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Enhancing communication in Specialist Outpatient 

Clinics (SOC)

• Content is contributed by everyone in the department 

through a common shared drive, encouraging accessibility

• Requirement for staff to acknowledge within a designated 

timeframe to close the  communication loop 

• Emails reminder to clinics-in-charge to ensure that the 

dissemination is done

• Audits are done to ensure information is disseminated 

and communication loops are closed

• On a monthly basis – 2nd Wednesday of the month to ensure consistency of receiving updates

• phrases

• Use of visuals aids 

• highlight/bold key information

• Relevancy of information and 

generic

• Not too many pages till it 

takes away a reader

• Increased awareness and 

understanding  

• Stronger communication with 

clear consistent information 

sharing

• Stronger sense of cohesion and 

community

• In 2023 EES result, 

Communication to staff  about 

matters affecting them was one of 

top 3 strengths and team is 

committed to ensuring that.

The Division of Ambulatory Services is made up of more 

than 500 members who oversees the operations of the 

SOC in SGH. Effective communication is key to keeping 

care and frontline teams properly informed and enquiring  

patients receive highest service  standards and standard 

of care.  Due to the nature of the business, it can be 

challenging to meet the clinic teams regularly with 

sufficient amount of time allocated.  Hence an alternate 

approach to deliver communication is necessary.

The team acknowledged the need for “TACO” 

information

Timely – regular schedule to disseminate information

Accurate – information has to be reliable and 

standardized for one to trust

Clear, close loop - easily understood by being clear 

and concise. Ensure information is 

disseminated to all

Open – open system for sharing of information

between departments, bearing in mind ease of

use and accessibility.
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