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In the health care setting it is no different. While the amount of information that is circulating can be
daunting, the process is improved when This training needs to be updated when necessary. The
Sunset Bay Health Campus Confidentiality Policy supports this Act. It may be with another person,
to a group of people or to the public. It includes written, verbal and nonverbal communication. This
may be determined by the type of information to be communicated. At no time should they raise
their voice, swear, or speak in a manner that makes another person feel belittled. When
communicating with people from other backgrounds care needs to be taken to ensure that cultural
differences in both verbal and nonverbal communication are considered. Knowing how to use the
different types of communication and following the correct procedures at SBHC helps to ensure that
information goes to the correct place and person. Internal communication is between staff at SBHC.
External communication is between staff at SBHC and clients or other community members
including the media. SBHC recommends that written communication At SBHC verbal communication
can be improved when At SBHC the first line of communication is your immediate superior or line
supervisor. The SBHC organisational chart will show you who your line supervisor is. Your
supervisor may then either take your concern to the next level or you may be advised to do so. Most
organisations have a confidentiality agreement that employees sign when they first join the
company. This is Jane Smith. This helps people know they have dialled the correct organisation, who
they are speaking to and what your role in the organisation is. If possible check back to be sure that
the person received the message. Hours later, a company vicepresident reversed course and
informed staff that the wearing of poppies would be supported. A company spokesperson informed
the media that the uniform policy had been updated to avoid future
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To prevent your policies and procedures from becoming front page news or creating a firestorm on
social media that will negatively impact your employer brand, it is important to know how to
communicate policies and procedures to staff effectively. Whether you’'ve developed an employee
handbook, a policy manual, or some other form of documentation of your company’s HR policies, it is
crucial to communicate the contents of these documents to your staff. Your staff should be advised
why it was created, what the purpose is and how the document will be used in the company. This
also applies when updates to policies are being made. We also advise incorporating employee
feedback, opinions and ideas about what to include in the document, preferably prior to its creation.
Asking employees upfront for their input about what they would like to see included is the first step
to communicating company policies and procedures. Communication with employees should start
well before the formal document is completed. While not every workplace is unionized, had Air
Canada discussed the poppy policy with the union representing the flight attendants prior to its
implementation, the airline could have saved itself significant heartache. The union would surely
have provided the necessary feedback to prevent the implementation of this policy. Develop your
communication strategy first, before you start documenting your company policies and procedures.
It is important to keep employees informed of the process to encourage their interest, buyin and
input. Keep the following recommendations in mind for how to communicate policies and procedures
to staff 1. Inform employees upfront At the start of the project, let employees know that the company
will work on developing or updating company policies and procedures. Explain why the information
is important and relevant, and what impact it will have on them.
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Ask for feedback To encourage employee involvement and buyin, ask employees for their ideas about
what they think should be included in the employee handbook or policy manual. Incorporate as much
of the employee feedback as possible. Involve employees in drafting particular sections of the policy
document if it makes sense. 3. Introduce final product Conduct a meeting with all staff to introduce
the completed handbook or manual and review its purpose. Reinforce its importance and how it
should be used. 4. Ask employees to review employee handbook or policy manual Provide employees
a chance to ask questions. Distribute the completed handbook or manual to staff, either in a hard
copy or advise them how to access the document electronically. Ask employees to provide feedback
on improving the document. 5. Provide training where required Some policies and procedures may
require more extensive and intensive training to ensure that employees understand how the policy
applies to them, so provide employee training, as required. Training does not have to be provided all
at once. You can schedule training sessions on an ongoing basis or on an asneeded basis. 6. Request
employee signoff It is important for staff to read the document to become familiar with the
company'’s policies. Request each employee signoff on having read the document. A copy of the
signoff should be placed in the employee’s personnel file. The manual or handbook is a living,
breathing document. It should be written in a tone and format that suits your company’s culture and
personality. Following these recommendations, you’ll be well on your way to communicate your
policies and procedures to staff effectively. For human resources solutions on how to communicate
policies and procedures, or to create an employee handbook for your small business, please contact
Vancouverbased Clear HR Consulting. Copyright Clear HR Consulting Inc. All rights reserved. Policy
purpose 1.

