Communications Policy

INTERNATIONAL

1. INTRODUCTION

The Mary Ward International Communications Policy sets out the standards required for
collecting or disseminating any public form of visual, written or verbal communication. This
includes, but is not limited to, photos, videos, voice recordings, emails, newsletters,
brochures, advertisement, reports, public statements, stories and any form of online
marketing, including the websites and social media platforms for Mary Ward International.

2. PURPOSE OF POLICY

The objectives of this policy are to ensure:

a)
b)
)
d)

e)

f)

9

h)

Communications material is collected and disseminated in accordance with this policy
and principles;

The collection and dissemination of information relating to children and vulnerable
adults complies with the Safeguarding Policy;

Communication material is collected and disseminated truthfully and ethically, and in
accordance with the Privacy Policy;

The sharing of information regarding supporters and volunteers with third parties is
prohibited;

All communications accurately describe the organisation, and its work are consistent
with their stated purpose and are aligned with the values of Mary Ward International;
Justice, Freedom, Sincerity, Verity and Felicity. These values must underpin all
communications;

Communication material does not offend, mislead, or question an individual’s or an
organisation’s reputation and respects the safety and rights of individuals, groups, and
organisations. Communication material is not to be used in any way that disrespects
the dignity, values, history, religion, language or culture of individuals, groups, or
organisations;

Communication material does not bring the name of the organisation, or anyone
associated, into disrepute, particularly with the intention of creating reputational or
other advantage to Mary Ward International;

The respect and privacy of Mary Ward International donors, employees, volunteers and
the wider Loreto network are maintained;
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i) Other organisations and partners are referenced when appropriate;

) Employees are aware of their responsibility to maintain effective communication
practices across all channels in accordance with the organisation’s values.

k) All communications from Mary Ward International align with the Brand Guidelines,
which serve as an appendix to this policy. The Brand Guidelines encompass the visual
identity of the organisation, including logos and guidance on external communications
styles.

3. POLICY SCOPE

This policy applies to all people engaged under the auspices of Mary Ward International,
including board directors, committee members, employees, volunteers and contractors.

This policy excludes project partners engaged by Mary Ward International, unless they do
not have their own policies and procedures which fulfil legislative and accreditation
requirements.

For guidance on the personal use of social media, refer to the Social Media Guidelines.

4. POLICY STATEMENT

Values
In addition to the values of Justice, Freedom, Sincerity, Verity and Felicity, all
communications are underpinned by the journalistic values of:

e Honesty: Mary Ward International will never knowingly mislead the public on any
matter.

e Transparency: Mary Ward International will promote openness and accessibility of
information when dealing with the public, the media and stakeholders. The
organisation will comply with legislative requirements and maintain confidentiality
when appropriate.

e Balance: Mary Ward International will strive to report information objectively,
accurately and fairly.

Non-Compliance
Individuals may face disciplinary action for inappropriate verbal or electronic communication
or posting online content or comments that harass, offend, intimidate or humiliate another.

Individuals who publish false or misleading comments about another person in the public
domain may be liable for defamation.

Any qguestions or concerns regarding compliance with this policy can be directed to the
Executive Officer:

Phone: +613 8832 0411

Email: mwiaexecutiveofficer@loreto.org.au

Mail: PO Box 4082, Auburn South, VIC 3122
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5. DEFINITIONS

Term

Employee(s)

Communications

Social media

Volunteer

Definition

means all those employed by Mary Ward International.

means photos, videos, voice recordings, emails, newsletters,
brochures, advertisements, reports, public statements, stories
and any form of online marketing material produced by the
organisation, including welbsites and social media platforms,

made available to external audiences.

means online services, tools and applications used for publishing,
sharing and discussing information. They can include forums,
blogs, wikis, mobile apps, social networking websites and any

other application that allows individual users to upload,

comment on, and share content. Social media may include, but is

not limited to:
e social networking sites

e media sharing networks and photo sharing welbsites

e bookmarking and content curation networks

e corporate networks

e sharing economy welbsites

e Dblogs, being corporate blogs, personal blogs or

comment/opinion sections hosted by media outlets

e micro blogging networks

e wikis and online collaborations

e forums, discussion boards and groups
e online multiplayer gaming platforms

e instant messaging

e geo-spatial tagging

a person who willingly gives their time for the common good
and without financial gain, including formal volunteering that
takes place within organisations in a structured way, and

informal volunteering that takes place outside the context of

a formal organisation.
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6. RESPONSIBILITIES

Mary Ward International is committed to ensuring that all persons associated with the
organisation and to whom this policy applies are aware of their obligations under this

policy.

