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Purpose, scope and users
The purpose of this procedure is to define the process of internal and external communication, participation, and consultation regarding policy and effectiveness of the OH&SMS (Occupational Health & Safety Management System).	Comment by 18001Academy: If you already have ISO 14001, just insert this part into existing procedure.
This procedure is applied to all processes of [organization name] within the scope of the OH&SMS.
Users of this document are all employees of [organization name] inside the scope of the OH&SMS.

[bookmark: _Toc262723258][bookmark: _Toc267048914][bookmark: _Toc418325791]Reference documents
· OHSAS 18007:2007, clause 4.4.3	Comment by 18001Academy: If you already have ISO 14001, just insert this part into existing procedure.
· OH&S Manual
· OH&S Policy
· Procedure for Document and Record Control
· Procedure for Risk Assessment and Hazard Identification
· Procedure for Preparedness and Emergency Response

[bookmark: _Toc418325792]Internal and external communication
Regardless of type of communication, information must be:
· Clear and adequately explained so that [organization name] can accurately express its effectiveness
· Traceable 	Comment by 18001Academy: Traceable in the sense that organization can determine who provided it and who was it forwarded to.
· Comparable	Comment by 18001Academy: E.g., Same measuring units
[bookmark: _Toc418325793]Internal communication
Concerns associated with occupational health and safety issues raised by [organization name] employees will be directed to the [job title] by the following: [OH&SMS Team member, employee suggestion box, internal e-mail system, and periodic superintendent meetings].	Comment by 18001Academy: If you already have ISO 14001, just insert this part into existing procedure for human resources.	Comment by 18001Academy: E.g., OH&SMS Management representative	Comment by 18001Academy: Adapt to organization’s practice.
Changes or additions to the OH&S Policy and procedures will be communicated to the affected employees of [organization name] by the [job title] through e-mail or through meetings. 	Comment by 18001Academy: If you already have ISO 14001, just insert this part into existing procedure.	Comment by 18001Academy: Adapt to organization’s practice.
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