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Committee Management – Policies and Procedures
Your policies and procedures vs your constitution.
Refer to the ‘DIY Policies and Procedures V2’ below. 
These are the Policies and Procedures for fictional community station, DIY FM. It goes into further detail many aspects of the station’s policies and procedures, as opposed to the simple and straight forward Constitution. 
You will see they outline what is expected from volunteers, paid staff and board members. Also included are Principles guiding the station; volunteer duties and training courses; grievance procedures and so on. 
Reviewing by-laws and/or policies.
Refer to the ‘DIY Policies and Procedures V2’ below. 
[bookmark: _GoBack]There are many policies included in this document, many in line with the Community Radio Codes of Practice (e.g. policies on obscenity, policies on the amount of Australian music content).
There are two things to consider here. One is to keep abreast of changes to any legislation or to the Codes of Practice that will effect what goes out on air. The other is changes to your station’s own policies, such as the section on Computer and Internet Acceptable Usage in this example document. They are internal to the operation of your station, and only management, staff, the volunteers or the board will be in position to review and update these policies.



	DIY-FM	


Station Policies and Procedures





	Version
	Date
	Changes
	By Whom

	v1.0
	unknown
	Initial Version
	Assumed Brad

	v3
	Aug 2002
	“Tidied” for inclusion in Permanent License
	Danny

	v4
	July 2003
	Added this cover sheet.
Updated Radio Code of Practice
Included Computer Usage Policy
	Danny

	V5
	Aug 2003
	Format of font; bullets, etc
Added on-air criteria
Updated mission and core values
	Danny

	V6
	Sep 2003
	Added in Constituion Objectives
	Danny



Definitions

The following definitions will apply for DIY-FM policies;

	Programme
	any transmitted material from or by the station, which has been classified and approved by DIY-FM Board or DIY-FMmanagement


	Community Group
	incorporated associations, recognized charitable groups, schools, and churches


	Government Departments

	local, state and federal departments

	Australian Performance Period

	time period between 0600hrs. and 2400hrs

	Current Affairs Program

	a program that focuses on social, economic, or political issues of immediate relevance to the local community, including interviews and commentaries dealing in depth with the news items.


	Sponsorship
	on and /or off air recognition to a business, government authority, individual, charity or community group for financial payment, or support in kind, for: product announcements program; content, association, production equipment


	DIY-FM

	DIY-FMInc.

	
	



Policy On Procedures, Rules And Standards


1.	No person under the influence of alcohol or non-prescribed drugs is permitted in the studio. People found in the studio either consuming or under the influence of alcohol or non-prescribed drugs will be removed and made aware that a second offence will result in a lifetime ban from the station.

2.	Smoking of any substance in the studio and station is banned.

3.	All on air staff are responsible to keep the studio clean during and at the completion of their shift. Consistent failure to do so will result in an on-air ban. Management will determine the length of the ban.

4.	All on-air requirements must be performed (ie. relevant paper work, adhering to times, delivery style and legalities).

5.	Any person found willfully damaging equipment or stealing from the studio and station premises will incur a lifetime ban from the station and   legal prosecution.

6.	Any person found committing similar offences (5) to private property of another person at the station would incur a lifetime ban from the station.

7.	Any person found unethically profiting from DIY-FM and the station would incur a lifetime ban.

8.	The Board will appoint personnel to act as station representatives in such matters as;

	(i)	Representation of the station;
	(ii)	Negotiations for airtime;
	(iii)	Negotiations for sponsorship.

9.	With regard to sponsorship sales;

(i)	Authorized sponsorship sales person(s) will receive a commission on each sale;

(ii)	Following receipt by the station of full payment per the sponsorship contract, the salesperson will receive the commission within five working days;

(iii)	The salesperson will be responsible for writing the client's sponsorship copy;

(iv)	All sponsorship announcements must be appropriately tagged and approved by management.





10.	Pertaining to the broadcasting of sponsorship announcements;

(i)	A scheduled sponsorship announcement must be broadcast at the specified time without alteration, modification or addition;

(ii)	No unauthorized on-air comment may be made regarding sponsorship announcement.

11.	The broadcast schedule MUST be adhered to at ALL times.

12.	Only volunteers that have successfully completed the training course will  be permitted to act in assigned station positions (eg. operators, producers, presenters).

13.	With the exception of staff, staff business associates and on-air guests, only registered volunteers are permitted in the station.

14.	A register, to be kept in the on-air studio, of all volunteers stating;
	(a)	Name;
	(b)	Address and telephone numbers; 
	(c)	Position held at the station; and
	(d)	ID.  Code is to be kept and updated monthly.

