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Communication Framework 

1. Bi annual newsletter – 4 pages containing / introduction from MD / short sections on WCS/WWW/LH business wins / work related issues to address / new starters / leavers H&S issues / Transport concerns / legal issues etc / good news etc

2. Annual Appraisals for ALL employees 

3. Annual H&S Refresher training - 30 minutes for small groups including review Risk assessments / Safe Working practices / Fire Evacuation / Manual Handling etc 

4. Quarterly Management meetings - attended by the MD / Directors and business Managers / Finance / Transport / HR like the one held in Oct 2018 – again this needs to be recorded / minutes taken and shared with employees. We need to discuss strengths / weaknesses / opportunities and threats as well as review the business risk register and legal register as well as plan for coming quarter etc 

5. Monthly tool box talks for each Depot / employee / Team – recorded and minutes and all questions fed back 

6. Monthly Depot Transport meetings

7. Monthly H&S meetings (this is the only area which consistently takes place) – meeting needs to be recorded and minutes produced and these need to be placed on dedicated H&S notice Board at each depot Auditor – this needs to be conducted at each Depot on fortnightly basis and report needs to be produced and shared with employees and weekly team meeting (needs only to be 15 minutes) 

8. Weekly Depot Team meetings 
Above all the whole process is about 2 way communication and having a clear structured framework which the A1 Group will stick to rigorously. 
The A1 Group must be able to clearly demonstrate they can feed all relevant business / team / H&S / the information down to the employees and they then have a process/forum to be able to raise questions back up to Management  
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