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Your Company 

Internal Ethics Training and Communications Plan

Year One Plan
Communication Channels 

Your Company has the following communication channels for distributing ethics related communication:

	Channel
	Frequency
	Responsibility
	Comments

	Company Newsletter


	Weekly 
	Public Affairs
	Deadline for publication is … 

	Company Magazine


	Quarterly 
	Communication 
	Deadline for publication is …

	Email 


	On-Going 
	IT
	Segmented by Managers and Non- Managers

	Ethics Intranet Site


	Updated Quarterly 
	Ethics Office
	

	Regional Manager’s Meetings

	Quarterly 


	Function Specific 
	30 minutes allocated on agenda for key issue discussion

	Ethics and Compliance Summit
	Yearly 
	Ethics Office 
	Key Ethics and Compliance Officers

	Facility Bulletin Boards

	Updated Quarterly 
	Communications 
	Send files email and have printed locally

	Facility HR Directors


	On-Going 
	Direct 
	

	Key Department Heads


	On-Going 
	Direct
	


Communication and Training Tools

Through the Ethics Communication Coach provided by the RedHawk Ethics Solution, your Company has a library of ethics training and compliance tools available to promote and create ethical culture.

	Online Training Modules
	Audience
	Rollout Schedule

	Code of Conduct 
	All employees and managers
	2008

	Preventing Sexual Harassment 
	All employees 
	2008

	FCPA
	International Employees
	2008

	Antitrust
	Sales
	2009

	Insider Trading
	All employees
	2009

	COSO
	Audit
	2009

	Doing Business With Government 
	Government Division
	2009


	On-Going Communication & Training Tools
	Audience
	Rollout Schedule

	Newsletter Articles
	All
	On-Going

	Cartoons
	All
	On-Going

	Posters
	All
	On-Going

	Mini-Training Sessions
	All
	On-Going

	Ethics Alerts
	Compliance Staff & High Risk Departments
	On-Going

	Key Topic Brochures
	All 
	On-Going

	Mini-Case Studies
	Compliance Staff & High Risk Departments
	On-Going


2008 - Communication and Training Plan  

1st Quarter 

	Element
	Audience
	Communication Channel
	Publication Date
	Comments

	Ask the Ethics Officer Column 
	· All
	· Bi-Weekly Newsletter
	· 1st and 15th  – Due 7 days earlier to Public Affairs
	· Use Situations and Solutions from the ECC

· Consider Guest Commentators

	Conflicts of Interest Article and Cartoon
	· All 
	· Company Magazine
· Ethics Office Intranet Site
	· January 15th
	· Contained in ECC Q2 2005

	Conflicts of Interest Poster


	· All
	· Facility Bulletin Boards

· Email to Managers
	· January 15th

	· Contained in ECC

	Conflicts of Interest Mini-Session

	· Employees and Managers

	· Email & Ethics Office Intranet Site

	· February 1st 
	· Use Online Mini-Session from ECC

	Key Issue Presentation – Conflicts of Interest
	· HR Directors
	· Direct
	· February 21st
	· Use PowerPoint ECC mini-session as intro and lead example based discussion.

· Leave behind mini-session and Conflicts of Interest tri-folds.

	Ethics Communication Coach Conference Call 


	· Ethics Office Staff

· Key Department Personnel
	· Conference Call 
	· March 15th 
	· Invite Auditing Staff

	Ethics Alerts


	· Regional Compliance Officers
	· Email Direct
	· Bi-Weekly 
	· Forward ECC Ethics Alerts

	One Time Communication Opportunities


	· Varied
	· Varied
	· As Opportunities Arise
	


2nd Quarter

	Element
	Audience
	Communication Channel
	Publication Date
	Comments

	Ask the Ethics Officer Column 
	· All
	· Bi- Weekly Newsletter
	· 1st and 15th  – Due 7 days earlier to Public Affairs
	· Use Situations and Solutions from the ECC
· Consider Guest Commentators

	FCPA Article and Cartoon
	· All 
	· Company Magazine
· Ethics Office Intranet Site
	· April 15th
	· Contained in ECC Q2 2005

	FCPA Poster


	· All
	· Facility Bulletin Boards

· Email to Managers
	· April 15th

	· Contained in ECC

	FCPA Mini-Session
	· Employees and Managers
	· Email & Ethics Office Intranet Site
	· April 1st 
	· Use Online Mini-Session from ECC

	Key Issue Presentation – FCPA
	· Sales Directors


	· Direct
	· May 10th 
	· Use PowerPoint ECC mini-session as intro and lead example based discussion.

