
 
 
 
 
 
 
 

Your Guide to Creating Internal 
Communication Policies 

A strong internal communication policy is more than just a formality—it’s a vital tool that can 
make or break your organization’s success. Imagine a workplace where everyone knows what’s 
happening, where communication is clear, consistent, and inclusive, and where every team 
member feels engaged and aligned with the company’s goals. That’s the power of an effective 
internal communication policy. In this guide, we’ll walk you through the essential steps to create 
a policy that not only works but transforms your organization. We’ll also share real-world 
examples and provide practical resources that you can use to make the process even smoother. 

 

 

Why Internal Communication Policies Matter 

Internal communication isn’t just about keeping people informed; it’s about creating a culture of 
transparency, collaboration, and trust. When communication flows freely and effectively, 
employees are more engaged, productivity soars, and your organization can move forward with 
confidence. 

According to a study by Gallup, companies that prioritize effective communication are 3.5 times 
more likely to outperform their peers. This statistic isn’t just a number; it’s a clear indicator that 
when employees are well-informed, they’re more motivated, make fewer mistakes, and 
contribute more to the company’s success. 

 

https://www.gallup.com


 
 
 
 
 
 
 
Steps in Creating Internal Communication Policies 

Step 1: Assess Your Current Communication Practices 

The first step in creating a solid internal communication policy is to understand where you 
currently stand. Take a close look at how communication happens in your organization. What’s 
working? What’s not? Are there gaps in how information is shared, or do certain messages get 
lost in translation? This assessment will help you pinpoint areas that need improvement and 
guide the development of your new policy. 

Conduct surveys, interviews, or focus groups with employees to gather insights. This will give 
you a clearer picture of your current communication landscape. 

Looking for tools to help with this assessment? SurveyMonkey offers customizable templates 
that can make gathering feedback a breeze. 

Step 2: Define Clear Objectives for Your Policy 

Now that you’ve got a handle on your current communication practices, it’s time to set some 
clear objectives for your new policy. What do you want to achieve? Maybe you want to boost 
employee engagement, reduce communication errors, or ensure that important updates reach 
everyone within 24 hours. Whatever your goals are, make sure they’re specific, measurable, 
and and aligned with your overall business strategy. 

Defining these objectives will give your policy direction and purpose, helping you to measure its 
effectiveness down the line. 

For tips on setting effective goals, check out this guide on SMART Goals by MindTools. 

Step 3: Identify Your Communication Channels 

Choosing the right communication channels is crucial. Different messages require different 
methods of delivery. For instance, email might be perfect for formal announcements, while 
instant messaging could be better for quick, real-time updates. Consider the tools that best fit 
your organization’s needs, such as: 

●​ Email: great for detailed, formal communication. 
●​ Intranet: A centralized place for important documents and updates. 
●​ Instant Messaging: Tools like Slack, Microsoft Teams, or Discord are ideal for quick, 

informal conversations. 
●​ Video Conferencing: Platforms like Zoom and Google Meet are essential for 

face-to-face interactions, especially with remote teams. 

Need help choosing the right tools? Atlassian offers a comprehensive guide to collaboration 
tools that can help you make the right choice. 

Step 4: Develop a Communication Framework 

With your objectives and channels in place, it’s time to build a communication framework. This is 

 

https://www.surveymonkey.com
https://slack.com
https://www.microsoft.com/en-us/microsoft-teams/group-chat-software
https://discord.com
https://zoom.us
https://meet.google.com
https://www.atlassian.com


 
 
 
 
 
 
 
where you outline how information will flow within your organization, who’s responsible for what, 
and how communication should be structured. Think of this framework as the roadmap for your 
internal communications. 

Key components of the framework include: 

●​ Information Flow: Decide how information will move through your organization—will it 
be top-down, bottom-up, or a mix of both? 

●​ Roles and Responsibilities: Clearly define who’s in charge of communicating specific 
types of information. 

●​ Communication Protocols: Establish guidelines for how and when communication 
should happen. This includes response times and procedures for escalating issues. 

●​ Crisis Communication Plan: Prepare for the unexpected by including a section on how 
to handle communication during a crisis. You might want to create templates for holding 
statements or press releases. 

For a closer look at what a communication framework might look like, Harvard Business Review 
has some excellent case studies on effective communication structures. 

Step 5: Draft the Policy Document 

Now comes the part where you put everything down on paper—or rather, into a digital 
document. Your policy should be clear, concise, and easy to understand. It should include: 

●​ Introduction: A brief overview of why the policy exists and what it aims to achieve. 
●​ Scope: Who does this policy apply to? Is it organization-wide or department-specific? 
●​ Roles and Responsibilities: A detailed breakdown of who’s responsible for what. 
●​ Communication Channels: A list of the approved communication tools and their 

intended uses. 
●​ Protocols: Guidelines for how communication should occur, including frequency, tone, 

and style. 
●​ Feedback Mechanisms: Instructions on how employees can give feedback or ask 

questions. 
●​ Crisis Communication: A section dedicated to handling emergencies, complete with 

templates and procedures. 

