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A. [bookmark: A._PURPOSE]PURPOSE

Non-way finding signs within the hospital and on the grounds are intended to convey information to Queensway Carleton Hospital (QCH) patients, visitors, staff, physicians, and volunteers which are informative, legislative/advisory, or commercial.
B. [bookmark: B._POLICY_STATEMENT]POLICY STATEMENT

Effective communication with all employees, physicians, volunteers, patients, and the public are essential to the Hospital. Bulletin boards, digital boards and communication centres are available throughout the Hospital to ensure access. QCH is committed to maintaining a visual environment that:
· Promotes the safety and welfare of patients, visitors, and staff.
· Is senior friendly.
· Conforms to the requirements of the Accessibility for Ontarians with Disabilities Act.
· Is free of visual chaos.
· Provides a clear message.
· Follows the size guidelines below.
This policy applies to permanent and temporary signage such as events, visitor restrictions, etc.



Only signage approved under this policy may be posted. Responsibility for signage approval and control is centralized under Corporate Communications.
Posters / signs / pictures are not allowed on walls, windows, columns, doors, etc. in common areas of the hospital. Exceptions to this rule will be made for special campaigns, with the pre-
approval of Communications. When these exceptions are made, posters may be placed only in staff-focused areas that will not impact wayfinding. This includes:
· Glass hallway leading to cancer center.
· Staff entrance hallway on Level 1
· Wall behind the kiosk desk near Tim Hortons
· Cafeteria walls
· Bathrooms and change rooms
All notices should be displayed only on those bulletin boards and/or in the holders designated by the Hospital. The following boards and holders are provided in the Hospital:

	Boards & holders
	Designated regulator

	Department-specific boards throughout the hospital
	Department manager

	Communications center near elevators
	Communications

	Long board outside cafeteria
	Communications

	Specialized boards: HR, Unions, Occupational Health
	HR, Unions, Occupational Health

	Digital Screens near Tim Hortons, in Cafeteria, and other areas of the hospital and off-site
hospital locations
	Communications

	Digital Menu in Cafeteria
	Food Services

	Digital screen in Main Lobby
	Foundation and Communications

	Revenue generating screens and boards in waiting rooms, halls, and elevators
	Communications



Types of signage covered by this policy include:
· Corporate signage (Responsibility: Communications)
· Mission, Vision, Values
· Accreditation & other awards
· Affiliate signs (U of O, etc.)
· Foundation signage (Responsibility: Foundation)
· Foundation fundraising
· Donor recognition



· Regulatory signage (Responsibility: Responsible Department). I.e.:
· Privacy, Accessibility, Occupational Health & Safety standards
· Non-smoking signs
· Canadian Nuclear Safety Commission & other public hazard signage
· Building and Fire Code related signage
· Recruitment signage (Responsibility: Human Resources)
· Union and Non-Union position postings by Human Resources
· Union signage (Responsibility: Union Leadership)
· Union events, contract information, etc.
· QCH to Staff Messaging (Responsibility: Communications)
· Events endorsed by the Hospital, general updates regarding Hospital programs, initiatives, and results, etc.
· Commercial Partnerships (Responsibility: Communications).
· Including: Revenue producing electronic, backlit, and printed displays
· Public Information Signage (Responsibility: Communications & Printing), including:
· Parking rates, courtesy phones & cafeteria hours
· Visiting hours
· Tim Hortons
· Meeting room booking information
· Handwashing
· Scent Free Workplace Policy
· Discrimination Harassment and Violent Behaviour in the Workplace
· No aggressive behavior policy
· Cell phone use policy
C. [bookmark: C._DEFINITIONS]DEFINITIONS
Signs and Notices: Any form of printed, mounted, or electronic information that is temporarily or permanently displayed throughout the hospital on bulletin boards, digital boards and information holders that are placed throughout the Hospital.

D. [bookmark: D._PROCEDURE]PROCEDURE

· Paper materials and electronic files must be submitted to and approved by Communications for posting on bulletin boards / communications centres / digital bulletin boards.
· Information holders (8 ½ X11 portrait size holders near and inside elevators, stairwells, entrances to departments, etc.) are regulated by Communications (ext. 5621 or 5601).



· In units/departments, temporary posters / signs / pictures mounted on walls, windows, columns, doors, etc. should use painter’s tape to minimize the removal of paint and only if approved by the department Manager. Managers will ensure that departmental boards are maintained in an orderly, relevant, and professional state.
· Any posters advertising non-QCH fundraising activities must be approved in advance by the QCH Foundation (ext.1063).
· Commercial advertising is only allowed in the revenue generating boards and TV systems and requires approval in advance by the Director of Communications.
· Commercial endorsements of any nature require approval in advance by the Director of Communications.
· All posted material is subject to the following:
· All material must conform to good standards of presentation and be non-offensive.
· Posters using upper and lower case are easier to read.
· Script fonts should not be used as they are not senior friendly.
· Font size for public notices must be at least 14 points.
· Acronyms should be avoided.
· Posters should not exceed 11” X 17” in size without prior approval from Communications.
· Communication staff – or their delegate -- will post all approved notices / signs on the corporate bulletin boards/ communication centres.
· Posters / notices requiring easels require advance approval for Communications and shall not interfere with common doorways, hallways and access area for patients, visitors, and staff or where they may be an obstacle.
· Other notices shall not be covered up.
· The individual submitting the notice is responsible for its timely removal within 48 hours after an event has ended.
· Posting of material on surfaces other than designated bulletin boards, is not permitted and will be removed. The originator of posted material is responsible for promptly advising the Facilities Department -- in writing (work order) or by calling extension 1701 – of any required repair work caused by these temporary posted materials.
· Materials may only be posted using approved adhesive materials. Please contact Facilities or Communications to confirm the latest recommendation.

E. [bookmark: E._RELATED_POLICIES]RELATED POLICIES
· 1.000 Conflict of Interest Policy
· 1.205 Hospital Signage Policy
· 1.510 Corporate Purchasing Policy


· 2.020 Discrimination Harassment and Violent Behaviour in the Workplace
· 3.020 Scent Free Workplace Policy
[bookmark: REFERENCES]REFERENCES

· Accessibility for Ontarians with Disabilities Act
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