SWINBURNE UNIVERSITY EMS

- COMMUNICATIONS PROCEDURE-

Responsible Manager: Associate Director, Operations and Services
Subject: EMS: Procedure

Reference: February 2009
Purpose
This procedure details the process for communications relating to Swinburne’s EMS both internally and externally.
Background
Communications will be of particular importance to the success of Swinburne EMS. Communications will be important both internally and externally to achieve the following objectives:
· to inform and gain buy-in from staff,

· to contribute to continual improvement, and

· to report performance against targets and achievements.

Implementation

Internal Communications
Internal communications relate to staff at Swinburne. The purpose of internal communications is to:

· inform and gain buy in from staff,

· contribute to continual improvement through ongoing two-way communication, and
· report performance against targets and to alert staff to updates or changes.

This communication will be lead by the EMS Coordinator. 
External Communications
External communications refer to current and future students, product and service providers, visitors, media and peers. The purpose of external communications is to:
· report performance against targets, achievements and updates, and

· contribute to continual improvement through ongoing two-way communication.
This communication will be lead by the EMS Coordinator.

Recording of Communications

A Communications Register will be developed as per Attachment 1. All communications and feedback should be tracked and recorded in the Communications Register.
Review of the Communications Register

The Communications Register will be formally reviewed annually in line with this procedure to reflect changes to legislation and other requirements.

Responsibilities

	Position
	Responsibility 

	Executive Group 
	Approve the Communications Register

	EMS Coordinator
	Coordinate the development and review of the Communications Register 

Consult with and distribute the draft Communications Register to relevant employees for feedback.

Incorporate feedback and distribute the Swinburne Executive Team and Vice Chancellor for approval and signing.


Review of procedure

This procedure will be reviewed annually by the EMS Coordinator. 

In addition, this procedure is required to be reviewed and changed to reflect current and best practice. The EMS Coordinator is required to ensure that this procedure is current at all times.

Approval
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Appendix 1 – Example Communications Register
	Date Sent /Received
	Source/Name
	Type of Comms. (email…)
	Summary 
	Response/ Action
	Reference/ File location
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