
Standard Operating Procedure (SOP)
Health and Safety Policy Communication
Purpose: This SOP details the procedures for effective health and safety policy communication, including the
methods for disseminating safety information, ensuring employee understanding, regular updates to policies, training and
awareness programs, and feedback mechanisms. The goal is to promote a safe workplace environment by ensuring that
all staff are well-informed and compliant with the established health and safety policies.

1. Scope

This procedure applies to all employees, contractors, and visitors within the organization.

2. Responsibilities

Health and Safety Officer: Oversees policy communication, coordinates training, and monitors compliance.
Supervisors/Managers: Ensure their teams understand and implement health and safety policies.
Employees: Read, understand, and comply with health and safety communications.

3. Procedure

1. Dissemination of Safety Information
Distribute health and safety policies via email, printed materials, company intranet, and notice
boards.
Ensure accessibility for all employees, including translations or alternative formats as necessary.

2. Ensuring Employee Understanding
Conduct briefing sessions and Q&A meetings whenever new or updated policies are issued.
Obtain written or electronic acknowledgement of policy receipt and understanding from all
employees.

3. Regular Policy Updates
Review policies at least annually or following significant incidents, regulatory changes, or
organizational updates.
Communicate all updates promptly using the standard dissemination methods.

4. Training and Awareness Programs
Arrange mandatory induction and refresher training sessions for all employees.
Maintain training records for compliance and reference.

5. Feedback and Communication Mechanism
Provide clear channels for employees to ask questions or provide feedback (e.g., suggestion boxes,
dedicated email, helpline).
Review feedback regularly and make necessary policy adjustments.

4. Documentation

Records of communication and acknowledgements
Training attendance sheets and feedback forms
Updated policy documents



5. Review

This SOP shall be reviewed annually or as required to ensure effectiveness and regulatory compliance.

6. References

Occupational Health and Safety Act
Company Health and Safety Policy Manual
Relevant local regulations
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