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The purpose of the Communications Policy is to set out the standards Caulfield & District Netball
Association apply when communicating with its members, and the obligations of all those
responsible for representing the Association when doing so.

This policy operates closely alongside the CDNA Social Media Policy and the CDNA Cyberbullying
Policy.

Context

CDNA believes that effective communication provides the opportunity to build a strong, inclusive,
engaged community of members and is essential to the efficient operation of the Association in
providing expedient dissemination of information, as well as the ability to promote its clubs, itself
and netball as a whole. The multitude of methods for communication available are all of great
benefit to the Association and therefore require a unified and collaborative approach to their use. All
use of platforms which are directly governed by, or relate to the operations of, CDNA, will be
regulated by this Policy, alongside the CDNA Social Media Policy, Cyberbullying Policy and Codes of
Behaviour.

Scope
e This Policy must be adopted, implemented and adhered to by all CDNA paid and volunteer
staff members. This includes office, competition, Rep and Committee.
e CDNA expects all staff and officials to uphold these standards and behave appropriately
when communicating on behalf of the Association.
e Members and other stakeholders are bound by the associated, but separate, Social Media
Policy.

Communications
CDNA:
o  Will communicate through the appropriate platform to convey necessary information,
notifications or messages
e Expect all clubs / entity teams to forward information onto their members when requested
e  Will make every practical effort to include parents/guardians when communicating directly
with junior members (excluding direct player and umpire coaching within a game)
CDNA’s communications should aim to be:

e Timely
e (Clear
e Concise

e Polite, friendly and courteous

e Accurate

e Appropriate

e Maintaining and respecting privacy of members (see Privacy and Confidentiality)

e Ensuring that bullying or harassment does not occur (refer CONA Cyberbullying Policy)
e Related to Association business
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Platforms
CDNA use a large range of tools to communicate with members. The list of these is not exhaustive,
as it is accepted that technologies continually evolve rapidly.

o CDNA Website (www.cdna.net.au)
e Email

e Social Media

o Telephone (landline)

e Telephone (mobile)

e SMS
e  MyNetball
o Team App

e  What's App

e Time, Umpire!

e Face to face (meetings, forums, presentations, discussions)

e Online meetings (webinars, Zoom, Teams, Skype, FaceTime etc)

Guidelines

CDNA Website

- the CDNA website is intended to provide information about competitions, training, rules,

policies, by-laws, Constitution, meetings, announcements, social events and other important

related issues

- we will endeavour to maintain and update the website as much as possible

- all uniform sales (Rep and Umpiring) will be done through the website

Email

- Emails will be sent from the appropriate staff member / Committee member

- Emails will be sent from the applicable and appropriate email address

Social Media

- The CDNA social media pages are intended to promote positive Association news and events
and provide interesting and/or useful information for members

- All social media postings and status updates are considered public comment, and are
therefore expected to be appropriate

- Any abusive, discriminatory, offensive or intimidating statements will not be tolerated and
any such offending posts will be removed

- CDNA will not post content more than once per day, with the exception of an essential
announcement or emergency

Telephone (landline)

- CDNA have one landline in the office that is to be used for Association calls when the office
is attended

- Thereis to be an updated voice message on the landline, informing callers about their
alternate options to contact us and providing any necessary information

- All voice messages will be listened to and actioned if necessary, in a timely manner

- Phone calls will only be made at appropriate times of the day


http://www.cdna.net.au/
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e Telephone (mobile)
- The Association have two mobile phones for use, the Competition mobile and the Umpire
mobile
- Both mobile phones are to be used for Association business only
- Both mobile phones will be attended during the applicable days of office or competition
- Thereis to be an updated voice message on the mobiles, informing callers about their
alternate options to contact us and providing any necessary information
- All voice messages will be listened to and actioned if necessary, in a timely manner
- Phone calls will only be made at appropriate times of the day
o SMS
- Staff, volunteers and officials may use SMS to provide information, contact relevant people
and answer communications
- Staff, volunteers and officials are entitled to use their personal mobile phones or the
Association phones for communications, assuming responsibility for all content
- SMS messages should be short and about Association matters
- SMS messages will only be sent at appropriate times of the day
e MyNetball
- As an overarching Association, CDNA have access to the MyNetball records of all of its
members. Upon registering in the MyNetball system, members are asked to provide contact
details, including email addresses
- A bulk email may be sent directly to all members through MyNetball but will only be done so
in the case of what is deemed to be pertinent information or an emergency situation
o Team App
- Groups within CDNA may elect to use Team App as their primary platform for
communications
- Team App messages and notifications will be sent by the appropriate people at the
appropriate time
Administrative access will be only given to the appropriate people
o What’sApp
- Groups within CDNA may elect to use What’sApp as their primary platform for
communications
- What'sApp messages and notifications will be sent by the appropriate people at the
appropriate time
- Administrative access will be only given to the appropriate people
e Time, Umpire!
- This is the principal umpiring rostering and communication platform
- The CDNA Umpire Coordinator will be the main administrator
- All CDNA Umpires are expected to use this system appropriately when partaking in the
CDNA Umpiring Program
- Umpiring rosters will be released by Thursday evening, at the very latest, during competition
e Face to face
- Face to face interactions include meetings, discussions, forums, presentations etc
- As much notice as possible will be given to the participants of all face to face
communications
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e Online

Online interactions include webinars, Zoom / Teams / Skype meetings, Facetime etc
Staff, volunteers and officials may use their own accounts or the Association’s official
accounts, assuming responsibility for all content

As much notice as possible will be given to the participants of all online communications

Images / Logos

e Where possible and practical, communications on behalf of the Association must use approved
branding

e Blanket and generic photos may be taken of the courts as a whole and used in Association
communications, without identifying people

e Any business logos or images will not be used without prior knowledge or permission

e The CDNA logo or intellectual properly must not be used in any way which would result in a
negative impact for the Association or its members

Privacy / Confidentiality

Media

CDNA takes privacy and confidentiality extremely seriously

Any confidential information relating to CDNA, it's members and sponsors must not be
communicated inappropriately, including material that violates privacy

The forwarding of private emails, messages, pictures or videos or otherwise inappropriately
communicating personal or private information belonging to another person constitutes a
major breach of privacy, confidentiality and this policy overall

All reasonable steps must be taken to protect all Association platforms, including passwords
and unwarranted access to others

No CDNA member will be identified in Association communications without prior knowledge
or permission

CDNA members who are contacted by the media regarding the Association in any way
should not comment in an official capacity before first communicating with either the
Netball Operations Manager or the President.

Non-Compliance / Breaches of Policy

CDNA takes its communications seriously and all staff and volunteers have a responsibility to ensure
they act in accordance with this policy.

Inappropriate use of Association communication platforms may result in disciplinary action
or expulsion from the Association

Any breach of this policy should be identified and reported to the Association, who will take
the appropriate steps to investigate and act accordingly

Policy Review
This policy will be reviewed annually by CDNA



