screen into a desktop clock, there is no option to show time in fullscreen mode. That said, it's not really a switch according to
unless you regularly have to check the weather from across the room. Video and soAs mentioned above, the Echo Show 8 only has a 1MP front camera instead of the 5MP at the 10-inch Echo Show. On paper, the latter should offer better video quality than the former but, in use, the 1MP camera works better. While struggling with backlit themes, the feed
looks much more natural than in the second Echo Show.For gene to a device with a footprint of only 200 x 135 x 99mm (7.9 x 5.4 x 3.9 inches), packs a pair of two-inch speakers with low passive. That's just a smidge smaller than the two 2.2-inch speakers on the 10-inch Echo Show, and yet the Echo Show 8 can get strong. It's not as punchy as the older
brother, as there's sound enhanced by Dolby on this one, but the 8-inch device may hold its own if you like the booming bass. If you don't, you can always adjust it to your liking through the equalizer in the settings pane. The sound is room filling and even does well within a large open-plan space (the walls can reverberate the sound, making it look louder than
it really is). (Image credit: TechRadar) While you can stream directly from Amazon's own streaming services, you can link your Spotify or Apple Music account if you prefer. Echo Show 8 is also Bluetooth-enabled, so you can pair it with your phone or tablet and play tunes that you've saved in a hand device library. Video streaming is also available, with Prime
Video taking center stage and just a tap or voice order away, in theory. However, this was the only service we were unable to access, even after resetting the device. Even though we were able to ask Alexa to play trailers or news clips, the voice assistant kept saying Sorry, there was a problem every time we tried to try Amazon's own video streaming service.
Trying to use the Alexa app to set it up was also useless, although the Echo Show 8 paired with our handset and appeared online on the app. Since everything else worked perfectly well, we're guessing this is just an isolated incident and not a problem with Amazon's device or service. Other features The Echo Show is also, of course, able to control some of
its connected smart home devices. Alexa has a different set of skills in different regions — while it can do a lot more in the US and UK, skills in Australia are very limited. While it's very easy to establish a connection with the Philips Hue lights, we couldn't find a way to connect our Nanoleaf Canvas configuration to Australia. There's also no Zigbee support
(which you'll find on the larger Echo Show), but this shouldn't be a deal breaker for most people, as there are still plenty of smart devices that can be controlled through the Echo Show 8. (Image credit: TechRadar) As before, there aren't any YouTube apps here yet. However, Amazon's silk browser is available for all your YouTube needs or online shopping.
Speaking of which, you still can't buy it on Amazon through voice commands in Australia (as you can in some other markets), so if you happen to be living Down Under, then the onboard browser is the way to go. (Image credit: TechRadar) As mentioned above, you don't need the Alexa app to set up or use Echo Show 8, even if it's useful if you want to link
other services that you can access to the Smart screen. For example, iOS and Mac users can link their Apple Music account to the Alexa app, and then access it via a voice command or tap the Echo Show.Si you can use Amazon Photos to store your images, your Echo Show can double as a digital frame, although Google Nest Hub Max is a better device
for this purpose thanks to its ability to adjust color automatically. Verdict It's fair to say that the Echo Show 8 brings nothing new to the table, but considering it's significantly cheaper than the 10-inch Echo Show (2nd gen) and has a better set of features than the Echo Show 5, it definitely hits the sweet spot when it comes to value for money. The 8-inch
brother has the best screen experience between the current crop of Echo Show devices and great sound to accompany the sharp display. In fact, it sounds better than the Google Nest Hub Max, although the latter does a better job of showing off your photos. The Echo Show 8 is also remarkably easy to set up, and you need the Alexa app if you need to
connect smart home devices, the smart screen isn't able to identify or link non-Amazon streaming services. And even though we ran into trouble watching videos on Prime Video, we still wouldn't hesitate to recommend the Echo Show 8 about any of its siblings, especially when it is possible to get the device at a reduced price on Amazon and often included
with Hue bulbs, ring bells or even a smart plug. Plug.
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