1 The purpose of this policy is to identify the various channels of communication within ACU, their
intended purpose and the roles and responsibilities of staff in accessing and using them. 2. Policy
statement 2.1 The ACU has the objective of enhancing and streamlining internal communications to
reinforce ACU'’s vision and strategic priorities. This involves ensuring that information disseminated
to staff is relevant, easy to access, accurate, and appropriate in both content and quantity. 2.2 ACU
will continue to develop and trial new communication platforms, channels, and tools to improve
information sharing and collaboration between ACU staff. 2.3 This policy is to be implemented in a
way that ensures compliance with relevant legislative requirements and standards of best practice.



2.4 Staff are encouraged to share information with their peers and the university community about
activities and events which have an association with ACU. ACU expects that staff will use the
channels and associated tools for University purposes and in compliance with this and other relevant
policies and procedures. 2.5 Users of these and other ACU communication channels are expected to
use them for University purposes, and comply with this policy, the Code of Conduct for All Staff, and
other applicable policies and legislation. Failure to do so may result in disciplinary action. 3.
Communication channels 3.1 The ACU has a number of existing internal communication channels
available, including Channel Purpose Yammer or Workplace by Facebook Used by staff to share and
comment on workrelated ideas, news and activities. Staff are required to read authorised all staff
emails. Staff may not establish or operate a bulletin or newsletter for ACU. 4.3 Contributions for the
Staff Bulletin must be sent in advance to the Internal Communications Officer who will review the
content, consult the contributor about any amendments and, if suitable, approve the item for
inclusion. 4.
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4 Contributions for the Staff Bulletin must be approved in advance by the contributor’s relevant
Director or Dean or their authorised delegate, before being forwarded to the Internal
Communications Officer for inclusion. 5. Staff surveys 5.1 ACU will conduct a staff engagement
survey at least every 3 years, and other surveys from time to time. The results of the staff
engagement survey will be made available to staff. 5.2 Staff surveys should be lodged with the Office
of Planning and Strategic Management Survey Register before being released. 5.3 Surveys should
be disseminated to staff through the internal communication channels identified in this policy. 6.
Staff newsroom 6.1 The Internal Communications Officer is responsible for managing and
maintaining the Staff Newsroom. The Newsroom is to be used for disseminating information from
the Executive which is important and relevant to staff. 6.2 Content for the Newsroom is to be
generated by the relevant area and forwarded to the Internal Communications Officer. It is the
responsibility of the person contributing the content to ensure the content is factually correct. It is
the responsibility of staff to regularly check their official University email accounts for such email
messages. 10.2 Only the ViceChancellor and President, Provost, Chief Operating Officer and the
Deputy ViceChancellors or their authorised delegate may send all staff emails. 11. Email distribution
lists 11.1 The use of staff email distribution lists is limited to the list owner, list manager and
authorised persons who are listed in the ACU Email Distribution List Policy. Back to the Top
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Resources for Policy Drafters are also available. Other service contacts Learning and Teaching
Library Request something. Our shop is enabled to accept EFT payments as well as PayPal and
PayFast card payments. Enjoy your online shopping experience and let us know if we can help you
with anything regarding our products.
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This manual explains the purpose of a communication strategy, how to plan the strategy, how to
analyse the organisation’s communication requirements and how to build the communication
message. The manual also shows you how you should go about identifying your stakeholders, who
the correct communicators are and which communication channels to use. Detailed templates will
assist you to draw up a communication plan, as well as how to measure and evaluate the success of
your communication. The manual also touches on benchmarking exercises, recommended
communication skills training and how to go about improving workplace communication. Very
importantly, the manual will also give you guidelines on conflict resolution and negotiation, as well
as copies of all legislation governing electronic communication in South Africa. Chapter 19 focuses
specifically on all the communication policies and procedures that you will commonly require in an
organisation such as email and intranet policies, how to write userfriendly documents and reports,
how to manage the staff newsletter and how to run effective meetings and video conferences. This
manual also looks at how you can go about setting up staff feedback mechanisms, how to manage
notice boards in the workplace and how to give an effective presentation. Although this manual
focuses on internal workplace communication, it also includes two important policies that will need
to be communicated internally within any organisation; namely an external media policy and a crisis
communications policy. Chapter 21 contains a list of all the annexures namely the templates,
guidelines, policies and legislation relating to the various sections in this manual. Workinfo.com
hopes that you enjoy using this manual which has been designed to be simple and easy to use. Since
you have purchased this manual for your organisation, place feel free to adapted and customised the
templates for use within your organisation.
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It is the policy of the City of Casey to communicate openly and honestly as a transparent
organisation and to maximise public knowledge of our activities. Council will strive to maintain
positive and respectful relationships with media outlets. Council staff are not permitted to be
interviewed or provide a response to the media and must direct any enquiries to the
Communications Department. Council staff are not permitted to be interviewed or provide a
response to the media and must direct any enquiries to the Communications Department. Responses
to media enquiries of a daytoday operational level matter or enquiries of a technical nature are
referred to the relevant manager to act as spokesperson. May be chosen by the Communications
Department to feature in communications material as the subject matter expert. The dissemination
of information by digital communication channels is the preferred method in line with Casey’s
External Communications Strategy. Councils communication channels are for the use of the
organisations events and priorities only. Protocol for quoting in media releases Whilst hosting a
range of content specific to the services, events and programs offered by the City of Casey, they also
provide an avenue to distribute information to the community and media. Council creates specific
content that meets and exceeds the expectations of a target audience in a specific digital platform,
and is in line with the City of Casey strategic objectives. These roles undergo specialist training and
are expected to Councillors and employees are encouraged to share Council’s content on their
personal accounts. What may have been intended for friends and family may end up being seen by a
broader audience. It is the preferred Council channel for Councillors to communicate with
constituents. Ward News content should focus on matters directly connected to Council such as
ward events and capital works.

