
Workplace

1. Purpose

flexible communication across all levels of the organisation. Its primary
purpose is to foster a workplace culture where employees feel comfortable
approaching any manager or HR representative with concerns, suggestions, or
complaints. By encouraging open dialogue, we aim to support quick issue
resolution, trust-building, and continuous improvement in our working
environment.

2. Scope
This policy applies to all employees and all levels of management within the
company. Managers, regardless of their designation, are expected to maintain a
metaphorical “open door,” encouraging open communication in-person or
through digital platforms such as email and messaging tools. Senior
management must also remain approachable, reinforcing an inclusive culture.
HR, too, plays a key role—employees are welcome to approach the HR team
with any issue, including serious concerns such as harassment or
compensation matters.
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3.Policy Overview
All managers should ensure that they are approachable and available so
that employees feel free to connect with them regarding any workplace
matter. The policy encourages employees to speak openly about their
needs and concerns, including but not limited to seeking feedback,
discussing problems, requesting guidance, reporting misconduct, making
suggestions for improvements, or discussing personal challenges that may
impact work.
This policy is built on trust, ensuring that employees can share concerns
without fear of retaliation and with confidence that their input will be
taken seriously and addressed appropriately.

4. Benefits

● Proactively address employee concerns before they escalate.
● Quickly resolve workplace conflicts.
● Support victims of harassment or mistreatment.
● Identify and act upon opportunities for improvement.
● Promote mutual trust, accountability, and teamwork.

5. Manager Responsibilities
Managers are expected to actively listen to their team members, especially
when serious concerns like harassment arise. Beyond being accessible,
they must act on feedback in a timely and effective manner. If needed,
they should escalate matters to their own managers or HR.

By maintaining an open-door culture, HR Magix aims to:
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Managers must communicate transparently with employees about what
actions they will take, refrain from making empty promises, and maintain two-
way communication. Constructive feedback should be welcomed, and under
no circumstances should a manager retaliate against an employee for voicing
concerns.
When unsure how to handle an issue, managers are encouraged to consult HR
or senior leadership.

6. Employee Responsibilities
Employees are encouraged to communicate openly but respectfully. If the
matter is sensitive, they should try to schedule an appointment in advance. As
a first step, employees should reach out to their immediate manager before
escalating concerns unless the manager is unavailable, is part of the issue, or
has violated the policy.
Efforts should be made to resolve minor conflicts directly with colleagues
when possible. Employees must also speak up if they witness or experience
harassment, discrimination, or any violation of company policies. A safe and
collaborative workplace depends on everyone’s participation.

7. Confidentiality and Non-Retaliation
All concerns raised under this policy will be treated with confidentiality to the
greatest extent possible. No employee will be penalised, discriminated against,
or subjected to retaliation for raising concerns or offering feedback in good
faith. Escalation to senior management or HR is always an available option
when the issue remains unresolved.
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