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Instant Messaging (IM) Protocol 

Purpose
The purpose of this SOP is to establish a standardized process for sending and responding to Instant Messages (IMs) within the Socrates system between the admin/reception team and clinical team, where responses are limited to a “Yes” or “No.” This ensures clarity, consistency, and accountability in communication.
Scope
This SOP applies to all staff members who use the Socrates system for operational communication where confirmation, approval, or verification requires a binary (Yes/No) response.
Responsibilities
· Sender: Responsible for composing and sending clear and concise Yes/No questions.
· Receiver: Responsible for providing timely and accurate Yes/No responses.
· Supervisors/Managers: Responsible for ensuring compliance with this SOP.
Procedure
Message Composition
1. Open the Socrates Instant Messaging interface.
2. Clearly identify the recipient.
3. Formulate your question so that it can be answered with “Yes” or “No.”
   - Example: “Has the task been completed?”
   - Example: “Do you approve the proposed schedule?”
Avoid compound or ambiguous questions (e.g., “Have you completed the task and updated the record?”).
Message Sending
1. Review the question for accuracy and clarity.
2. Include any relevant reference or context if necessary (e.g., case number, date, or document ID).
3. Send the message.
Message Response
1. Respond promptly upon receiving the message.
2. Provide only one of the following responses:
   - “Yes”
   - “No”
3. If clarification is required before answering, respond with “Clarification needed” and specify your query.
4. Do not include additional commentary with the Yes/No response unless explicitly requested.
Message Recording and Audit
1. All Yes/No responses must remain stored in the Socrates IM system for audit purposes.
2. Do not delete or modify messages unless authorized by system administrators.
3. Supervisors may review IM records periodically to ensure compliance.
Communication Etiquette
• Be professional and concise.
• Avoid abbreviations, slang, or emojis.
• Ensure your “Yes” or “No” accurately reflects the current status or your position.
Exceptions
Any communication that requires elaboration, justification, or discussion beyond a simple Yes/No must be conducted via Socrates Tasks 
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