[bookmark: _ogflxck4v52d]How We Operate
[bookmark: _89hy49pjeix2]Purpose
This document explains how our business operates on a day-to-day basis. It sets clear expectations for how we work, communicate, make decisions, and hold ourselves accountable.
The goal is to create consistency, reduce confusion, and support a positive experience for both our team and our customers.
[bookmark: _v3ht8ej2yrei]Our Operating Principles (your values)
· Clarity First
 Clear expectations, roles, and processes help everyone succeed.
· Do What We Say
 We follow through on commitments and communicate early if something changes.
· Take Ownership
 Each role and task has a clear owner responsible for the outcome.
· Keep It Simple
 We avoid unnecessary complexity and focus on what works.
· Improve Over Time
 We look for small, ongoing improvements instead of perfection.

[bookmark: _hp34gz53w593]How We Make Decisions
When making decisions, we ask:
· Is this good for the business long term?
· Does this support our customers or team?
· Is this practical and sustainable?
· Does this align with our values and goals?
If a decision creates confusion, inefficiency, or unnecessary risk, we reassess.
[bookmark: _m56eq1z3dqgr]How Work Gets Done
· Responsibilities are clearly defined
· Work is completed using agreed-upon processes
· Priorities are communicated and documented
· Tasks are followed through to completion
If something is unclear, we pause and clarify before moving forward.
[bookmark: _nw24yzo5c6hi]Communication Standards
· Communicate clearly, respectfully, and professionally
· Share important information in writing when needed
· Avoid assumptions and side conversations
· Address issues directly and constructively
Good communication prevents mistakes and builds trust.
[bookmark: _y8t0qkcunpxs]Accountability & Performance
· Each person is responsible for their role and results
· Progress is reviewed regularly
· Feedback is direct, respectful, and focused on improvement
· Mistakes are addressed and learned from
Accountability helps the business grow and keeps expectations fair.
[bookmark: _8qfjndiyu9h7]Managing Change
Change is a normal part of running a business. When changes occur, we:
1. Explain the reason for the change
2. Communicate what is expected
3. Allow time to adjust
4. Review what is working and what is not
Change is handled thoughtfully, not reactively.
[bookmark: _tp3ji2h5xstj]Continuous Improvement
We regularly review how we operate by asking:
· What is working well?
· What is slowing us down?
· What could be simpler or clearer?
Small improvements made consistently create long-term success.
[bookmark: _mewng8557bkp]Living Document
This document may be updated as the business grows or changes.
 Suggestions for improvement are encouraged.

