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300 Management and Administration Core
5. Policies and procedures 
Worksheet 1: Types of policies and procedures (tutor)
1. Which of the following is an example of a business policy?
a. Complaints 
b. Offboarding 
c. Onboarding 
d. Code of conduct 

2. Which of the following is an example of a business procedure?
a. Code of conduct
b. Diversity and inclusion 
c. Anti-discrimination and harassment 
d. ICT password management

3. Which policy should businesses have as a minimum, regardless of the business type?
a. Disciplinary 
b. Recruitment 
c. Social media 
d. Health and safety 

4. What should a business policy contain?
a. Aims and objectives 
b. Step-by-step detail
c. Flowchart diagram
d. Department responsible 

5. What should a business procedure contain?

a. Version tracking
b. Aims and objectives 
c. Related policies 
d. Flowchart diagram
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