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INTRODUCTION

This Communications Policy is a demonstration
of the commitment of KADUNA STATE INTERNAL
REVENUE SERVICE to delivering value for and to
the Executive Leadership, to all stakeholders/
the taxpayers, the employee, the partners, the
government, and everyone and everything
that can impact or be impacted by the service
—in the way they communicate.

THE OBJECTIVE

The primary objective of this policy is to ensure
tax education and all communication with the
media is managed in a way that promotes a
consistent and positive image of the Kaduna
Internal Revenue Service (KADIRS) while
safeguarding the integrity and confidentiality
of sensitive information.
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1. Purpose

This communication policy aims to provide guidelines for all employees of KADIRS
regarding the management of communications with the media, as well as to outline
the roles and responsibilities of designated spokespersons. This policy will help KADIRS
to effectively engage with the media, thereby enhancing public understanding of itfs
operations and reinforcing its reputation.

2. Scope

This policy applies to the Executive Leadership, to all stakeholders/ the taxpayers, the
employee, the partners, the government, and everyone and everything that can
impact or be impacted by the service or associated with KADIRS who may interact with
the media in any form, including but not limited to press releases, press conferences,
interviews, social media, and informal conversations.

3. Key Principles

1. Transparency: All communications should be truthful and straightforward, fostering
an open dialogue with the media.

2. Consistency: Messages delivered through the media must align with KADIRS's
overarching organizational goals, core values, and priorities.

3.Confidentiality: Sensitive and confidential information must not be disclosed fo the
media without appropriate authorization.

4.Civility: Recognize that media personnel are professionals doing their job; maintain
professionalism in all interactions.

4. Authorized Spokespersons

4.1. Only designated spokespersons shall communicate with the media on behalf of
KADIRS.

4.2. The following officials are authorized as spokespersons:

e - Executive Chairman

e - Head of Corporate Communications/ Public Relations

e - Any Designated Officer of the Service

4.3. It is the responsibility of these individuals to manage all complaints, inquiries,
prepare official statements, releases and coordinate responses.



5. MEDIA COMMUNICATION CHANNELS

5.1. Formal Communication:

- Press Releases: All official statements released to the media must be vetted and approved
by the Executive Chairman through the designated spokesperson.

- Media Briefings: Scheduled events should be organized to provide updates about KADIRS
policies, activities or initiatives.

5.2. Informal Communication:

- Conversations: Employees should refrain from engaging in discussions about KADIRS
confidential information, operations and activities with the public and the media unless they
are authorized spokespersons.

- Social Media: All social media communications must be conducted by authorized
designated officer. Any official posts, comments, or responses should align with KADIRS's
mission and core values.

6. MEDIA RELATIONS STRATEGY

6.1. Establish and maintain proactive relationships with key media outlets to ensure accurate
reporting and representation of KADIRS initiatives and policies.

6.1.2. Regularly monitor media coverage of KADIRS and be prepared to respond effectively to
any inaccuracies or misrepresentations.

6.1.3. Provide media fraining for designated Communication officer to ensure they are
equipped to handle inquiries appropriately and effectively.

6.1.4 Provide a robust and effective Grievance Response Mechanism (GRM) to ensure rapid
response to taxpayers incidences

6.2 SOCIAL MEDIA

KADIRS uses social media as a communication and engagement tool to share information and
encourage dialogue with a wide variety of audiences. All social media accounts must first be
recommended by the Head of corporate Communications, and approved by the Executive
Chairman. All social media accounts must be branded in such a way as to reflect their official
attachment to KADIRS and include appropriate contact information. The social media include
X (Formerly twitter), Instagram, Facebook, LinkedIn, WhatsApp, TikTok, Youtube

6.3 BRANDING AND BRAND ELEMENTS

For its role and responsibilities to be clearly recognized, it must have a single and consistent
visual identity. KADIRS logo reflects the organization’s role as the accountable and
authoritative body and distinguishes the service from other individuals organizations and
groups. The logo must be protected by copyright and frademark, and cannot be used without
the expressed consent of KADIRS. The use by outside organizations must reflect the service's
official role or partnership in a program, or event. Logo use requests by outside organizations
must be directed to the Corporate Communications Unit and shall provide details on logo
placement, colours, typography and other branding elements. The Corporate
Communications Unit which is responsible for corporate branding, shall ensure that all
communication within the KADIRS adheres to British English standards, employing the Century
Gothic font at size 12. Regular refinement and articulation of these branding elements serve
to infuse our corporate identity with freshness, clarity, and resonance, thereby reinforcing
public perception of the KADIRS as a responsible corporate entity.

Consequently, corporate branding and perception are intrinsically linked, collectively
articulating the essence of the Service. The Unit shall produce corporate brand materials
periodically to be distributed as gifts to stakeholders and staff, serving as a continual
reminder of our corporate commitments. Furthermore, it shall conduct staff perception surveys
and external/public perception surveys regularly fo provide reassurance to Management
regarding our standing in the eyes of both the public and our staff. These surveys shall be
conducted on a quarterly basis or as directed by the Management.



6.4 WEBSITE

KADIRS will maintain an official website (www.kadirs.kdsg.gov.ng)/(www.paykaduna.com) fo provide
the public with information regarding tax administration. Wherever possible, the website will provide
links to other official information sources, rather than copying and pasting information directly fo
the website. Non-routine, complex, or brand new content (for example, a new page or section, or a
rewrite of an existing page) must be approved by a Head of Corporate Communications.

The KADIRS website will not be used to promote an individual business, not-for-profit organization, or
community organization over any other, and will not be used to promote an individual political
philosophy.

7. PUBLIC RELATIONS POLICY

This policy shall govern both internal and external public relations activities, as well as the
management of corporate branding and perception within the KADIRS. Internal public relations
efforts aim to foster strong goodwill among staff and management, thereby promoting harmony
within the Service.

Externally, the public relations arm shall engage with relevant stakeholders by commemorating
significant occasions such as birthdays and anniversaries. The KADIRS shall organise mid-year and
end-of-year corporate taxpayers and Media practitioners’ end of year roundtable to cultivate
goodwill among stakeholders, foster connections, networking and solicit valuable feedback.

8. CRISIS COMMUNICATION

8.1. In the event of a crisis or negative media coverage, only authorized spokesperson will provide
information to the media.

8.2. A crisis communication plan must be activated immediately to ensure consistent press
releases/statements and to address public concerns promptly.

9. REVIEW AND COMPLIANCE
9.1. This policy will be reviewed annually to ensure its effectiveness and relevance.
9.2. Employees who violate this policy may be subject to disciplinary action.

10. CONCLUSION

Effective communication with the media is essential for maintaining the reputation and integrity of
the Kaduna Internal Revenue Service. By adhering to this policy, employees will confribute fo
building trust and transparency with the public and stakeholders. The KADIRS will ensure compliance
with this Communication Policy through regular reviews and assessments. Any breach of this policy
will be addressed promptly. The policy will be reviewed periodically.

APPROVAL:
This communication policy is subject to the approval by the Executive Management Committee
(EMC) of Kaduna State Internal Revenue Service on [Insert Date].

CONTACT INFORMATION:
For any questions or clarifications regarding this policy, please contact the Head of Public Relations
at 0908874389.