15.	The Executive Officer or appointed shift manager has the right, given justifiable reason, too;

	(a)	Refuse entry to the station premises and/or studio;
	
(b)	Insist on the departure from the station premises and/or studio;
	
(c)	Remove from air and prevent from further broadcasting any person who, in the Executive Officer's opinion, is not abiding by, or refuses to abide by, the listed procedures, rules or standards; or is not acting in the best interests of DIY-FM and its constitutional objects. 
					




Volunteers

Principles

DIY-FM has an obligation to encourage and involve citizens in the broadcast area in the running of the station and broadcasting of programs.
The Board will appoint staff (contracted) to perform specific management duties essential for the overall direction and performance of the station. Management will direct, train and generally organize all volunteers.

Volunteers are not reimbursed (financial or in kind) for their services. Receipted costs incurred by volunteers when performing a task directly related to the station are to be met by the station. All volunteers are to be made fully aware of these principles prior to any duties being performed on behalf of the station.


Rights And Responsibilities

All volunteers are to be treated with respect and on an equal basis by the Board, management and other volunteers.

Management is to recognize the efforts of all volunteers either verbally and/or in written form on a regular basis to the volunteer or, when necessary, to the board.

Public Liability Insurance at the station or at the transmitter site covers all volunteers.

Volunteers have the right to make comment to the Board or management on program or other issues that relate to the station and its constitutional objects.
Complaints and disputes must be addressed via the stipulated procedure.

Volunteers have the right to perform duties in the area of their choice once they have completed the appropriate training course(s) and those positions become available.

All volunteers must;

(a) Be financial members of the DIY-FM to perform duties on be half of the station

(b) Ensure that the listed contact address and telephone numbers are up to date

(c) Address any areas of complaint or concern immediately with the management

(d) Comply with all station policies, standards and procedures;

(e) NOT represent the station on any matter unless directed by the Board or management

(f) Inform management of any specific medical conditions or needs that may affect either their health or performance of duties. 
(Eg. Asthma sufferer -Your procedure in the event you have an asthma attack)

Volunteer Duties And Training Courses

Volunteers can chose to attend the following course(s) so that they are able to perform specific duties;

(a)	General duties - office duties (eg. traffic, filing, typing, reception etc.)

(b)	Production - specific program production (writing, telephone, log political content etc.)

	(c)	Presentation - on-air presenter, panel, voice-overs

	(d)	Technical - maintenance of equipment

(e)	Research - surveying, specific research for programs/production and client servicing

	(f)	Community liaison - co-ordinator of specific sub-committees

(g) Committee member - a member of a specific committee related to regular programs

Volunteers who perform on-air duties (announcing, writing and producing) must be a financial member of the Wanneroo Joondalup Regional Broadcasting Association.


Grievance Procedures

Members

Grievance Procedures apply in cases of disputes between members. Either party to the dispute may initiate grievance Procedures by notification to Team Leaders of the dispute.  

Team Leaders and Board Members must be familiar with and attempt to apply the twelve conflict resolution techniques outlined in the Chapter on Conflict Resolution in the CBAA Handbook.

Where conflict resolution meetings do not result in satisfaction of the disputing parties and/or resolution of the dispute, the matter will be referred to the Executive Officer, and then, if necessary, to the Board.   

Should the dispute involve Team Leaders, then the process is initiated by notification to the Executive Officer.  Disputes involving Board representatives must be referred to a full meeting of the Board. 

In all cases, disputes are to be resolved conscientiously and as soon as possible.  

A Member who has been expelled from DIY-FM may request a vote at a specially convened general meeting on a resolution that the Member not be expelled.
 
Every case will be decided with regard for the overriding community interest.

Where the Board is unable to resolve the dispute, a decision will be made on the necessity of mediation or conciliation by a third party such as Conflict Resolution & Dispute Mediation Services of NSW

APPLICANTS: 
(See DIY-FM Constitution Sections 5.6-5.9 apply)

Where an application for membership has been rejected by the Board, the rejected applicant can request (to the Secretary) written reasons for the rejection which will be forwarded in writing within 14 days of receipt of an application.

The rejected applicant may apply in writing  (to the Secretary) for an appeal of the decision through an ordinary general meeting of the Association, convened within 28 days of the date of receipt of the request.

At an ordinary general meeting called to appeal rejection of an application by the Board, the rejected applicant will have a right to be heard.