Role Responsibility

Mary Ward « Approves and supports this Communication Policy.
International Board

Executive Officer . Ensure that appropriate resources are made available to
allow the Communications Policy to be implemented
effectively.

« Is accountable for approval of public materials.

« May from time to time, designate others to release,
publish, submit, present and/or approval public material.

Board and « Are familiar with the content of the Communications
committee members, Policy, Privacy Policy and Loreto Code of Conduct, and
employees, volunteer their responsibilities with respect to verbal and

s and contractors electronic communication and posting of online content.

« Are taking all practical measures to legally and ethically
collect and disseminate social media content.

7. EXTERNAL COMMUNICATIONS PRINCIPLES

1. Collection of Information

These principles apply to all information, images and stories collected for research
purposes, evaluation or supporter communication purposes on behalf of Mary Ward
International. The collection of information must also consider the Ethical Decision-Making
Framework (EDMF) outlined in Appendix 1and be consistent with the ACFID Fundraising
Charter.

The following principles ensure the ethical collection of information by Mary Ward
International:
11. The accurate portrayal of local people in communications.
1.11. We represent local people in a dignified manner.
1.1.2. We represent local people as equal partners in the development process.
1.1.3. We honestly convey context and complexity of the local situation.

1.2. Key figures in communication are not subject to exploitation.
1.2.1. We inform key figures of what the information or image is being used for and
where possible, their permission is obtained.
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1.2.2. Before photographing or filming local people, we asses and endeavour to
comply with local traditions or restrictions for reproducing personal images.

1.2.3. We do not take an image of a person who says they do not want to be
photographed.

1.3. The collection of information or images does not harm people or the environment.

1.4. Communications that involve Vulnerable Persons' require a higher level of
protection.
1.4.1. We will ensure the safeguarding of children and vulnerable persons in
communications through adherence to the Safeguarding Policy.
1.4.2. When photographing or filming a vulnerable person we always seek informed
consent, in writing from the parent or guardian. As part of this informed
consent, we explain how the photograph or film will be used.

1.5. Information and images used maintain high technical and ethical standards.

1.5.1. We do not use images which are obscene or offensive.

1.5.2. We do not use images which stereotype the subjects.

1.5.3. We only use images which are family friendly.

1.5.4. Subjects, particularly children, should be adequately clothed and not in poses
that could be seen as sexually suggestive.

1.5.5. We ensure images are honest representations of the context and the facts.

1.5.6. We will ensure that the identification of or use of images of local people will
not endanger the people they portray. This includes naming image files.

1.5.7. We will not crop or digitally manipulate an image to distort the reality of the
situation.

1.5.8. We will not edit video to distort the reality of the situation.

1.5.9. We will use the best quality images available in each situation.

1.5.10. We will comply with the relevant provisions of the Copyright Act 1968 (Cth)
and ensure they attribute work to the original author or source of the materials
wherever possible.

1.6. Subjects are made aware they can opt out and how their information or image could
be used.

1.6.1. We will ensure subjects are provided with an explanation as to how their
information or image will be used (i.e. Advertising brochures, fundraising
materials, social media, website, magazines).

1.6.2. We will endeavour to show an example of how information may be used.

1.6.3. We will explain how the subject can withdraw their consent at any time by
contacting the Executive Officer.

! Defined as:
a) a Child or children, or
b) an individual aged 18 years and above who is, or may be unable to take care of themselves, or is unable to
protect themselves against harm or exploitation by reason of age, illness, trauma or disability, or any other
reason.
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1.6.4. We will ensure potential subjects are told that they have a choice to say ‘no’.
1.6.5. We will always ensure respect is shown at all times if someone does not want
their photo taken or story published.

1.7. Consent is formalised through the Media Consent Form.
1.7.1. We will ensure that free, prior and informed consent is collected through the
Media Consent Form before information is disseminated.

2. Dissemination of Information

Mary Ward International uses a range of channels to communicate and commits to the
ethical dissemination of all information according to the following principles, the delegation
of approval outlined in Appendix 2 and the ACFID Fundraising Charter.

