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COMMUNICATIONS POLICY & PROCEDURE – EXTERNAL RELEASE OF ACPCC INFORMATION 
PURPOSE
The purpose of this Policy and Procedure is to:
· ensure the Australian Centre for the Prevention of Cervical Cancer Ltd’s (ACPCC) high standards of professionalism are reflected in its relationships with all external stakeholders including the media, and
· promote public awareness of the high quality, professional services provided by the ACPCC. 
SCOPE
This Policy and Procedure applies to all ACPCC Employees, Board and Board Committee Members, students on placement, visiting practitioners, volunteers and contractors/suppliers.    
AUTHORITY & RESPONSIBILITY
This Policy and Procedure is issued under the authority of the Board of Directors.
The Director of Communications and Government Relations is responsible for the content and review of this procedure.
Employees, Board and Board Committee Members, students on placement, visiting practitioners, volunteers and contractors/suppliers are responsible for complying with this policy and procedure.
DEFINITIONS
	Authorising Body 
	Board of Directors or the Executive Director

	Authorised Personnel
	A person authorised to release information. 
Authorisation can only be provided by the Executive Director, Chairman or Vice Chairman of the board of Directors.

	Employee

	Any person employed by the ACPCC whether on a permanent, temporary or casual basis.

	ACPCC
	Australian Centre for the Prevention of Cervical Cancer Ltd – a company limited by guarantee under the Corporations Act 2001 (Cth), responsible for the management and administration of services and registry solutions under the pillars of VCS Pathology, VCS Digital Health and VCS Population Health.



POLICY
By its very nature, health related work attracts attention, particularly media attention. As a Health Promotion Charity, we also respond to and seek out opportunities to promote key health messages. 
The ACPCC has an obligation to protect its reputation and those of its clients and stakeholders.  At the same time, the media has legal rights to publicise health and corporate related events.  The ACPCC can and should be a reliable source of accurate information about cervical screening, immunisation and registry services for the public, when such information is requested.  Balancing these conflicting interests requires responsible management by the ACPCC
This Policy and Procedure is designed to support ACPCC team members in the provision of accurate public information, which has been ratified by the Authorising Body.  
Unless otherwise authorised, only Authorised Personnel are authorised to make public comments and release information to the media about the ACPCC, in particular matters relating to:
· policy issues or matters
· financial issues or budget matters
· industrial issues or matters
· new or revised services
· issues or matters having widespread effect on the ACPCC, the Victorian Department of Health and the Australian Government’s Department of Health and Aged Care.
Unless otherwise stated in this Policy and Procedure, Employees, Board and Board Committee Members, students on placement, visiting practitioners, volunteers and/or contractors/suppliers must not comment publicly on any of the above issues or matters without prior approval from one of the Authorised Personnel.
The Executive Director may delegate the management of ACPCC social media sites to the Director of Communications and Government Relations.
The only exceptions to the above are circumstances where the ACPCC Exec-Gov-PP21 Whistleblowers Policy and Procedure may apply.  
PROCEDURE
1. Release of ACPCC Information  
In line with standard business practices, all information derived from the operations and associated functions of the ACPCC remain the property of the organisation and must not be released unless authorised by the Executive Director, Chairman or Vice Chairman of the Board of Directors. 
As such, an Employee, Board or Board Committee Member presenting information derived from their work or activities at the ACPCC to public forums such as seminars or conferences, or preparing articles for publication or providing information to members of the public or the media, is required to obtain authorisation from one of the Authorised Personnel prior to making any public reference to ACPCC data or operations.
2. Media Guidelines 
ACPCC Employees and Board Members authorised to provide comment to the media shall:
· give their name and position title to the journalist or interviewer (and avoid being quoted as an anonymous spokesperson);
· ensure the information provided to the media is accurate and factual and does not identify patients and/or referring practitioners without their prior informed consent; and
· exercise caution when discussing a third party to ensure the ACPCC is not compromised in relation to any statements made.
ACPCC Employees and Board Members shall not:
· release confidential patient or staff information;
· release confidential client, contractor or supplier information;
· knowingly provide incorrect information;
· deliberately provide information in a misleading fashion; and
· provide information with the deliberate intention of influencing political opinion. 
ACPCC Employees should also be aware of the requirements of Corp-HR-PP-48 Social Media Policy, particularly in certain circumstances when an Employee can be identified by others as an ACPCC Employee or a representative of the organisation (e.g. by name, photo or any other identifier).
3. Media Guidelines for Students on Placement, Visiting Practitioners, Volunteers, Contractors & Suppliers
Students on placement, visiting practitioners, volunteers and contractors/suppliers must not make comments to the media about the ACPCC, except with the prior written approval of one of the Authorised Personnel.  The written approval may contain specific additional requirements that must be adhered to. 
4. Photographing or Filming a Child or Using Children’s Images for Business Activities
The ACPCC follows DFAT Policy for activities involving the photography or filming a child or using children’s images for our work-related purposes.

When photographing or filming a child or using children’s images for the ACPCC purposes, Employees must:

· Obtain informed consent from the child and parent or guardian of the child before photographing or filming a child. As part of this, it must be explained how the photograph or film will be used. A consent form is available from the Executive Assistant to the Executive Director.  

· Assess and endeavour to comply with local traditions or restrictions for reproducing personal images before photographing or filming a child. 

· Ensure photographs, films, videos and DVDs present children in a dignified and respectful manner and not in a vulnerable or submissive manner. Children should be adequately clothed and not in poses that could be seen as sexually suggestive. 

· Ensure images are honest representations of the context and the facts. 

· Ensure file labels, meta data or text descriptions do not reveal identifying information about a child when sending images electronically or publishing images in any form. 

Ensure that photographs or films taken by the organisation are not distributed to other parties without approval from the Executive Director.

5. Guidelines regarding activities in which the ACPCC is acting as member of a consortium 
When ACPCC is required to contribute to media or other communications where ACPCC is a consortium member (such as C4, EPICC), the person authorising the communication will:
· ensure that the final copy is approved by ACPCC before its release; and
· ensure that any content we contribute to a joint activity, such as a media release (quotes for example) is represented correctly in the final copy. 
6. Breaches of this Policy & Procedure
ACPCC Employees, Board or Board Committee Members, students on placement, volunteers, contractors/suppliers and visiting practitioners found to be in breach of this Policy and Procedure may be denied access to ACPCC premises and/or participation in programs.   
In cases of serious misconduct, this may result in termination of employment, Board positions, services and/or legal redress. Employees should refer to Corp-HR-PP-47 Disciplinary Policy and Procedure.
7.  Exclusions
The Communication Policy doesn't apply for requests from court ordered or Federal / State police requests including subpoenas. 
If there any court ordered requests by way of subpoenas, then the Director Corporate Services and Executive Director must be notified prior to responding to the subpoena.
AFFILIATIONS
ACNC 
The ACPCC is registered as a charity with the Australian Charities & Not-for-profit Commission (ACNC) and complies with its ongoing obligations including reporting to the ACNC annually.

Australian Council for International Development (ACFID)
The ACPCC is a full member of the ACFID and a signatory to the ACFID Code of Conduct. The ACPCC subscribes to the values of this Code, which set out the minimum standards of management, accountability and governance for international development organisations. The ACPCC promotes transparency, respect and ethical standards, and accountability in all forms of communication.  The ACPCC prioritizes the dignity and privacy of individuals, particularly vulnerable groups and ensures that all communications reflect the organization’s commitment to ethical conduct, child protection and cultural sensitivity. 

ATTACHMENTS
Nil
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