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1 Introduction

These guidelines apply to all staff and volunteers who represent INF Australia to our
stakeholders or the general public. They are intended to provide a framework for checking
what information is shared so that it complies with INF Australia’s obligations and values.
They are not exhaustive and staff and volunteers should also be aware of and ensure
compliance with policies and codes referred to above.

“Publications” in these guidelines refers to all printed, online, or audio-visual
communications authorised and produced by INFA and representing themselves as such.

2 Permission

Permission to use images and publish stories of individuals, families or communities are
documented and a record kept with either/ both INFA and INFN or other partner
organisation.

Where an individual’s (or family’s or small group’s) photo and/or story will be featured in any
INFA publication, individual permission will be sought and recorded prior to publication.

Where photos or stories pertaining to a larger group will be featured in any INFA publication
and/or where obtaining individual written permissions is impossible or impractical (due to
the size of the group, limitations in literacy or capability, or other compelling reason) verbal
permission will be sought and documented and records kept.

INFA’s written and verbal permission processes will give clear outline of the reason for
making use of the photo and/or story and the likely publication sites or formats. Where
practical, such publications will be made available to the featured individual, family, group or
community for review prior to publication. Records or notes of such permissions should be
retained by INF Australia for at least five years



3 Approving and Publishing Communications

Wherever possible and appropriate, INFA communications are developed in consultation
and collaboration with INF Nepal's Communications Team.

INFA's major publications and communications to supporters (Today in Nepal, Annual
Report, major promotions and other significant publications) are developed by an editorial
team, including at least two people (at least one staff person) from INFA and at least one
person from INFN.

Major publications are to be developed in accordance with the Communications Policy and
these Guidelines. Once developed, a suitable staff person (Communications Officer or Media
& Communications Advisor) checks the publication against the Quality Assurance Checklist
for INF Australia Communications. Any concerns that arise from the Checklist should be
referred to INFA's Media and Communications Advisor for advice and decision. The CEO
should be informed where the INFA Media and Communications Advisor reaches a decision,
or act as final decision-maker where the INFA Media and Communications Advisor judges
the issue is of sufficient sensitivity or concern.

All final versions of publications are reviewed and authorised by the CEO, after the Quality
Assurance Checklist has also been signed off on by the CEO. The signed Checklist is stored
with other relevant contents of the publication (such as image consent forms, original
versions of images) in the appropriate project folder within the Communications board on
SharedDrive. These are later archived on Momo, our storage drive. They should be archived
under Communications = Publications = and then the appropriate publication folder.

Ad hoc and regular communications, such as social media posting, web updates and our
monthly newsletter PrayerNotes, are guided by the policies and related guidelines above
and published by authorised INFA staff and volunteers. While these communications should
also refer to and comply with the Checklist, they do not require the CEQ’s signing off.

Staff and volunteers may be authorised by the INFA CEO, Media and Communications
Advisor, or another staffperson delegated in their place, to contribute to INFA’s
communications.

Advocacy communications should be initiated rather than reactive; but all communications,
whether generated or reactive, must comply with the principles and authorisations set out
in the Advocacy Policy.

4  Communication About DFAT-Funded Projects

Material that refers to projects supported by the Australian Government should display the
Australian Aid identifier and conform (both in visual identifiers and required text) to DFAT
guidelines available at: https://dfat.gov.au/about-us/corporate/Pages/logos and-style-
guides.aspx and described in the ANCP Manual (Section 8: Acknowledgement and
Engagement https://dfat.gov.au/about-us/publications/Documents/ancp-manual.pdf)
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5 Social Media Guidelines

Online participation is an empowering communication tool, however carries potential risk to
INF’s reputation as well as risk to staff, volunteers and our stakeholders.

To minimize risks, communications and social media users are expected to comply with the
principles set out in Section 3 and guidance described in Section 4.

Social media users are encouraged to consider the following recommendations while
participating in social media:

a.

Use best judgment and protect privacy Once a statement is made by a User through
a social media outlet, that person cannot take it back. Users should think twice about
what personal information they want to publish, since once it is published, it cannot
be removed or retrieved completely.

Learn and contribute Social media is an increasingly important mechanism to help
people learn from and contribute to conversations related to our projects, clients,
colleagues and our world. Users should write about what they know, be engaged,
informed, honest and polite, and listen to and attribute credit to others where
appropriate.

Be transparent and respectful

Users should identify themselves and write in the first person. If a User has a
vested interest in something being discussed, they should be the first person to
point it out.

Users should not use slurs, insults, obscenity or engage in any conduct that would
not be acceptable in the workplace, including spreading falsehoods or misleading
information about any person, partner or organisation.

Users should show proper consideration for the privacy of others and for topics
that may be considered objectionable or inflammatory.
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6 Quality Assurance Checklist for INFA Communications

Principles

Is the publication honest?
- Does it accurately describe/represent our work?
- Does it accurately represent our collaborations and partnerships?

Does the publication uphold the dignity of our primary stakeholders?
- Are primary stakeholders represented as active agents?

Children

Permission

Acknowledgement

If featuring a project/activity supported by DFAT, has the Australian Government
been correctly acknowledged?

Attribution

Does the publication clearly differentiate work supported by INF Australia, from
work supported/conducted by other members of the INF family or other donors?

Reputation

Does it compromise the reputation of INF Australia?

Does it harm any other organisation’s reputation, or the reputation of the
development sector more broadly?

Branding

Does it adhere to INF’s branding guidelines?

INF Australia

Does it align with our vision and mission?

Does it reflect our values?
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For fundraising communications

Does it comply with our Fundraising Policy?

Does it comply with the ACFID Fundraising Charter?

7 Future Work Required
- Develop EDMF

- Develop guidance on sensitive issues [e.g. suicide, DV]
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