COMPLAINTS HANDLING PROCEDURE

DIY-FM believes that as a community station, it is our responsibility to represent the community interest of Wanneroo Joondalup region and the specific community groups operating within this area.  As such, any complaints are of great interest to us in helping us to better meet the needs of the community.  The following procedures are to be followed in dealing with complaints.  If the complaint relates to breaches of DIY-FM’s Policy on Procedures, Rules and Standards or to Code 1.6 or 1.7 of the Community Broadcasting Codes of Practice No.1, take immediate appropriate action to stop the offensive broadcasting.

1. Listen to the caller or visitor, giving them full attention and without interrupting.  Act immediately, as outlined above, in cases of breaches of policy or code of practice.   

2. Thank the caller or visitor for bringing the matter to our attention. (eg:  “I’m sorry to hear that.  Thank you for bringing it to our attention”.)

3. Take the caller or visitor’s details and contact numbers and attempt to solve the problem immediately if you can.  If unable to solve, inform them that the complaint will be passed to the station management and they will receive a response within seven days.

4. (Note, this step must be followed even if the complaint was “solved” at the time) Advise Team Leader Administration and Log the call or visit in:  1) the Logbook   2) the Complaints Logbook and advise the relevant Team Leader immediately by phone, phone message or e-mail if they are not present.

5. Relevant team leader to contact complainant and thank them for bringing the matter to our attention, advise them that the matter is being reviewed/investigated and that we will write to them formally within 6 weeks to advise what action we have taken. However, if the original complaint was not in writing, and the team leader ascertains that complainant is now satisfied, and indicates that no written response is required, please update log that complaint is now closed. NOTE: even if calle states they are satisfied, if the original complaint was in writing, inform them they will still respond in writing as it is our policy.

6. If however complainant does indicate that they still require a written response OR that the original complaint was in writing, Team Leader to inform Administration team to send out First Response Letter that includes Community broadcasting codes of practice - Code 7 on handling complaints. Update log.

7. Review by Team Leader Admin with relevant Team Leader after 1 week to ensure appropriate follow up action is agreed and has commenced.    Log review discussion and decision in Complaints Logbook.  

8. After the matter has been decided (and where appropriate, reviewed by the Board), a letter signed by the Executive Officer is to be sent to the complainant within 6 weeks of the complaint, advising what action has been taken. 

9.	If the complainant is still dissatisfied with DIY-FM’s written response then a number of actions may be taken, for example;

· further consideration of the complaint and a further response
· no further response as the initial response was appropriate
· the option of attending a meeting on the matter. 



Programming Policy


Mission Statement

“To serve the community interest of Wanneroo/Joondalup by providing accurate, timely and entertaining broadcasting and promoting of local news, events, issues and music; and opportunity and access for local community groups, individuals artists and youth in particular.” (adopted June 2003)

Core Values

1.  Community focus
2.  Opportunity and Access
3.  Team Spirit.

Objects Of Association[footnoteRef:1] [1:  The Objects are taken from the WJRBA Constitution] 


· To apply for and obtain a radio and/or a television licence pursuant to the provisions of the Australian Broadcasting Services Act of 1992 to provide radio and/or television services to the local community.

· To operate, maintain and conduct the business of proprietors and operators of a radio and/or television broadcasting, transmitting and receiving station at a designated site to be known as DIY-FMIncorporated (“DIY-FM”).

· To produce and broadcast radio and/or television programmes of all types from all sources and countries including those programmes produced by the Association.

· To provide entertainment, information and access for the local community and the opportunity for the development of professional standards of program production and presentation.

· To provide for community access (particularly in the local community) so that community interest programmes and announcements can be broadcast.

· To cultivate an awareness and appreciation of all types of Australian music with particular emphasis on encouraging local performers.

· To encourage the exposure and development of art, drama and theatre with a local emphasis.

· To provide an opportunity for wider and further education in liaison with local education institutions, including seeking and encouraging input from children.

· To provide a forum for debating topical and community issues.

· To provide a focal point for information concerning access to community services and encouraging participation in local government, community and charity projects.

· To acquire, print, publish, circulate or otherwise deal with radio and/or television material, radio and/or television journals and other literature, cassettes, videotapes and all or any other forms of visual and sound material relating to radio and/or television.

· To publish, print, acquire, circulate or otherwise deal with books, journals, training manuals and other literature.

· To experiment and conduct research and training programmes in the artistic and technical aspects of radio and other forms of sound communications with a local community emphasis.

· To produce, transmit, receive, record, reproduce, broadcast or otherwise distribute or facilitate the transmission or reception of all forms of sound and/or visual communication material.

· To establish, promote, arrange for, conduct and hold competitions of every description and to offer and grant prizes, rewards, premiums and scholarships of such character and in such terms as may be seem expedient.

· To assist other groups within the community whose objects are similar to those of the Association.

