

	[image: ]
	Notice Board Policy
[bookmark: _Hlk168926521][bookmark: _Hlk155595190][bookmark: _Hlk153200234]Owner/ Department: IBU-EGY, HRA



	Brief
	Notice Board is a visual way to communicate and disseminate information to employees.

	Purpose
	To ensure all employees are updated with company announcements, amendments on government regulations and law, circulars, upcoming trainings. 

	Persons Affected
	All SMSA Employees.

	Responsibilities
	HR Department is responsible for handling and approving any information and data that will be displayed on the Notice board in SMSA Egypt HO.
For other locations, the line managers are responsible for the bulletin boards after coordination and prior approval from the HR department. 

	Guidelines











General



	 
· All the notice boards should be placed in a location that is easily accessible by employees like main hall area, beside the fingerprint device, etc.

· All information displayed should be in a representable format and readable.

· It is not allowed to share private advertisements, political news, or any information not related to the scope of work for SMSA.

· The Notice board will share all company announcements, circulars, information, open vacancies, upcoming training, first Aider information, fire evacuation procedure, Emergency numbers, etc. 

· Employees may not post or remove any material on the notice board without the approval of the Human Resources Department. Any request to post information is to be submitted to the HR Supervisor with all details. 

· Human Resources Department will ensure all documents on the notice board are up to date and keep records of all documents placed on the notice board.


Any exception to the policy must be approved by the Managing Director.
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