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	Notice Board Policy
Owner/Department: SSS HRD - Training & Org. Dev't.



	Brief
	The notice board policy serves as an official site through which the company communicates with the employees. It is a way to reinforce company memos distributed to employees, employee awareness of the company’s expectations, company events, emergency contacts and any changes in company’s policies.

	Content
	The notice board displays
· internal announcements (job posts/ individual or company certificates)
· training schedules
· staff events/ work- related events
· communicate external business-related rules and regulations issued by the country
· labor law amendments
· safety notices

	Persons Affected
	All employees 

	Definition



Guidelines









	The notice board is used to communicate important information to the employees. It is the responsibility of the employee to read the information posted on the notice board. 

· Location of the notice board in any facility is to be agreed upon with the Country Manager.
· 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.
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