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Essential Policy Checklist for Small
Business Success

Introduction:
Implementing the right policies is crucial for ensuring legal compliance and fostering
a positive business environment. This checklist provides a comprehensive guide to 
essential policies that will support your small business's success.

How to use this checklist:
➔ Review each policy area and assess your current level of compliance. The 

key actions provide you with a good starting point to do this.

➔ Take action on any missing or incomplete areas. Be sure to track and record 
the changes that you make.

➔ Use this checklist as a foundation to develop other comprehensive policies 
you need that are tailored to your business.
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1. Health and Safety Policy

Legal Requirement: Under the Health and Safety at Work Act 1974, businesses 
must ensure a safe working environment.

Key Actions:  

 Identify and assess workplace risks.  

 Create a written Health and Safety Policy (if you have 5+ employees).

 Appoint a responsible person for managing health and safety.  

 Ensure regular safety checks and maintain accurate records.

Main Benefit: Protects your team and helps prevent accidents and legal issues.

2. Data Protection and GDPR Policy

Legal Requirement: Under the Data Protection Act 2018, businesses must protect 
personal data. Although GDPR is no longer directly applicable in the UK, its 
principles are integrated into UK law as the UK GDPR. If operating in the EEA, EU 
GDPR guidelines also apply.

Key Actions:

 Conduct a data audit to understand personal data handling.  

 Draft a Privacy Policy detailing data management practices.  

 Appoint a Data Protection Officer if necessary. 

 Ensure compliance with Subject Access Requests and data breach protocols.

Main Benefit: Safeguards personal data and builds customer trust.
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3. Privacy Policy

Legal Requirement: The Privacy and Electronic Communications Regulations 
(PECR) and UK GDPR require transparency about data collection practices. 
Clearly inform employees, customers, service users, and stakeholders about data 
collection and usage.

Key Actions:  

 Develop a Privacy Policy outlining data collection, use, storage, and sharing. 

 Include customer rights regarding their data.  

 Cover website data, cookies, and marketing practices.  

 Make the policy publicly accessible and keep it updated.

Main Benefit: Enhances transparency and builds trust with all stakeholders.

4. Equality and Diversity Policy

Legal Requirement: The Equality Act 2010 ensures fair treatment for employees, 
customers, service users, and stakeholders by protecting against discrimination.

Key Actions:

 Develop a written Equality and Diversity Policy.  

 Ensure fair recruitment practices, pay, and working conditions.  

 Provide anti-discrimination and equal opportunities training.  

 Conduct regular reviews to ensure compliance and enhance inclusivity.

Main Benefit: Promotes an inclusive environment and strengthens your business’s 
reputation.
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5. Complaints Policy

Legal Requirement: While not always legally required, a complaints policy 
supports consumer protection laws and builds customer trust.

Key Actions:

 Draft a Complaints Policy detailing how customers can raise issues.  

 Include clear steps for submitting complaints, response times, and escalation 
procedures.  

 Assign someone responsible for handling complaints.  

 Regularly review complaints to improve practices and ensure compliance.

Benefit: Enhances customer satisfaction and addresses issues promptly.

Conclusion: 
Ensuring you have these policies in place not only keeps your business compliant 
but also builds a strong foundation for growth and positive relationships with 
employees and customers.

Are you ready to enhance your small business’s policies and 
procedures? Contact SH Policy Support for further guidance and 
tailored solutions. Let’s ensure your business is compliant, 
transparent, and thriving—reach out today to start the conversation! 

www.shpolicysupport.co.uk
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Your Notes: 
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Follow us on:
Facebook
Join the group: 
Policies & Procedures for Sole Traders and Small Businesses
Visit our website:www.shpolicysupport.co.uk

https://www.facebook.com/profile.php?id=61565423637030
https://www.facebook.com/groups/438092682596755/
http://www.anything.co.uk/