· Leave behind mini-session and FCPA tri-folds.

	Ethics Communication Coach Conference Call 
	· Ethics Office Staff

· Key Department Personnel
	· Conference Call 
	· March 15th 
	· Invite Sales Staff

	Ethics Alerts
	· Regional Compliance Officers
	· Email Direct
	· Bi-Weekly 
	· Forward ECC Ethics Alerts

	One Time Communication Opportunities
	· Varied
	· Varied
	· As Opportunities Arise
	· Examples -- CEO message, manager trainings, annual report.


3rd Quarter
	Element
	Audience
	Communication Channel
	Publication Date
	Comments

	Ask the Ethics Officer Column 
	· All
	· Bi- Weekly Newsletter
	· 1st and 15th  – Due 7 days earlier to Public Affairs
	· Use Situations and Solutions from the ECC
· Consider Guest Commentators

	Harassment Article and Cartoon
	· All 
	· Company Magazine
· Ethics Office Intranet Site
	· July 15th
	· Contained in ECC Q2 2005

	Harassment Poster
	· All
	· Facility Bulletin Boards
· Email to Managers
	· July 15th
	· Contained in ECC

	Harassment Mini-Session
	· Employees and Managers
	· Email & Ethics Office Intranet Site
	· July 1st 
	· Use Online Mini-Session from ECC

	Key Issue Presentation – Harassment
	· HR Directors 
	· Direct
	· August 10th 
	· Use PowerPoint ECC mini-session as intro and lead example based discussion.
· Leave behind mini-session and Harassment tri-folds.

	Ethics Communication Coach Conference Call 
	· Ethics Office Staff
· Key Department Personnel
	· Conference Call 
	· July 15th 
	· Invite Sales Staff

	Ethics Alerts
	· Regional Compliance Officers
	· Email Direct
	· Bi-Weekly 
	· Forward ECC Ethics Alerts

	One Time Communication Opportunities
	· Varied
	· Varied
	· As Opportunities Arise
	· Examples -- CEO message, manager trainings, annual report.


4th Quarter

	Element
	Audience
	Communication Channel
	Publication Date
	Comments

	Ask the Ethics Officer Column 
	· All
	· Bi-Weekly Newsletter
	· 1st and 15th  – Due 7 days earlier to Public Affairs
	· Use Situations and Solutions from the ECC
· Consider Guest Commentators

	Accurate Records Article and Cartoon
	· All 
	· Company Magazine
· Ethics Office Intranet Site
	· October 15th
	· Contained in ECC Q2 2005

	Accurate Records Poster
	· All
	· Facility Bulletin Boards
· Email to Managers
	· October 15th
	· Contained in ECC

	Accurate Records Mini-Session
	· Employees and Managers
	· Email & Ethics Office Intranet Site
	· October 1st 
	· Use Online Mini-Session from ECC

	Key Issue Presentation –Accurate Records
	· Sales Directors
	· Direct
	· November 10th
	· Use PowerPoint ECC mini-session as intro and lead example based discussion.
· Leave behind mini-session and Accurate Records 
tri-folds.

	Ethics Communication Coach Conference Call 
	· Ethics Office Staff
· Key Department Personnel
	· Conference Call 
	· October 15th
 
	· Invite Marketing Staff

	Ethics Alerts
	· Sales Directors
	· Email Direct
	· Bi-Weekly 
	· Forward ECC Ethics Alerts

	One Time Communication Opportunities
	· Varied
	· Varied
	· As Opportunities Arise
	· Examples - CEO message, manager trainings, annual report
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