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	                            EHS Communication, Participation and Consultation Procedure
                                         Owner/ Department: Quality & Risk Management



1. Purpose

To define the responsibilities and processes for effective internal and external communication, participation, and consultation related to environmental, health, and safety (EHS) matters across SMSA. This procedure supports the implementation of ISO 14001:2015 and ISO 45001:2018 requirements within SMSA’s Integrated Management System.

2. Scope

This procedure applies to:

· Communication and consultation with employees regarding EHS aspects, risks, responsibilities, and improvement opportunities.

· Communication with external interested parties, including contractors, suppliers, regulatory authorities, and municipalities, on compliance and other EHS-related topics.

· Receiving, documenting, and responding to internal and external communications related to EHS matters.

3. Definitions

· EHS: Environment, Health and Safety

· OHS: Occupational Health and Safety

· NCEC: National Center for Environmental Compliance (Saudi Arabia)

· Regulatory Bodies: Governmental agencies such as the Ministry of Labor, Ministry of Interior, NCEC, or municipalities with jurisdiction over EHS compliance

· Interested Parties: Individuals or entities affected by or concerned with SMSA’s EHS performance

· Formal EHS Communication: Authorized communication about EHS policies, performance, risks, or compliance matters

· EHS Complaint: Any verbal or written concern from employees or external parties regarding EHS risks or practices that requires management response

· Official Correspondence: Governmental or regulatory communication managed by SMSA’s authorized departments

4. Responsibilities

· Top Management
· Promote a strong EHS culture through leadership and direct involvement in EHS reviews, audits, and improvements

· Encourage active participation from employees and contractors in EHS improvement initiatives

· EHS Management Representative (MR)
· Authorize and maintain a log of official EHS communications

· Provide guidance on formal responses to EHS-related correspondence

· Compile and disseminate progress reports on EHS objectives and targets

· Coordinate with Marketing department or other units as needed for external communication

· Department Managers
· Ensure communication of the EHS policy, environmental aspects, risks, and legal requirements to all team members

· Provide accurate, timely responses to regulatory or external communications

· Inform contractors of SMSA’s EHS standards before work begins

· Report EHS performance to the MR and promote employee involvement in risk assessments and system improvements

· All Employees 
· Participate in EHS meetings, consultations, and incident investigations

· Raise concerns or suggestions using designated communication channels

· Share EHS-related information with site visitors as needed

5. Procedure

5.1 All formal EHS communications must be reviewed and approved by the EHS Management representative / QRM.

5.2 The content and method of distribution for formal EHS communications shall be reviewed and endorsed by the EHS MR.

5.3 Communications should favor environmentally responsible methods, such as electronic media, to reduce unnecessary paper use.

5.4 EHS representatives shall be appointed in all departments. Key internal and external communication methods include:

· Notice boards

· Newsletters

· Employee handbooks

· Training sessions and workshops

· Intranet, email, and other electronic platforms

· Informal meetings and daily briefings

5.5 Managers shall promptly communicate important EHS developments and ensure employees are given the opportunity to provide input. This feedback shall be incorporated into planning and system updates.

5.6 Where roles require enhanced EHS awareness, specialized workshops will be conducted in accordance with the EHS Training Procedure (GUIDE# 2665). All EHS responsibilities are defined in job descriptions and accessible via the GUIDE system.

5.7 Contractors must be informed of SMSA’s EHS policy and safety expectations before initiating any work. They will also be involved in consultation related to system updates and encouraged to propose improvements.

5.8 Any correspondence from regulatory bodies related to potential EHS violations must be immediately reported to the EHS MR or CEO. Corrective actions must be initiated within 24 hours or as soon as reasonably practicable.

5.9 All communication from external parties must be documented. Responses should be accurate, timely, and reviewed by the EHS MR or, if required, handled in coordination with the Public Relations Manager or designated representative.

5.10 All formal external communications related to EHS—including complaints, compliance issues, or system feedback—shall be retained as official records in line with the Control of Records and Documents Procedure (GUIDE# 2604).

5.11 Communications categorized as incidents or complaints must also be handled through relevant incident or accident response procedures.

5.12 Records of regulatory communications must be maintained for indefinite.

5.13 A formal summary of progress on EHS objectives will be prepared by the MR and presented at EHS Management Review Meetings.

5.14 Employees shall be actively involved in hazard identification, environmental aspects assessment, and determination of risk controls.

5.15 Workers shall participate in incident investigations through their involvement in EHS Committees.

5.16 The views of employees shall be considered during policy formulation and setting of EHS objectives through structured consultations and suggestion systems.

6. Related Documents

	Title
	GUIDE #

	EHS Training Procedure
	2604

	Control of Records and Documents Procedure
	2665
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