
The following is intended to be an example only. This very basic example is intended to be a reference 
point for Employee Handbook purposes or other relevant documentation. All distributed and adopted 
policies and procedures should be reviewed by designated organizational leadership and appropriate 

council. 
 

Section 8: Communication and Feedback 
 

8.1 Open Door Policy 

Policy Statement: [Organization Name] maintains an open door policy to encourage open 
communication, feedback, and discussion about any matter of importance to an employee. We believe 
that direct communication between staff and management fosters a collaborative and transparent work 
environment. 

Guidelines: 

 Accessibility: Employees are encouraged to approach their supervisors, managers, or any 
member of the leadership team with any concerns, suggestions, or feedback. 

 Confidentiality: All discussions will be treated with the utmost confidentiality, and no employee 
will face retaliation for voicing concerns or providing feedback. 

Procedure: 

 Initiating Conversations: Employees can schedule a meeting or drop by their supervisor’s office 
to discuss any issue. For more serious matters, scheduling a meeting in advance is 
recommended. 

 Follow-Up: Supervisors will follow up on concerns raised by employees and provide feedback on 
the actions taken or the rationale for decisions made. 

8.2 Staff Meetings 

Policy Statement: Regular staff meetings are essential for keeping all team members informed, aligned, 
and engaged with the organization’s mission and activities. These meetings provide a platform for 
sharing updates, discussing challenges, and celebrating successes. 

Frequency: 

 All-Staff Meetings: Held [insert frequency, e.g., monthly, quarterly] to provide organizational 
updates and discuss broader issues. 

 Departmental Meetings: Held [insert frequency, e.g., weekly, bi-weekly] within each 
department to address specific team goals, projects, and concerns. 

 One-on-One Meetings: Regular one-on-one meetings between supervisors and their direct 
reports to discuss individual performance, goals, and development. 

Procedure: 



2 

 Agenda: An agenda will be prepared and distributed in advance of each meeting to ensure that 
all relevant topics are covered. 

 Minutes: Meeting minutes will be recorded and shared with all attendees, capturing key points, 
decisions, and action items. 

 Participation: All employees are expected to participate actively in meetings, contribute to 
discussions, and respect the viewpoints of others. 

8.3 Grievance Procedures 

Policy Statement: [Organization Name] provides a structured grievance procedure for employees to 
raise concerns or complaints regarding their working conditions, treatment, or other issues related to 
their roles. This ensures that all grievances are addressed in a fair, timely, and consistent manner. 

Procedure: 

1. Informal Resolution: Employees are encouraged to first attempt to resolve issues informally 
with their immediate supervisor or relevant authority. This step promotes direct communication 
and swift resolution. 

o Documentation: While informal, it is recommended to document the nature of the 
grievance and any attempts at resolution. 

2. Formal Grievance: If the issue is not resolved informally, a formal grievance can be submitted in 
writing to the Human Resources department or designated person. The formal grievance should 
include: 

o A detailed description of the issue 
o The parties involved 
o Relevant dates and times 
o The desired resolution 

3. Review and Investigation: The HR department or designated person will acknowledge receipt of 
the grievance within [insert number] days and conduct a thorough investigation. This may 
include: 

o Interviews with the complainant, the respondent, and any witnesses 
o Review of any relevant documents or evidence 

4. Decision: Based on the investigation, a decision will be made and communicated to the 
complainant in writing within [insert number] days. The decision will detail the findings and any 
actions to be taken. 

5. Confidentiality: All grievances will be handled with the utmost confidentiality to protect the 
privacy of all parties involved. Information will only be disclosed on a need-to-know basis. 

8.4 Suggestions and Feedback 

Policy Statement: [Organization Name] values the input of all employees and encourages them to 
provide suggestions and feedback to improve the organization. Constructive feedback helps us innovate, 
solve problems, and enhance our work environment. 

Procedure: 
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 Suggestion Box: A suggestion box (physical or digital) is available for employees to submit their 
ideas anonymously if they prefer. 

 Feedback Channels: Employees can provide feedback directly to their supervisors, during staff 
meetings, or through regular surveys conducted by the organization. 

 Review and Implementation: Suggestions and feedback will be reviewed by the relevant 
department or leadership team. Feasible and beneficial ideas will be implemented, and the 
organization will communicate the outcomes to all employees. 

8.5 Communication Protocols 

Policy Statement: Effective communication is critical to the success of [Organization Name]. Clear, 
respectful, and consistent communication protocols ensure that all employees are well-informed and 
engaged with the organization’s activities. 

Guidelines: 

 Internal Communications: Use designated channels such as email, intranet, and internal 
newsletters to disseminate important information. 

 External Communications: All external communications, including press releases and public 
statements, must be approved by the Communications department or relevant authority. 

 Communication Style: Employees are expected to use professional language and tone in all 
communications, whether internal or external. Respectful and inclusive language is mandatory. 

 Emergency Communications: In case of emergencies, follow the organization’s crisis 
communication plan, which includes designated points of contact and protocols for timely and 
accurate information dissemination. 

Procedure: 

 Email Protocols: Use organizational email accounts for all work-related correspondence. Avoid 
using personal email accounts for organizational business. 

 Meeting Protocols: Schedule meetings in advance, prepare agendas, and follow up with 
meeting minutes. Encourage active participation and respect time constraints. 

 Feedback Mechanism: Provide channels for employees to give and receive feedback on 
communication practices, ensuring continuous improvement and adaptation. 

 

 


