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Sample Policy Language
This is a sample policy.  Prior to implementation, it should be amended to reflect your organization’s practices and legal obligations.

Sample Communications Policy

In order to do our best work, each of us expects and is entitled to be treated with regard by our co-workers.  When we are talking to or about each other, what we say and how we say it are important.  

Inevitably, when people are working closely together, problems will come up. The goal is to prevent conflicts from festering and creating a negative work environment.

If you find you are having problems with another individual, talk first to the person directly involved in the situation. Let them know your needs and opinions clearly and listen closely to their point of view.  If you cannot resolve the conflict between the two of you or are uncomfortable discussing it with them, contact your supervisor.  If the person you are having an irresolvable conflict with is your supervisor, talk directly to Human Resources or the President. 

In any situation, employees at all levels are required to be courteous, respectful and professional.

The above policy is not intended to limit an employee’s rights under Section 7 of the National Labor Relations Act (NLRA). 
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