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Communication Framework and Stakeholder Engagement
Who may speak for SteelRiver, which channel to use, and how meetings and presentations are run
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	Next review
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	Applies to
	All SteelRiver sites, managers, supervisors and anyone who communicates on behalf of SteelRiver
	Status
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1. Purpose
This Framework sets out how SteelRiver Logistics Pty Ltd (SteelRiver) communicates with its internal and external stakeholders. It makes sure that what we say is timely, accurate, consistent across the three Distribution Centres (Perth, Brisbane and Newcastle) and within the authority of the person saying it, and that it meets our legal and ethical obligations, including the Privacy Act 1988 (Cth), our customer contracts and our duty to consult workers under WHS laws.
It applies to every manager, supervisor and team leader, and to anyone who presents, chairs a meeting, negotiates or writes on behalf of SteelRiver.
	How this Framework fits with other documents
1. SRL-CR-002 sets the financial and decision delegations. This Framework sets communication authority. Check both.
1. SRL-CR-018 Information Privacy and Confidentiality Policy sets what personal information may be shared and with whom.
1. SRL-CR-031 WHS Consultation and Participation Procedure sets how workers and HSRs are consulted before WHS decisions. Telling people about a decision does not replace consultation.


2. Stakeholder map
The map shows SteelRiver's key stakeholders, what they care about and the channel they prefer. Managers use it when planning any communication. Where a stakeholder is not listed, use the closest match and check with your line manager.
	Stakeholder
	Primary interest
	Preferred channel

	Chief Executive Officer and the executive team
	Strategy, financial and operational performance, risk, decisions needed
	Executive meeting papers; email for routine items

	Operations Director
	Site performance, KPIs, escalations, customer contracts
	1:1 meetings, monthly DC report, email; phone for urgent matters

	National WHS Manager
	WHS performance, incidents, risk, consultation, regulator matters
	WHS committees, monthly WHS report, email; phone for serious incidents

	People and Culture (including the Privacy Officer)
	Workforce matters, employee relations, privacy
	Scheduled meetings, joint case discussions

	DC Managers (Perth, Brisbane, Newcastle)
	Cross-site coordination, shared learning, capacity planning
	Teams, email, shared SharePoint, cross-DC meetings

	Site supervisors and warehouse leads
	Daily operations, crew performance, issues
	Daily shift handover, team meetings

	Frontline workers, including casual and labour hire workers and line haul subcontractors
	Site updates, changes to their work, rosters, safety
	Toolbox talks, supervisor cascade, noticeboards

	HSRs and the WHS committees (Perth DC WHS Committee, National HSE Committee)
	Health and safety of their work groups, consultation, issue resolution
	Committee meetings, HSR briefings, email

	Customers
	Service delivery, issue resolution, contract terms, reporting
	Account meetings, business reviews, email

	Contractors and labour hire providers
	Service coordination, induction, WHS coordination
	Coordination meetings with the contract owner, email

	WHS regulators: WorkSafe WA (Perth), Workplace Health and Safety Queensland (Brisbane), SafeWork NSW (Newcastle)
	Compliance, notifiable incidents, notices
	Formal written communication through the National WHS Manager and the CEO

	Office of the Australian Information Commissioner (OAIC)
	Privacy compliance and notifiable data breaches
	Formal written communication through the Privacy Officer, approved by the CEO

	Media, industry bodies and the public
	Reputation, sector events
	Only through the CEO and Marketing and Communications


3. Authority to communicate
Each role may communicate on behalf of SteelRiver within the scope below without further approval. Anything outside that scope must be approved through the flow in Section 6 before it is communicated. If you are unsure whether something is within your authority, treat it as outside it.
	Role
	May communicate
	Must escalate before communicating

	Chief Executive Officer
	All matters on behalf of SteelRiver, including the media, the Board, shareholders, major customers and formal positions with regulators
	Not applicable

	Operations Director
	Operational matters across the three DCs; customer contract matters
	Board-level commitments and public positions (to the CEO)

	National WHS Manager
	WHS communications across the sites, safety alerts and communications with WHS regulators, including notifications
	Formal company positions on regulatory matters (to the CEO)

	Marketing and Communications
	External marketing, branded material, the website and social media
	Any media response on operational matters or incidents (to the CEO)

	DC Managers
	Operational matters, routine customer service matters and approved changes at their own DC
	Strategic announcements, workforce restructure, media and industry statements, regulators, financial commitments above their delegation, customer contract terms, other sites' plans (to the Operations Director)

	Supervisors and warehouse leads
	Daily operational direction within their work group; cascading confirmed decisions
	Anything outside confirmed direction, and any matter with HR, customer or contractor implications (to the DC Manager)


4. Channel selection
Choose the channel by purpose, audience, urgency, sensitivity and the need for a record. Where the matter is sensitive, complex or has personnel or commercial implications, use a meeting or face-to-face conversation rather than writing alone, then confirm the outcome in writing.
4.1 Meetings
Use a meeting (in person, or Teams for other sites) when a decision is needed from several people, when views must be heard before deciding, when the matter is contentious, or when you need to read reactions and build trust. Run meetings under Section 5. Hold performance, disciplinary and personal matters one to one in a private setting.
4.2 Written communication
Use email or other written communication when a formal record is needed (decisions, agreed actions, commitments), when information is routine and needs no discussion, or when the audience is spread across sites. SteelRiver written channels include email, Teams, the intranet and SharePoint, and noticeboards at each site. Frontline workers are also briefed at toolbox talks. Written communication about personal information follows SRL-CR-018.
5. Meetings
These rules apply to SteelRiver management and working meetings. The WHS committees also follow their own constitution and charter. Use SRL-CR-076 for agendas, minutes and action registers.
1. The convenor gives notice of the meeting and issues the agenda and papers before it.
1. Anyone who wants an item on the agenda sends it, with any papers, to the convenor or the meeting secretary by the date set in the notice.
1. The chair runs the meeting to the agenda. Items are presented, discussed and questioned through the chair, and the chair confirms each decision before moving on.
1. Minutes record decisions and actions, each action with an owner and a due date, and are sent to attendees after the meeting.
6. Approval and escalation flow
Any communication outside a role's authority in Section 3 must be approved before release. The standard flow is:
1. Draft the communication and identify the authority who must sign it off (Section 3, and SRL-CR-002 for delegations).
1. Submit it for review to that authority with the audience, purpose, proposed channel and timing.
1. Incorporate feedback and obtain sign-off before release. Confirm verbal sign-off by email.
1. Release the communication through the agreed channel.
1. Confirm receipt and follow up where needed.
1. Record the communication and the approval (for example in SharePoint).
	Urgent communications
Where a communication is urgent and the standard sign-off route is not available, contact the Operations Director directly and confirm the approved position in writing as soon as practicable. For a serious incident, the National WHS Manager is contacted at the same time.


7. Document control
	Field
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	Owner
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	Approver
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