Content that is unrelated to Council matters, overly religious, political or offensive may not be
published. Ward News should feature text and images only, any content outside of this will be
considered at the discretion of the Manager Communications. People who are added to future
Abbreviations can be used if necessary; however, care must be taken to ensure that this can be
understood by a wide audience. All Enewsletters must follow our Branding Requirements see 4.3



Branding Requirements. Subsequent editions must continue to use the approved template. If
rebranding is required, the Communications Department must review and approve prior to the next
edition. Privacy and antispamming legislation must be adhered to, including the ability to
optin\unsubscribe from the Enewsletter. Approval must be sought by the Communications
Department prior to using a logo. Failure to use a Council logo without permission is in breach of
Council’s copyright and intellectual property. Advertising is recognised as a key tool for marketing
purposes. Advertising will be placed within the channel most appropriate to reach the target
audience with the relevant content and includes but is not limited to In addition, Bunjil Place
signage must be developed in conjunction with the Digital Signage Strategy. Where an update does
not materially alter this document, such a change may be made administratively. Examples include a
change to the name of a Council department, a change to the name of a Federal or State
Government department, and a minor update to legislation which does not have a material impact.
However, any change or update which materially alters this document must be by resolution of
Council. We acknowledge Aboriginal people as Australia’s first peoples and as the traditional owners
and custodians of the land on which we work and live.
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Editorial Team, 2 months ago 9 min read The ultimate dream of every business owner is to have
efficient employees, effective communication, and growth. Yet, maintaining all 3 together is not that
easy. The more your company grows, the harder it gets to effectively communicate, and eventually
more difficult it becomes to ensure that your employees carry out their tasks efficiently aligned with
the objectives of your company. To maintain a successful cycle, your company needs rules and
guidelines to manage employees for a smooth workflow. They also, in turn, need constant assurance
that the company has their best interests at heart. However, accomplishing all this can be
overwhelming without some kind of help. Where policies set the expectation for employee behaviors,
the procedures outline the steps for it. This ensures consistency in practice and helps in maintaining
quality output. A policy and procedure manual is the perfect way to keep your virtual employees on
the same page as these manuals work like references in case someone is confused about taking a
step or decisionmaking and enables everyone to behave in a legal, conscious, and ethical manner.
Ready to write your own. So let’s get started, shall we. Policies and procedures are designed to
regulate all major decisions, actions, and principles of an organization. These documents provide
authority and necessary guidance to a company or a department on topics like hiring practices, bank
accounts, dress code, etc. To be more descriptive, procedures are specific methods used to
communicate policies in action for the daily operations of an organization. These written policies and
procedures are generally integrated into a manual made available to the employees. Your policies
and procedures manual houses your organization’s best practices, standards for how work is to be
performed, and core business process descriptions.

