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1. Purpose:
· This policy describes the procedures for internal and external communication within Namlog, establishing clear communication channels and defined management and employee’s responsibilities to ensure effective, efficient, timely, and accurate sharing of information. 

2. Scope:
· This policy applies to all Namlog employees, customers, and subcontractors, addressing internal and external communication requirements of the Organizations Quality Management System (QMS), and Information Security Management System (ISMS).

3. Policy Statement:
· Namlog is committed to maintaining open, transparent, and effective communication channels to ensure the successful implementation and maintenance of its QMS and ISMS.
· All communication must be clear, concise, timely, and accurate, and should be tailored to the specific needs of the recipient. 

4. Communication Channels:

· Internal:
· Email and WhatsApp:
· Individual employee responsibilities.
· Updates on projects (current and new potential projects). 
· Distribution of reports and documents, such as performance metrics or quality reviews.
· Feedback requests or responses from Management. 
· Policies, procedures, and training materials.
· Company news and updates. 
· Voice of the Employee (VOC) – Employee feedback.

· Intranet:
· Company news and updates. 
· Access to policies, procedures, and training materials.
· Resources for quality management, including ISO documentation and reports.
· Bulletin boards providing information to employees who do not have access to emails:
· Health and Safety related communication.
· Important announcements.
· Departmental related information.  

· One-on-One Meetings:
· Addressing individual concerns or suggestions regarding processes.
· Quality expectations and how individual roles contribute to overall objectives.
· Personalized feedback and performance review discussions.
· Career development and training needs.

· Team Meetings:
· Progress updates on team projects and assignments.
· Discussion of challenges and problem-solving related to quality issues.
· Sharing of best practices and lessons learned.
· Feedback sessions and brainstorming for continuous improvement.

· Workshops and Training Sessions:
· Information on new or reviewed QMS policies or procedures.  
· Skills development that supports quality objectives for example problem-solving and root-cause analysis. 
· Role-specific training related to quality or regulatory requirements.
· External:
· Website:
· Company overview.
· Services provided. 
· Contact information.

· Email and WhatsApp:
· Customer interactions and feedback.
· Service updates.
· Customer inquiries.
· Customer complaints.
· Social Media (LinkedIn and Facebook):
· Promotion of services offered. 
· Brand image and reputation enhancement.
· Community interaction.

5. Communication Responsibilities:
· Management:
· Ensures that relevant all information is communicated to the appropriate personnel.
· Promotes open communication and feedback through the communication channels or mediums.

· Employees:
· Actively participate in communication processes.
· Ensure to appropriately accurately and promptly act on information communicated.  

6. Communication frequencies:
· Internally: weekly and monthly.
· Externally: daily, weekly and monthly.

7. Monitoring and Review:
· Feedback from employees and stakeholders will be sought to identify areas for improvement.
· This policy will be reviewed and updated bi-annually to ensure its effectiveness and relevance.

8. Compliance:
· All employees and stakeholders are expected to comply with this policy.
· Non-compliance may result in disciplinary action. 
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