LOGO [Insert Company Logo Here]

COMPANY Ltd
Communication Procedure

Scope: 

This procedure describes the process of: 

· Receiving, documenting, and responding to relevant communication from external interested parties.
· Communicating significant environmental aspects and impacts, and H&S hazards to external parties and agencies.



Objectives: 

· To ensure that all environmental aspects and impacts are communicated as appropriate.
· To ensure that all hazards and risks are communicated as appropriate.
· To ensure that all relevant external communication is cascaded as appropriate.
· To ensure that there is ongoing communication in respect of site factors and progress.




· To ensure employees are consulted on health and safety matters and have a clear route to raise concerns and receive feedback.
· To ensure statutory reporting and notification obligations (for example to the HSE, Environment Agency or Local Authority) are met without delay.

Process Owner: 

NAME - ROLE

Legislative & Best Practice Framework:

This procedure has regard to the following legislation and guidance. This list reflects the law known to be current at the time this procedure was last reviewed and is not exhaustive:

· Health and Safety at Work etc. Act 1974, section 2(6) – duty to consult with employees on health and safety
· Health and Safety (Consultation with Employees) Regulations 1996 – consultation with employees not covered by a trade union safety representative
· Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 2013 (RIDDOR) – statutory notification of specified injuries, diseases and dangerous occurrences to the HSE. (The HSE opened a consultation on reforming RIDDOR in April 2026; the current Regulations remain in force and this procedure will be updated if and when any reform is confirmed.)
· Construction (Design and Management) Regulations 2015 – duty to cooperate and coordinate with other duty holders on notifiable construction projects
· UK GDPR and Data Protection Act 2018 – handling of personal information received through enquiries, complaints or incident reports
· Public Interest Disclosure Act 1998 (as amended) – protection for workers who raise genuine concerns (whistleblowing)

Sequence of Events:

See below for the flowchart.
[image: ]
Types of Communication:

Internal:

· Toolbox talks and recorded team briefings, delivered by the Team Leader before work starts, covering identified hazards, environmental aspects and any relevant external communications for the job.
· Formal certified training where a change in legislation, equipment or method requires it.
· Consultation with employees on health and safety matters, including a clear route for employees to raise concerns or suggestions and receive a response, in line with the Health and Safety (Consultation with Employees) Regulations 1996 and the Company's Whistleblowing Policy.
External – Clients:

· Method statements, risk assessments and the Client Pack described in the Risk Assessment Procedure, issued for client review and approval before work commences.
· Ad hoc informal communication during delivery of the service, and formal communication of any significant change to scope, method or site conditions.
External – Public & Neighbours:

· Advance notice of works where they may affect neighbouring properties, the public highway or shared access, appropriate to the scale of the job.
· A clear route for members of the public to raise a concern or complaint about the Company's work (see Complaints Handling below).
External – Statutory Bodies & Utilities:

· Notification to the HSE under RIDDOR where a work-related incident meets the reporting threshold.
· Notification to the Environment Agency (or equivalent) in the event of a significant environmental incident, in line with the Environmental & Sustainability Policy.
· Consultation with the Local Planning Authority/Tree Officer where a Tree Preservation Order or Conservation Area applies.
· Checking for buried services with the relevant utility companies (for example via LinesearchbeforeUdig) before excavation, stump grinding or planting works.
Emergency Communication:

· Emergency contact arrangements and the aerial/MEWP rescue plan described in the Risk Assessment Procedure and relevant Method Statement are communicated to the team before work at height begins.

Authorisation & Responsibility:

Day-to-day communication with clients, the public and site contacts is the responsibility of the Team Leader or Manager for that job. Communication with regulators, the media, or in connection with a significant incident, complaint or legal matter, is authorised only by a director, to ensure the Company gives a single, accurate and consistent account.

Complaints Handling:

Complaints from clients, the public or any other party are logged, acknowledged, and responded to within a reasonable timeframe appropriate to the size of the business. Complaints are reviewed to identify whether any change to working practice, training or this procedure is needed, and the outcome is communicated back to the complainant.

Records:

Records of briefings, client communications, complaints, and statutory notifications (including RIDDOR submissions) are retained in line with the Documents, Data and Records Procedure.

Review:

This procedure is reviewed at least annually, or sooner following any relevant change in legislation, a significant incident, complaint, or change in the Company's activities, to confirm that communication arrangements remain effective and proportionate to the size of the business.

Document Control:

This procedure is communicated to relevant staff, reviewed at least annually or sooner following legislative change, incidents or significant operational changes, and approved by a director.

	Signed
	

	Name
	

	Position
	Director

	Date
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