An effective policies and procedures manual is an important management tool that allows you to
focus on growth, simplifies training, and eases the ability to scale in your business. That is the
purpose of a policy and procedure manual. It also set standards of conduct, behavior, and
performance of employees. Properly documented manuals speed up the process of decision making
for employees and help them follow regulations concerning business guidelines. Eventually,
resulting in higher productivity. Many organizations today are simplifying how their policies and
procedures are communicated by putting them online using knowledge management software such
as Bit.ai. 4. Reducing Employee Training Time Another purpose of a polices and procedures manual
is to provide a training guide for new employees and retrain current ones. These documents reduce
the time and effort put into training these employees, making the onboarding process easier. For
instance, a clear work safety and health policy will assist an employer to meet those obligations
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imposed on the business by law and provide a safe workplace. How to Create a Policies and
Procedures Manual. But your work isn’t done yet; you need to know the main elements that make up
your manual. Title This is the heading of the document. Make it short and ensure that users at any
reading level can understand. Description An introduction that orients users to the scope of the
policy. Purpose The purpose explains why the policy exists. This includes concerns such as legal,
regulatory needs, and conflicts the policy aims to avoid. Statement This is the most important and
lengthiest part. The statements specify the main audience for the policy conditions, restrictions for
applying the policy, expectations, and exclusions. Scope This concerns which roles or departments
the policy pertains to and identifies anyone who is exempt from the policy. Responsibilities Shows
what role, department, or group must maintain the policy.

Alternatively, for some policies governed by regulations, these sections list roles responsible for
implementing the policy. Procedure details This is an explanation of how to complete the necessary
tasks and polices by providing the reader with procedural steps and “howto” information.
References Presents related policies, regulatory documents, procedures, forms, and guidelines for
reference. Reference any other policies or documents that support the interpretation of this policy.
Help page A table that points users to training programs, paperwork, other company documentation,
telephone numbers, and sources to help carry out procedures. So, make sure that you create a list of
priority tasks, policies, and procedures. Begin with the most important ones. Keep in mind that some
policies will also rely on federal law such as antiracism policy, etc. It should be easier for you to find
prewritten policies based on current federal and state laws. Therefore, start with those. 2.
Determine which task or policy needs detailed procedures Not every task or policy in a company will
need detailed instructions for carrying out. So, while scheduling which procedures to outline in
detail, consider the following questions Is the procedure complex or lengthy. Would the
consequences of doing it be positive or negative. Have there been recent changes implemented to it.
Does the procedure require any extensive paperwork. Are your employees often confused by it 3.
Organize information into a logical order Begin with the bigger issues, narrowing down into the
smaller ones. For instance, instead of starting with the dress code policy, start the manual with the
category of hiring processes or eligibility. Start by writing a clear, and cohesive paragraph that
quickly overviews the manual about what your staff expects from the organization, and what the
organization expects from them.

Use the blueprint style to create subcategories inside the manual and use a table of contents to
allow for quick reference checks. Read more The Best Way To Organize All Of Your Work And Get
Rid Of Chaos! 4. Policies and procedures aren’t static Always keep in mind that you can change the
policies and procedures if something goes wrong or add new ones whenever you want. You can
make amendments to the manual if you add or remove a service or position. Your policies and
procedures manual is a significant document and should be constantly revised for relevancy. Bit is a
newage documentation and knowledge management tool that provides a common workplace for
managers and business owners to collaborate, document, track and share their knowledge, list
policies, organize information, set procedures, and implement together. Unlike your standard
Notepad, MS Word, and Google Docs, Bit documents are interactive.Once you are done
documenting, you can simply export them as PDFs, Markdown, Word file, and much more. Bit’s
sleek, minimal, and distractionfree editor makes it the perfect tool for organizational documentation.
There you have it, folks. An effective policies and procedures manual reflects your company’s ways
of communicating, getting the service performed, and boosts employee productivity. It allows people
to work together to resolve daytoday business problems without requiring unnecessary supervisory
involvement. The manual should be easily available either in a designated area in each functional
location or online using a knowledge and document management system like Bit. So, what are you
waiting for. Further reads How To Create A Customer Service Policy. How to Write an Operations
Manual. How to Create a Customer Service Training Manual Easily. How to Create an Incredible



Training Manual Template Included. How to Write a Stellar Instruction Manual. Document How to
Use Document Templates in Bit.ai Document, Sales OKRs Explained with 10 OKR Examples.

