	
	
	





[bookmark: _Hlk220593652]Example Integrity Communications Plan and Calendar
Annual planning for integrity communications supports a coordinated approach to delivering integrity messages to an authority’s staff and stakeholders. Planning may be documented in a separate integrity communications plan and calendar or form part of an authority’s broader communications plan.
Integrity communication plans include key messages, delivery methods and responsibilities, the purpose of the message, target audience and how success is evaluated. 
A communications calendar provides an overview of when each communication is to occur. Timing may align with:
· international or national days, weeks or months, for example International Anti-Corruption Day on 9 December
· times when integrity risks may be heightened such as holiday periods when suppliers and stakeholders sometimes offer gifts 
· annual requirements to complete any declarations of interest. 
By monitoring engagement with different communications, authorities can:
· gauge interest to understand the effectiveness of different messaging and channels
· identify areas for further targeting. 
This example Integrity Communications Plan and Calendar contains details for illustrative purposes only and these are not intended to be exhaustive. 

Example: Integrity Communications Calendar 
	Topic 
	JAN
	FEB
	MAR
	APR
	MAY
	JUN
	JUL
	AUG
	SEP
	OCT
	NOV
	DEC
	Linked to awareness event/day

	Use of computer systems and confidential information 
	✔
	
	
	
	✔
	
	
	
	
	✔
	
	
	January – Data Privacy Day 
May – World Password Day
October – Cybersecurity Month

	Respectful workplaces 

	
	✔
	
	
	
	
	
	
	
	
	
	
	February – International Women’s Day

	Conflicts of interest in recruitment 
	
	
	✔
	
	
	
	
	
	
	
	
	
	

	Conflict of interest policy and procedure reminder 
	
	
	
	
	
	✔
	
	
	
	
	
	
	June – World Public Service Day

	Procurement and contracting policy and procedure reminder
	
	
	
	
	
	
	
	
	✔
	
	
	
	

	Misconduct reporting 

	
	
	
	
	
	✔
	
	
	
	
	
	
	June – Global Integrity Day

	Bullying and harassment policy and procedures reminder
	
	
	
	
	
	
	
	✔
	
	
	
	
	August – Bullying No Way Week

	Integrity message to Suppliers/Contractors on offering gifts and hospitality to staff
	
	
	
	
	
	
	
	
	
	
	✔
	
	November – International Fraud Awareness Week; Integrity Month

	Acceptance of gifts, benefits and hospitality policy and procedure reminder 
	
	
	
	✔
	
	
	
	
	
	
	
	✔
	December – International Anti-corruption Day
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Example: Integrity Communications Plan 
	Topic
	Target audience
	Month
	Communication channel
	Area responsible and approval
	Message objective and content
	Measuring and evaluation

	Conflicts of interest in recruitment 
	Hiring managers
	March 
	Email to hiring managers 
	Coordinated by corporate communications with content provided by human resources 
Approved by Director HR and CEO
	Message to remind hiring managers about CEO’s expectations of them to identify, declare and manage conflicts of interest when undertaking recruitment. 
Link to policy and processes and the Public Sector Commission’s Conflicts of Interest Quick Reference Guide for Managers.
	Readership numbers for email
Number of hits for authority’s recruitment policy and procedures on intranet

	Conflicts of interest policy and procedures reminder
	All staff 
	June 
	Email from CEO
	Coordinated by corporate communications with content provided by Governance, Compliance and Risk
Approved by CEO






	Message from CEO to remind and build the knowledge of staff about the need to identify, declare and manage conflicts of interest. 
Links policies and procedures. 
Content adapted from Public Sector Commission’s Conflicts of Interest Quick Reference Guide for Public Officers. 
	Readership numbers for email
Number of hits for authority’s conflicts of interest policy and procedures on intranet
Results from integrity awareness surveys indicate staff have a good knowledge of conflicts of interest

	Gifts, benefits and hospitality 
	Suppliers and contractors 
	November 
	Letter from CEO with ‘All in a day’s work messaging’ 
	Coordinated by corporate communications with content provided by procurement 
Approved by Executive Director Procurement and CEO
	Email from head of procurement to authority suppliers and contractors reminding them there are other ways to thank staff than by offering gifts, benefits and hospitality – a simple thank you is enough.
Content adapted from the Public Sector Commission’s ‘It’s all in a day’s work’ and Gifts, benefits and hospitality template text: Information for public officers. 
Educates suppliers and contractors that offering gifts, benefits and hospitality is not expected or needed.
	Email readership numbers
Gifts register indicates a decline in the offering of gifts
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