REVIEW INTERNAL COMMUNICATIONS

Contributed by Victoria Catimbang 15 January 2003
Note:    
Please answer the following by ticking/encircling Y – YES  or N – NO.   Space is provided after  

each question to  allow you to write comments or additional notes.
I.
QUESTIONNAIRE

A. Managing Technology

	Y      N
	1. Email is properly used ie. subject and action required is clearly visible and message is brief but to the point.



	Y      N
	2. JCB Intranet keeps staff informed about the organization and information is current and regularly updated.



	Y      N
	3. Internet is easily accessible (system not slow) and is used by staff to acquire information related to their 

work.

 

	Y      N
	4. Websites for the JCB and JCB Health provide awareness of the organization’s/division’s programs, 

services and other activities. 




B. Meetings

	Y      N
	1. Office staff meetings are held regularly, brief, and use an agenda and provide minutes.



	Y      N
	2. Chair of staff meetings are rotated and provide everyone an opportunity to express his/her views.



	Y      N
	3. Informal or impromptu/quick meetings are called whenever information on emerging issues needs to be  

disseminated right away.



	Y      N
	4. Work teams (eg Admin staff meetings, Managers meetings, Nurses/Doctors, Rehab) exist and regular 

meetings are held.



	Y      N


	5. Work team meetings are minuted and record of decisions confirming action items and updates are shared 

with staff.  



	Y      N
	4. Conference calls are used, when appropriate, in lieu of face-to-face team meetings considering that staff are

 dispersed geographically.



	Y      N
	5. Networking is practiced by staff to share ideas, tools and practices with colleagues not just within the office

 but with other offices (eg Tips/Short Cuts in using Excel or Word, external websites useful/relevant to 

rehab professionals).




C. Orientation

	Y      N
	1. Sessions are held for new employees to introduce them to the organization and to provide them with an 

overview of the organization’s structure.



	Y      N
	2. New employees are assigned a staff member who will act as a ‘mentor’ to respond to their queries and act as a sounding b a sounding board.



	Y      N
	3. Booklets and other induction materials (general as well as materials specifically about JCB Health eg 

operational plan, the division’s organization structure) are provided to new staff to enable them to have ‘a feel’

of what is expected of them and how their role fits in with the organization.



	Y      N
	4. New employee is introduced to the group, and profile of the new staff member (perhaps with a  picture as 

well) is sent to other offices via email or newsletter.



	Y      N


	5. Once settled, new employees are given the opportunity to meet district staff face-to-face (via office tours?)

to get a sense of what they do. 




D. Feedback/Recognition

	Y      N
	1. Informal group activities such as sports, lunches, morning/afternoon tea to celebrate birthdays are 

encouraged by management.



	Y      N
	2. Recognition for a job well done or feedback from management and colleagues are readily made known, 

verbally or in writing, and issues are discussed openly and constructively.



	Y      N
	3. In staff or informal meetings, management actively solicit feedback about their communication with 

staff, asking questions like – When I talk or write, are you generally clear about what I am saying?

Do you think we communicate well around here?    




E. Supporting People

	Y      N
	1. Workshops are conducted off-site for specific business goals and also become a venue for team building 

and social/fun activities.



	Y      N
	2. Regular training are held to keep employee skills current.



	Y      N
	3. Attendance at local/regional/national conferences and seminars is open to employees at all levels, not just 

restricted to managers. 



	Y      N
	4. A specific time is set aside (‘sacred time’) for staff to complete certain tasks, such as reviewing and 

responding to emails or other correspondence, or for internal group meetings.




F. Tools

	Y      N
	1. Written procedures are readily available for operational staff.



	Y      N
	2. IT booklets or manuals for MIS (Management Information Systems) and other electronic technology for 

staff use are available and regularly updated.



	Y      N
	3. Regular in-house newsletters keep staff informed of ongoing activities and future direction and allows for

staff input.



	Y      N
	4. All staff provide their movements; white/blackboard or diary is used and placed in a focal point to track

staff and to note issues/thoughts for the day.



	Y      N


	5. Suggestion box provides employees the option to raise concerns/issues anonymously, which are followed up on

on a regular basis. 



	Y      N
	6. Management ‘surveys’ staff for actions/decisions particularly those that may have direct impact on the 

office’s operation.



	Y      N
	7. List of names, telephone numbers and functional responsibilities of people within the organization, as well

as list of frequently contacted external or outside organizations are provided and regularly updated.  




G. Visible Leadership/Information Sharing

	Y      N
	1. Minutes of management (Executive Team, Board, Senior Officers) meetings are made available to staff on 

a regular basis.



	Y      N
	2. Managers debrief staff after important meetings (board meetings, conference/seminar) either fact to face or

by email.



	Y      N
	3. Clients/customers/mine representatives are invited to attend certain meetings to help identify issues or

barriers to service (if there are any).



	Y      N
	4. Organisational staffing decisions are communicated to all staff.



	Y      N


	5. Reports re performance of the division (eg Quarterly Report, Internal Audit reports, QA) and any issues that

need to be addressed are communicated to staff. 



	Y      N
	6. Communication within and across the division is well coordinated and ensures that everyone gets the same

message at the same time. 



	Y      N
	7. There is a relaxed, comfortable climate in the office/division that allows easy information sharing and 

facilitates problem solving.




II
OTHER COMMENTS/SUGGESTIONS

