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How to Write Effective 
Policies and Procedures

Presented by:
Judge Mitzi French, Kerr County, Justice of the Peace Pct. 1 
Tammy Jenkins, Chief Clerk, Chambers County Justice Court 

Pct. 6

Why have Policies
and

Procedures?

•Promotes consistency in the workplace
•Ensures compliance with laws and 
regulations

•Provides guidelines for daily operations
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What is a policy?

A set of ideas or a plan of what to do in 
particular situations that has officially 
been agreed to by a group of people, a 
business, organization, government or 
political party.

Cambridge Dictionary (www.dictionary.Cambridge.org)

A policy may address:

•What employees can expect from the 
organization

•What the organization can expect from 
the employee

•What customers and the community can 
expect from the organization.
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What makes a good 
policy?

Examples of policies that are not clear:

•“Dress appropriately”
•“Arrive on time”
•“Communicate professionally”
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A good policy should be:

•Clear, concise and use simple language
•Should EXPLAIN the rule, not how to 
implement it

•Easily accessible by the staff at all times
•Should represent a consistent, logical 
framework

Examples:

•Dress code
•Personal conduct
•Social Media
•Working remotely
•Health and safety protocols

Example: Policy
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What are some examples 
of policies you have 

implemented in your 
office??

What is a procedure?

A procedure is a set of step-by-step 
instructions for a specific routine or 
task.
Cambridge Dictionary (www.dictionary.Cambridge.org)
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A procedure should outline:

•Who is responsible for the task
•What steps need to be taken
•Who the responsible party reports to

Examples of procedures that are not clear:

•“Enter the case”
•“Assist members of the public”
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A good procedure should be:

•Clear, concise and use simple language
•Address how to implement policies
•Take user insight into account
•Provide options when feasible
•Not be necessarily restrictive

Examples:

•Processing a civil case
•Entering a criminal case
•Scanning
•Record keeping
•Running monthly reports

Example: Procedure
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What are some examples 
of procedures you have 

implemented in your 
office??

Other resources could include:

•Software manual
•TJCTC website (deskbooks, handouts, 
etc)

•Rules and Statutes
•County employee handbook
•Other offices policy and procedures

•1. Define your policy or procedure
•2. Create your basic framework, including 
step-by-step directions or instructions

•3. Meet with other stakeholders for their 
input.

•4. Make any reasonable additions or 
revisions.

•5. Present the final draft to your 
judge/supervisor for final approval.
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If any questions, have 
your County Attorney 

review your office 
policies and procedures 
to avoid any conflicts.

Activity: Designing a Social Distancing Policy
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