2.1. Email
2.1.1. Ensure general layout of email incorporates the correct logo, font and that the
colour meets the brand requirements of the Brand Guidelines.
2.1.2. Ensure email content fits within the objectives and guidelines outlined in this

policy.

2.2. Publications and reports
2.2.1. Ensure that printed material for public distribution reflects the vision, mission
and ethos of the organisation. Uniform practices are to be followed in
planning, editing, designing, purchasing, and producing such materials in
accordance with the Brand Guidelines, marketing objectives and this policy.
2.2.2. All publications will be approved, when appropriate, in accordance with the
responsibilities documented in section 6 of this policy.

2.3. Website
2.3.1. Ensure the website includes current information, relevant events, news stories
and topics of interest relevant to Mary Ward International and their
stakeholders. No offensive content or inappropriate photos are to be
published.
2.3.2. Published photos have received appropriate permission.

2.4.Social media

2.4.1. Ensure that all social media postings, comments, status updates and tweets
are a true reflection of the brand and reflect the values of Mary Ward
International.

2.4.2. All postings (including text, photos, or videos) will be relevant, informative and
classed as family friendly.

2.4.3. No statements will be made that are misleading, false or likely to injure a
person or organisation’s reputation.
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2.4.4. No statements will be made that could bring the name of the organisation or
anyone associated with Mary Ward International into disrepute.

2.4.5. Abusive, discriminatory, intimidating or offensive statements will not be
tolerated. Offending posts should be removed in a timely manner and those
responsible will be blocked.

2.5. Media releases and social media commentary
Prior to developing a media release of other forms of social commentary a discussion is
held with the Executive Officer and, where appropriate, the Board Chair regarding
appropriateness of its message.
2.5.1. Once written, the document is sent to the Executive Officer for final approval.
2.5.2. No personal information about individuals will be disclosed, and information
will respect and maintain the privacy of donors, staff, volunteers and
supporters.
2.5.3. No statements will be made that are misleading, false or likely to injure a
person or organisation’s reputation.
2.5.4. No statements will be made that might bring the name of Mary Ward
International or anyone associated with the organisation into disrepute.
2.5.5. No abusive, discriminatory, intimidating or offensive statements will be
accepted.

2.6. Public Relations

In dealing with the media all people engaged under the auspices of Mary Ward
International, should be conscious that they are seen as representatives of the
organisation. Therefore, unless given prior permission, members should refer all media
enquiries to the Executive Officer.

2.7. Advocacy

The organisation will only advocate from an evidence-based position and any advocacy
work is guided by the following principles:
2.7.1. Transparency about the basis of the claims.
2.7.2. Disclosure of any conflicts of interest.
2.7.3. Claiming to be representative only when that authority has been established.
2.7.4. Protecting the safety and rights of affected local people during and following
the campaign.
2.7.5. Empowering those most affected by the issue in local communities to
advocate for themselves.
2.7.6. Working with organisations representing those most affected by the issue.

2.8. Fundraising

In accordance with the ACIFED Fundraising Charter, all fundraising materials will be
truthful and:
2.8.1. Include the organisation’s identity, including name, address, ABN and purpose.
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2.8.2. Accurately represent the context, situation, proposed solutions and intended
meaning of information provided by affected people.

2.8.3. Clearly state if there is a specific purpose of each donation.

2.8.4. Avoid material omissions, exaggerations, misleading visual portrayals and
overstating the need of what the donor’s response may achieve.

Mary Ward International promotes transparency and accessibility of information when
dealing with the media and its stakeholders. However, the organisation will never disclose
information relating to employee issues, contractual matters of correspondence between
them and third parties. See the Privacy Policy for further details.

3. Personal use of social media

Employees have the right to participate in public debate. However, in some cases, their
responsibilities may limit their ability to participate fully in public discussions, including on
social media.

Mary Ward International respects the right of employees to participate in public and
political debate in their private lives. In doing so, employees must behave in a way that does
not call into question their capacity to act impartially in their work.

For guidance on the personal use of social media, refer to the Social Media Guidelines.

