
Standard Operating Procedure (SOP)
Employee Communication and Reporting Structure
This SOP defines the employee communication and reporting structure, detailing clear channels for internal
communication, roles and responsibilities, hierarchical reporting lines, and protocols for timely information dissemination.
Its purpose is to enhance organizational efficiency, ensure accountability, foster transparent communication, and facilitate
effective decision-making across all levels of the company.

1. Scope

This procedure applies to all employees, departments, and management within the organization.

2. Roles and Responsibilities

Role Responsibilities

Employee
Communicate progress, issues, and updates to direct supervisor.
Report incidents according to escalation protocols.
Participate in team meetings and provide regular feedback.

Supervisor/Team Lead
Serve as primary point of contact for team members.
Consolidate and escalate reports to department management as necessary.
Ensure team adherence to communication protocols.

Department Manager
Oversee departmental communications and reporting activities.
Relay critical information to senior management.
Monitor and address communication gaps within department.

Senior Management
Establish communication standards company-wide.
Make strategic decisions based on compiled reports.
Disseminate organization-wide announcements and updates.

3. Communication Channels

Email: Formal updates, documentation, and escalation of significant issues.
Intranet/Messaging Platforms: General notices, quick queries, informal updates.
Meetings (In-person/Virtual): Project discussions, status updates, and planning.
Bulletin Boards/Announcements: Company-wide policies, events, and urgent messages.

4. Reporting Structure

1. Employees report to their immediate Supervisor/Team Lead.
2. Supervisors/Team Leads report to the respective Department Manager.
3. Department Managers report to Senior Management/Executive Leadership.

Note: Bypass reporting lines only in cases of conflict of interest, ethical concerns, or as otherwise dictated by company
policy.

5. Communication and Reporting Protocols

Communicate all issues or updates through defined channels within 24 hours, or as soon as practicable.
Confidential or sensitive matters should be communicated directly to the relevant supervisor or HR.
Escalate unresolved issues to the next level of management after a reasonable timeframe.
All communication must be clear, concise, and professional.

6. Monitoring & Compliance

Managers are responsible for monitoring adherence to these protocols.



Regular training will be conducted on communication best practices.
Non-compliance may result in corrective action as per company policy.

7. Review & Updates

This SOP will be reviewed annually and updated as necessary to reflect changes in organizational structure or
communication technology.
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