Related posts Document, Marketing How To Make A Full Proof Business Plan. Document, Sales How
To Create An Effective Status Report. Collaboration, Document Product Planning What, Why and
How. Document, Sales What is a Sales Tracker and How to Create One Template Included
Document, Sales How To Create A Sales Process Document Template Included Document Content
Creation Tools Every Marketer Needs in 2020 About Bit.ai Bit.ai is the essential nextgen workplace
and document collaboration platform.With this intuitive, cloudbased solution, anyone can work
visually and collaborate in realtime while creating internal notes, team projects, knowledge bases,
clientfacing content, and more. All Rights reserved. Whether there is a new strategic direction for
the company, new systems are implemented or new legislation affects your industry, company
policies and procedures will inevitably be updated and change. Depending on the nature of the
policy or procedure that’s being changed, there could be legal and financial consequences if your
organization does not comply, It might not only be your employees, but also stakeholders such as
clients, partners and the wider community. This will help you determine how and when to
communicate your company policy and procedures changes. These are the essential steps you must
take to ensure that people are informed and understand the changes, and the implications of not
following new protocols. In effect, this is a soft copy “company manual”. A good way to communicate
a new policy to employees is by tapping into the leadership resources within your team and
appointing passionate employees with a solid understanding of the changes to be a “champions”
among their peers who can advocate the importance of the changes and also assist others to
implement them. When concepts are difficult to grasp, just writing them down and hoping for the
best isn’t going to cut it.

You need to ensure that employees are given appropriate training in new procedures so that they
can carry out tasks in the way that is expected of them. Refresher and followup training should also
be factored in if necessary. You can do this by communicating the proposed new policies and
procedures and providing them with a sample of what it will look like. They may have an emotional
reaction to change, and they may also feel that the changes aren’t practical. They rely on employees
paying attention to emails, actively looking at intranet and other internal channels or being present
at a meeting if it was discussed. Or use it to deploy a specially designed corporate screensaver or
corporate wallpaper explaining the key points of the changes. This can help you in the future if
employees claim they didn’t know about a policy and act in contravention of it. Request a free online
demo. The high visibility combined with our 100% delivery rate guarantee. Bypass information
overload. Deliver key information even if the computer is on screensaver mode, locked or sleeping.
Get in touch. Organization communication policies set expectations and manage the flow of
communication both within and outside an organization. It’s important to set policies that facilitate
meaningful and necessary communication necessary for employee productivity and morale, without
restricting communication so much that employees feel intimidated and powerless. Having a good
communication policy in place reduces conflicts and misunderstandings, and also eases transitions
such as layoffs or mergers. Workplace Communications Employee communication policies can vary
according to organization type. The military has a very strict chain of command, and while such a
policy is typically mimicked at private companies there is more room for independent
decisionmaking.

For example, a clerical worker having an issue with a coworker or manager might be encouraged to
communicate the problem to her immediate supervisor, who may then have discretion to handle it
herself or take the issue up further in the chain of command, depending on the seriousness of the
situation. Other communication policies typically include regular progress meetings either
individually, departmental or companywide, and feedback mechanisms. Communicating Externally



Obviously employers cannot control how employees communicate outside the workplace except as it
pertains to work issues. For example, if there have been significant layoffs and a reporter calls a
company to speak to someone, employee communication policies should set rules for who is
authorized to speak to the media in that instance. The same is true for legal issues. Having
erroneous or inaccurate information get to the public can have serious legal or financial
consequences for a company. Electronic and Wireless Many companies have broadened their
employee communication policies to include guidelines for electronic and wireless communication.
Employers may provide employees with cell phones or other wireless handheld devices, and email is
a routine communication method. For wireless devices, it might simply be a requirement to have the
device on during working hours, while traveling or other times as instructed. Email policies should
explain that emails sent from work email addresses and on company devices may be reviewed. There
may also be restrictions on types of information sent to ensure confidentiality, and policies
governing the use of email lists. Social Media Communication Many companies have had to adapt
their employee communication policies to address social media, and the policies can range from very
lax, to extremely strict. Some companies many not allow any employees to log on to social media
networks from work, or may simply caution employees not to post workrelated comments.
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