@ workstream

Slack Guide Policy Template

Welcome to [Company Name]! We are excited to have you join our team. As part of our onboarding
process, we have put together a Slack guide to help you navigate our communication platform
effectively.

1. Setting Up Your Slack Account
e Upon receiving your company email address, you will receive an invitation to join our
Slack workspace. Follow the instructions in the email to set up your account.
e Make sure to upload a professional profile picture and fill out your profile information
with your role and department.

2. Channels and Communication
e Familiarize yourself with the different channels in Slack, including
department-specific channels, project channels, and general channels.
e Use @mentions to direct messages to specific team members and use threads to
keep conversations organized.

3. Etiquette and Best Practices
e Be mindful of the tone and language you use in Slack messages, as written
communication can sometimes be misinterpreted.
e Avoid using Slack for personal conversations or non-work-related topics. Keep all
communication professional and work-related.

4. Security and Privacy
e Do not share sensitive company information or confidential data in Slack channels.
Use secure channels or direct messages for sensitive discussions.
e Report any suspicious activity or security concerns to the IT department
immediately.

5. Resources and Support
e If you have any questions or need assistance with Slack, reach out to the HR
department or the IT helpdesk for support.
e Take advantage of Slack’s features, such as integrations with other tools and apps, to
streamline your workflow.



We hope this Slack guide helps you get started on the right foot. If you have any feedback or
suggestions for improving our Slack communication, please feel free to share them with us. Welcome
aboard!

Sources:
- Slack Official Website: [https.//slack.com]
- Society for Human Resource Management: [https://www.shrm.org]