For help with formatting and drafting, SHRM offers useful resources on creating workplace 
policies. 

Step 6: Involve Key Stakeholders and Gather Feedback 

Don’t finalize the policy just yet! It’s important to get input from key stakeholders before rolling it 
out. This could include management, HR, and representatives from different departments. Their 
feedback will help ensure that the policy is practical, comprehensive, and aligned with the 
organization’s needs. 

You might also want to pilot the policy with a small group of employees to gather additional 
feedback and make any necessary tweaks before it goes live. 

 

https://hbr.org
https://www.shrm.org


 
 
 
 
 
 
 
Not sure how to engage stakeholders effectively? The Project Management Institute (PMI) has 
some great resources on managing stakeholders. 

Step 7: Implement the Policy and Train Your Team 

With the policy finalized, it’s time to put it into action. Start by communicating the policy to all 
employees, using multiple channels to ensure everyone is aware of it. Then, provide training 
sessions to help your team understand the policy and how to apply it in their day-to-day work. 
This could be through workshops, webinars, or even one-on-one coaching. 

Ongoing support is crucial, so consider setting up a helpdesk or offering additional training 
sessions as needed to help employees adapt to the new communication practices. 

Step 8: Monitor, Evaluate, and Adjust 

Creating a communication policy is just the beginning. To ensure it remains effective, you’ll need 

to continuously monitor its implementation and make adjustments as needed. This involves: 

●​ Tracking Key Metrics: Measure the success of your policy by tracking metrics like 
employee engagement, the frequency and effectiveness of communication, and 
response times. 

●​ Gathering Ongoing Feedback: Regularly solicit feedback from employees to identify 
any issues or areas for improvement. This could be done through surveys, focus groups, 
or informal check-ins. 

●​ Reviewing and Updating the Policy: Conduct regular reviews—perhaps annually or 
bi-annually—to ensure the policy stays relevant and effective as your organization 
evolves. 

For tools that can help you track and evaluate your communication strategy, consider using 
Google Analytics for digital communication or Qualtrics for employee feedback and 
engagement. 

 

https://www.pmi.org/learning/library/stakeholder-management-strategies-applying-risk-management-7479
https://analytics.google.com
https://analytics.google.com
https://www.qualtrics.com


 
 
 
 
 
 
 

 

Real-World Examples of Effective Internal Communication Policies 

To bring these concepts to life, let’s take a look at some real-world examples of companies that 
have successfully implemented internal communication policies: 

●​ Google: Google is known for its transparent and inclusive communication culture. They 
use a combination of email, intranet, and video conferencing to ensure that all 
employees are informed and engaged. Their policy includes clear guidelines for 
information sharing and feedback, which has helped them maintain a strong, 
collaborative culture even as a global company. 

●​ Zappos: Zappos is another great example. They have a policy that emphasizes open 
communication and employee empowerment. Their use of various channels, including 
internal social media platforms and regular all-hands meetings, ensures that everyone is 
on the same page. Zappos also encourages employees to provide feedback, which 
helps them continuously refine their communication practices. 

 

Boost Engagement with Templates, Checklists, and More 

As a bonus for readers, consider offering downloadable resources that can serve as a lead 
magnet. These could include: 

●​ Internal Communication Policy Template: A ready-to-use template that helps 
companies create their own internal communication policies. 

●​ Crisis Communication Plan Template: A template for handling communication during 
emergencies, complete with sample holding statements. 

 

https://docs.google.com/document/d/1rEMSuJThemuRnRKCxYZmCl_efmSnbSYn/edit?usp=sharing&ouid=113942619705757867074&rtpof=true&sd=true
https://docs.google.com/document/d/1ZG37u9rwWwwm3U-oSXiSdt610nGIMa0d/edit?usp=drive_link&ouid=113942619705757867074&rtpof=true&sd=true


 
 
 
 
 
 
 
These resources not only provide added value to your readers but also help you capture leads 
and grow your email list. 

 

Conclusion 

Creating an effective internal communication policy is a vital step in building a successful 
organization. It promotes a culture of transparency, enhances employee engagement, and 
ensures that everyone is aligned with the company’s goals. By following the steps outlined in 
this guide, you’ll be well on your way to developing a policy that transforms your organization’s 
communication practices. 

Remember, the key to success is not just in creating the policy but in continuously monitoring, 
evaluating, and adjusting it to meet the needs of your evolving organization. Start today by 
assessing your current communication practices, defining clear objectives, and involving key 
stakeholders in the process. And don’t forget to take advantage of the resources and examples 
provided to guide you along the way. 

By investing in a robust internal communication policy, you’re not just improving the way your 
organization communicates—you’re setting the stage for long-term success. 
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