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Handbook Amendment 

Mandatory Use of Slack Communication Platform 
Dated January 9th 2025 

Effective Date:  Jan 9, 2025

Purpose: This amendment is to establish uniform guidelines regarding the use of the 

Slack communication platform as a primary channel for internal communications at 

Costa Oils Inc. and to clarify expectations regarding its installation, usage, and 

limitations. 

Policy Statement: 

1.​ Mandatory Enrollment and Installation: a. All employees of Costa Oils Inc., regardless of 

position, employment classification, or location, are required to create and maintain an active 

Slack account for the duration of their employment. b. Employees must download and install 

the Slack application on their company-provided and/or personal smartphones, subject to 

compliance with applicable data privacy laws. 

2.​ Purpose and Scope: a. Slack shall serve as a central communication tool to facilitate 

collaboration, provide updates, and disseminate critical information essential to company 

operations. b. This platform is to be used exclusively for work-related communication in 

accordance with Costa Oils Inc.’s standards of professional conduct. 

3.​ Hours of Availability: a. Employees are not obligated to engage, correspond, or participate in 

Slack communications outside their regularly scheduled work hours. b. Supervisors, managers, 

and other employees are prohibited from expecting responses or imposing consequences for 

delayed responses to communications sent outside an employee’s scheduled working hours. 

4.​ Privacy and Data Usage: a. Employees should exercise caution to ensure that communications 

conducted on Slack remain professional and align with company policy. b. Costa Oils Inc. 

reserves the right to access, monitor, and review messages on the platform as necessary to 

ensure compliance with this policy, subject to applicable laws. 

5.​ Training and Support: a. Costa Oils Inc. will provide training to ensure employees are 

proficient in Slack’s functionalities and can effectively use the platform for their roles. b. 

Technical support will be available to assist with installation, troubleshooting, and account 

management. 

Enforcement: Failure to comply with this policy, including the mandatory installation 

and use of Slack, may result in disciplinary action up to and including termination of 

employment, consistent with the company’s disciplinary procedures. 

 