8. RELATED POLICIES AND LEGISLATION
Legislation

Federal Register of Legislation, Privacy Act (1998)

Internal policies

Loreto Code of Conduct
Privacy Policy

Conflict of Interest Policy
External Complaints Policy
Safeguarding Policy

Brand Guidelines

Social Media Guidelines

External codes

ACFID Fundraising Charter
Fundraising Institute of Australia Code
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9. POLICY GOVERNANCE

Approved by: Chair, Mary Ward International Board

Endorsed by: Chair, Mary Ward International Board

Support: Mary Ward International Executive Officer

Review: This policy will be reviewed every three years or earlier if required

Responsible Person

Date Created

Scheduled Review
date

Mary Ward International Board

October 2025

November 2028

Authorisation name

Contact Version Status

Kirstin Del Beato .

(Executive Officer) 2.0 Final
Date of

Authorisation signature

authorisation

Soulla Nicodimou
(Chair)

M lu}:al}l\-n.,

December 2025
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APPENDIX 1
Ethical Decision-Making Framework (EDMF) for Communications

While all external communications must adhere to the principles set out in this document,
the EDMF may assist beyond these principles in determining if and/or how certain
communications are used.

The following EDMF should be applied to all information, stories and images collected or
disseminated for research, evaluation, or supporter communication purposed on behalf of
Mary Ward International. These ethical issues are the most relevant for the storytelling and
publishing process of the organisation and should be discussed prior to information
collecting or dissemination or any other ethically important moments in the
communications process.

It is the responsibility of the Executive Officer to ensure key employees are involved in
EDMF discussions.

EDMF FOR COMMUNICATIONS

1. ALIGNMENT WITH VALUES

a. Does the communication align with the mission and vision of Mary Ward
International?

b. Does the communication align with the Code of Conduct?

c. Does the communication align with the values of the partner organisation?

d. Is the communication consistent with the ACFID Fundraising Charter?

2. HONOURING SUBJECTS

a. Does the communication respectfully portray any subjects included in the
communication, including their dignity, values, history, religion, gender, age,
language and culture?

b. Is the communication authentic to the context, person and terms of consent
given?

c. How will contributors and content creators be acknowledged with publishing
their stories?
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d. Does acknowledgment of authorship have implications for the privacy,
anonymity or confidentiality assurances given to contributors?

3. PRIVACY AND CONSENT

a. Have all subjects of the communication, or guardians of the subjects provided
free, prior and informed consent for this information to be shared?

b. Where there are children or vulnerable persons shown or described in the
communication, does it align with the Safeguarding Code of Conduct,
Safeguarding Policy, Gender Equality and Inclusion Policy, and Fundraising
Policy?

c. Is the dissemination of this information consistent with the Privacy Policy?

d. Have all subjects in the communication, or guardians of the subjects, been given
the choice to remain anonymous, through a change of name or blur of the face,
etc.?

4. SAFEGUARDING

a. Could dissemination of this communication harm any person?

b. Could the dissemination of this communication harm the environment?
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APPENDIX 2

Delegation of Approval for External Communications

The following approvals should be followed when communicating on behalf of Mary Ward

International.

All employees responsible for external communications via any channel must adhere to

these guidelines.

Communication

Person/s

Approval Required

Timings and

Type
General individual
or group emails

Thank you letters

Fundraising appeal
content (mail and
digital) and cases
for support

Trust and
foundation
applications
Social media
updates

Routine website
updates

Larger scale

website updates
(e.g. adding new
pages and tabs)

Responsible
Individual

Executive Officer

Fundraising and
Community
Engagement
Manager
Executive Officer

Fundraising and
Community
Engagement
Manager
Executive Officer

Project Officer
Executive Officer

Fundraising and
Community
Engagement
Manager
Fundraising and
Community
Engagement
Manager
Executive Officer

Fundraising and
Community
Engagement
Manager
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No approval
required

No approval
required

Executive Officer

Executive Officer

No approval

required

No approval

required

Executive Officer

Deliverables
As required

As required

As required

As required

Weekly

As required

As required
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Sustain Magazine

Annual Report

Electronic Direct
Mail

Advertising
brochures

Media statements
and interviews

Executive Officer

Fundraising and
Community
Engagement
Manager
Executive Officer

Executive Officer

Fundraising and
Community
Engagement
Manager
Executive Officer

Fundraising and
Community
Engagement
Manager
Executive Officer
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Executive Officer

Board Chair

Executive Officer

Executive Officer

Board Chair

April & October
annually

May annually

As required

As required

As required

Page 13 of 13



	Communications Policy

