
 
 

OPEN THE FRONT DOOR TO COMMUNICATION FOR EMPLOYEES  

WP is committed to fostering an environment that empowers employees, recognizing that no 
organization is perfect, and that problems or misunderstandings may occur from time to time. 
Therefore, we believe it is important to maintain a work environment that promotes open 
communication between employees within an atmosphere of mutual trust and provide 
channels and tools for not only resolving issues and/or conflict on the job, but also for affirming 
positive behavior, and evoking growth in respectful and expansive ways.  

The Open the Front Door to Communication (OTFD) is a framework that fosters a positive, 
trusting work culture by encouraging employees to communicate openly with each other and to 
reach out informally for help to resolve issues before they require formal intervention. It serves 
to create a culture where employees feel comfortable participating in informal problem 
resolution processes. It also serves to build community and facilitate employee growth.  
 
This framework does not apply to discrimination, sexual harassment, or whistle blower 
complaints, which are addressed by other University policies and procedures. In addition, this 
framework is not a substitute for avenues available under an employee’s collective negotiations 
agreement. 
 
The four steps in the OTFD include: 
 

• bserve:  State in clear, unambiguous language what you see happening.  
• hink:  Attempt to view the situation from someone else’s perspective.  
• eel:   Express your feelings about the situation.  
• esire:  State what you would like to have happen.  

By starting with an observation of what occurred, the framework allows both people to begin 
their exploration of the issue at the same place. From there, the framework provides an 
opportunity to share the impact of what happened in ways that can be heard and received. In 
addition, OTFD encourages employees to speak directly with the person with whom there is an 
issue or problem. This direct informal communication is often the most effective and efficient 
way to resolve issues.  
 
Additionally, if the issue is not resolved, employees should consult with their direct supervisor 
for advice or for assistance. It is expected that supervisors will provide fair consideration and 
are often in the best position to assist and/or resolve issues between employees. Employees 
should speak with the one-up manager if the issue involves their direct supervisor. 
 
To prepare for the OTFD conversation and/or if the OTFD conversation does not resolve the 
issue, then EAP may be contacted for assistance. (See attached ESI-Coaching Flyer) In addition, 
the employee and manager may seek guidance from our online Performance Management 
Resources and ESI Leadership Training Recommendations. (Attached are instructions on how to 
access the recommended courses). 
 
Employee Relations may be contacted if the issue is not resolved after engaging in the above 
self-guided methods. Then the employee and/or supervisor may contact Employee Relations.  

https://www.wpunj.edu/human-resources/jobs-careers-comp/performance-management-resources?r=0.8315361600731463
https://www.wpunj.edu/human-resources/jobs-careers-comp/performance-management-resources?r=0.8315361600731463


 
 

ESI-Coaching Flyer 
 
 

Employee Relations may speak with the employee and/or the supervisor to determine if further 
review is necessary to gain an understanding of the issue before intervening.  

 

 

 



 
 

 

  



 
 

 
 

 


