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	Open Door Policy
Owner/ Department: Human Resources



	Brief
	SMSA encourages its employees to speak, suggest and share ideas openly with the management, in subjects that are not of a personal nature, without fear of discrimination or retaliation.

	Purpose
	To allow SMSA's employees to share their bright ideas, which may improve the business or to prevent potential losses to the company.

	Person Affected
	All employees

	Responsibilities
	Human Resources

	Guidelines
	Employees who wish to share their ideas are encouraged to approach their immediate manager. Employees are not discriminated against even when their opinions differ from the existing company’s policy.

· A response must be given to the employee within 14 calendar days.

· If the answer given by the immediate manager doesn’t satisfy the employee, he may contact the HR Representative or higher management up to the Managing Director.

The Open Door Policy is not used for issues that affect the employees on an individual basis, e.g.:

· Contents of the Company’s Policies and procedures.

· Common decision impacting a group of employees.

· Suggestions related to business improvements such as, but not limited to, suggestions about company’s products, services, customers, competitors…etc. 

· If an employee has concerns about matter such as disciplinary action or Performance Review, the Guaranteed Fair Treatment Policy (GFTP) should be used.
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