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Clear, respectful, timely, and confidential communication is required across all departments and staff levels.

1. Purpose and Scope
This policy establishes clear communication channels within the organization to ensure information is shared appropriately, efficiently, and in line with organizational hierarchy. It applies to all employees, departments, and levels
of the organization.

Open Communication
Employees are encouraged to communicate openly and transparently.
Information should be shared in a timely and respectful manner.
Communication should support safe operations and positive workplace culture.
Concerns should be raised through the correct channel.

Communication Tools
Email: formal communication and documentation.
Messaging platforms: quick informal communication.
Newsletter: staff updates and announcements.
Intranet: policies, notices, and organizational updates.

2. Formal and Informal Channels

Official communication from management will be sent by email or posted on the intranet.
Employees must check email and intranet regularly for updates.
Internal messaging may be used for team collaboration and routine informal discussions.
Information requiring a record should be confirmed by email or documented in the appropriate system.

Accessibility
Communication channels must be accessible to employees with disabilities.
Reasonable accommodations must be provided when needed.
Important information should be shared in a format staff can access and understand.

Feedback Mechanisms
Employees may provide feedback through surveys.
Suggestion boxes may be used for general feedback.
Employees may speak directly with managers.
Confidential concerns may be directed to HR.

3. Communication Hierarchy

Direct concerns or requests: report first to the direct manager.
Unresolved issues: escalate to the next level of management.
Further escalation: contact HR if the issue remains unresolved.
Sensitive or confidential issues: employees may contact HR directly.
Emergencies: use the designated emergency communication tool immediately.

Emergency Communication
Use the designated emergency communication tool for urgent alerts.
Follow instructions immediately.
Emergency reporting may bypass regular hierarchy.
Managers must ensure staff understand emergency communication procedures.

Confidentiality and Privacy
Respect confidentiality in all communication.
Sensitive information must only be shared with relevant parties.
Personal, employment, patient, or business information must be protected.
Use secure channels for confidential matters.

4. Leadership Responsibilities

Leaders must communicate regularly with their teams.
Leaders must remain accessible for questions, concerns, and suggestions.
Leaders must support respectful communication and timely response.
Leaders must escalate issues appropriately when required.

5. Cultural Sensitivity and Respect

All communication must be respectful of cultural differences.
Discriminatory, offensive, threatening, or disrespectful communication is not permitted.
Staff must use professional language in written and verbal communication.
Communication should promote inclusion and cooperation.

Training
Staff will receive training on communication tools.
Training will include effective workplace communication.
Staff will be trained on escalation pathways.
Emergency communication procedures will be reviewed periodically.

Enforcement and Review
Compliance with this policy is mandatory.
Violations may result in disciplinary action.
The policy will be reviewed regularly.
Updates will reflect new tools, technologies, and operational needs.
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