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Disclaimer
This template is provided solely for informational and guidance purposes. It is the sole responsibility of the user to review, modify, and adapt the content to suit the specific operational, legal, regulatory, and risk management requirements of their organisation.
MiSAFE Solutions Pty Ltd makes no representations or warranties regarding the suitability, accuracy, or completeness of this template. MiSAFE Solutions Pty Ltd accepts no liability whatsoever, whether in contract, tort, or otherwise, for any loss, damage, penalty, fine, non-compliance, or adverse outcome arising directly or indirectly from the use, misuse, or reliance on this template.
Users are strongly advised to seek independent professional, legal, and consulting advice before implementing any part of this document within their Integrated Management System.
Customisation Note
This document ID (MISAFE-IMS-TMP-011-V1.0) ensures traceability per ISO standards. Replace with your own ID or use as is for your IMS. Fully customise all sections to reflect your organisation’s unique context, ensuring full alignment with ISO 9001, ISO 45001, and ISO 14001 requirements.
1. Organisation Overview
Provide a brief description of your organisation, including primary activities, products/services, locations, and size. This helps tailor the communication plan to your specific QHSE needs.
[Insert description here]
2. Purpose of the IMS Communication Plan
State the objective of this plan and how it supports your IMS.
[Insert purpose here, e.g., “This plan provides a structured approach to communicate QHSE information effectively to all internal and external stakeholders, ensuring awareness, engagement, and continual improvement of the Integrated Management System.”]
3. Communication Objectives
List the key objectives of your IMS communication.
	Objective
	Target Outcome

	Ensure all employees understand their QHSE roles
	Increased ownership and compliance

	Keep stakeholders informed of performance
	Greater trust and support

	Encourage two-way feedback
	Higher engagement and early risk identification

	(Add rows as required)
	





4. Key Audiences and Messages
Identify who needs to receive information and what the core messages are.
	Audience
	Key Messages to Communicate
	Preferred Channel(s)

	Employees / Workers
	Roles, policy, risks, performance
	Toolbox talks, digital app

	Contractors
	SWMS requirements, site rules
	Induction, noticeboards

	Management / Supervisors
	Objectives, audit results, changes
	Meetings, dashboards

	Customers / Clients
	Quality & safety commitments
	Reports, website

	Regulators & Community
	Compliance & environmental performance
	Formal reports, public notices

	(Add rows as required)
	
	


5. Communication Schedule
Plan when and how often each message will be delivered.
	Message / Activity
	Frequency
	Responsible Person
	Channel
	Next Due Date

	QHSE Policy & Roles Update
	Annually + on change
	
	Induction + noticeboards
	

	Monthly QHSE Performance Report
	Monthly
	
	Digital dashboard
	

	Toolbox Talks
	Weekly
	
	Face-to-face
	

	(Add rows as required)
	
	
	
	


6. Action Plan for Implementation
List specific actions to roll out and maintain the communication plan.
	Action Required
	Responsible Person
	Target Completion Date
	Resources Needed
	Status
	Notes

	Develop communication materials
	
	
	
	
	

	Train communicators
	
	
	
	
	

	Set up digital channels
	
	
	
	
	







7. Monitoring and Measurement
How you will evaluate the effectiveness of communication.
	Metric
	Target
	Measurement Method
	Review Frequency

	
	
	
	

	Employee understanding of roles
	90%+
	Quiz / survey
	Quarterly

	Feedback response rate
	70%+
	Suggestion box / survey
	Monthly

	Incident reduction linked to awareness
	10% reduction
	Incident register
	Annually


8. Approval and Review
	Role
	Name / Position
	Signature
	Date

	
	
	
	

	Prepared by
	
	
	

	Reviewed by
	
	
	

	Approved by
	
	
	


Next Review Date:
[Insert date, for example: biannually or as required due to external change]
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