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Communication System
1. Purpose
To formalize a uniform procedure to ensure all communication is communicated throughout the business, not only top to bottom but also bottom to top, both written and verbal and computerized. All information pertaining to SHREQ issues from the daily activities will be effectively communicated to all the relevant personnel concerned. Where levels of literacy are low, diagrams, pictures, color-coding and language interpreters are used.

2. Procedure and Regulations

2.1. Internal Communication
· The Human Resources Manager shall ensure that all information is correct before distribution.

· Human Resources Manager will distribute all information internal and external and they shall ensure that a copy is placed on file for 2 years.

· The Human Resources department will make sure that all relevant personnel receive the information by having a distribution register which has to be signed when they receive their copy.

· All policies, wage negotiation and company benefit communications will be done in consultation with employee representatives and communicated accordingly

· Subject to the urgency of the information, it can be communicated in all languages by the following means:

· Internal Letter

· External Letters

· Memorandums

· E-mail

· On notice boards 

· Internal and External Newsletters

· Green area monthly information sessions for the work force where the manager will give feed back of the last month’s indicators. 

· Training sessions

2.2. External communication
· Afrimat will if asked by external parties disclose any information that it deems necessary.

· Any external complaint that is sent or communicated to Afrimat will be handled by the Management Representative 

· Any suggestions will be tabled in the Management review meeting for discussion.

· Information to be shared between sites and business if the information is relevant to those businesses.

· SHREQ policies will be made available to the Public upon request.

2.3
Signs

Afrimat work sites will display health and safety signs to raise employee awareness of and to identify potential site hazards as required by agency regulation. Additional signs will be displayed on how to mitigate site hazards as applicable.


2.4 Posters

Afrimat recognizes the value of an effective safety poster campaign and encourages their use where appropriate.

2.5.
Newsletters

Afrimat operations are encouraged to include a safety article/presentation in their regional or divisional newsletters.

2.6.
Mailings

Direct mailings to employees are an effective means to communicate safety issues and should be used when appropriate.

2.7.
Safety Bulletin Boards

Afrimat work sites will have a safety bulletin board located in an area accessible to site employees.  The bulletin boards shall be checked and maintained and updated weekly.
2.8.
Safety Reports and Statistics

Routine safety reports and statistics shall be distributed and posted on the safety bulletin board upon receipt.

2.9.
Safety Alerts

Safety Alerts shall be used to rapidly communicate safety information within Afrimat South Africa.  Copies of the Safety Alerts will be posted on the safety bulletin board upon receipt.

2.10.
Audio Visual Aids

Audio tapes, videos, and CD-ROMs are an effective way of training employees and improving safety awareness.  Local safety personnel will maintain a listing of available audio visual aids that can be shared/loaned to other Afrimat South African operations.  Use of the intranet, the internet, and video conferencing are encouraged to enhance communication between offices within Afrimat.

2.11.
Awards and Recognition

Afrimat supports a recognition program to encourage and recognize safe work behavior. Much discussion has ensued regarding a single recognition program.
2.12.
Disciplinary Procedure
Employees are required to comply with Afrimat's safe work practices and procedures.

Failure to comply with Afrimat's safe work practices and procedures may result in disciplinary actions as Afrimat deems appropriate in line with the Afrimat Disciplinary Code.
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Mine Manager
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