· To monitor community needs and responses and to incorporate community needs and responses into programmes produced by the Association.

Programme Philosophy

Central to the Programming Philosophy is the need for DIY-FM to meet the needs and desires of the citizens of the CITY of DIY within the resources available at any given period. Providing a balanced program that reflects those requirements as well as giving fair and reasonable access and opportunity to community groups will provide DIY-FM with material and human resources.

Given that the current population of the broadcast area is estimated at over 
230 000 people (2001), the BOARD and programming management will adopt a decision making process that will include the following considerations when deciding on which programs will go to air, remain on-air or be taken off air;

· Similar existing programs on metropolitan stations
· Public demand
· Equity related issues
· Compatibility with existing station policy/direction
· Resources - financial and human
· Availability of time
· Sponsorship  (if applicable)

On-Air Criteria

The Programming team will regularly (at least quarterly) review our overall programme schedule. Our content that we put to air will always require amending as we reflect our ever-changing target market. For example, we may move certain “shows” to a time better suited for the target audience, introduce new or remove existing shows in line with our current marketing direction, or change the content or presenters of existing shows.

In addition, one of  our key organisation’s objectives is to provide a means for aspiring broadcasters from the local community to gain industry experience (refer our ACMA permanent licence application: “We actively encourage the use of DIY-FM as a “stepping-stone” for members of the community looking to develop a career in Broadcasting”). We therefore actively encourage members to become announcers and must be able to accommodate these new volunteers into our programme.

For the above to occur, we will need to ask from time to time current announcers to give up their slot for a period of time. This is simply to allow others to “have a go” and not necessarily a permanent change. We wish all announcers, current or past, to be active members of the organisation, and announcers that make way for others, and continue to contribute will be given preference when new slots become available.

The decision on who to ask to give up a show should the need arise will be based on (but not limited to) the following criteria (listed in no particular order of importance):

· Compliance of current show to station policies, procedures and guidelines, including but not limited to:
· Preparing and working to a template that has been approved by Programming
· Playing all required pre-recorded segments as per the logs (e.g. sponsor announcements)
· Submitting completed template after each show
· Evidence of continually seeking ways to improve the show, working with Programming or Board where appropriate
· Evidence of prior preparation of the show
· Evidence of involving and promoting community interest in the show (this does not mean popularity of the show)
· Organised or attended fund-raising activities
· Organised or assisted in the marketing survey, shopping centre promotion
· Organised in assisted with a promotional event such as Outside Broadcast.
· Participated in or led a committee meeting
· Participated in activities of the committee for which member has volunteered 
· Contributed, in writing, to a grant application
· Provided a qualified (i.e. likely) sponsorship lead
· Provided constructive feedback, in writing, to a peer
· Compliance to the Community Radio Codes of Practice
· Compliance with DIY-FMFM’s Standards, Procedures Policies and Guidelines
· Compliance with administrative procedures
· Organised for a local artist to play live or be interviewed at the studio
· Contributed positively to the DIY-FM web site(s)
· Read the DIY-FM web site(s) and various notice boards at the station. (i.e.: “I didn’t see the notice” is not considered acceptable)
· Contributed to Twin Spin
· Attended required member meetings (e.g. AGM; relevant “shift” meetings, etc)
· Assist in new initiatives as requested by the Board or a committee or sub-committee.
· Implementing new initiatives (as approved by relevant committee or Board) that contribute to the financial success and/or overall objectives of the Organisation.
· Pay membership fees on time.

Put simply, the more an announcer contributes to the organisation “off-air”, the better chance they will remain on-air.
Note:  Non-compliance with Station Policy on Procedures Rules and Standards may not only result in removal of a member from on air duties, but may also jeopardise his or her membership.



Programme Standards

Prohibited Matter

As licensee DIY-FM will not permit the broadcasting of program which may;

· Incited, encourage or present for their own sake violence or brutality;

· Simulate news or events in such a way as to mislead or alarm listeners;

· Present as desirable the misuse of alcoholic liquor;

· Promote or advertise the use of tobacco;

· Present as desirable the misuse of drugs or narcotics.

· Incite or perpetuate hatred against; or gratuitously vilify; any person or group on the basis of ethnicity, nationality, race, gender, sexual preference, religion or mental disability.  DIY-FM recognizes the need for equity and social justice in program content and opportunity.

· Be harmful to children in any way



Australian Music Performances

DIY-FM will ensure that during the Australian Performance Period;

(a)	Not less than 30% of the total time occupied in the broadcasting of music shall consist of music performed by Australians.

(b)	For the purposes of paragraph  (a) where more than one performer is involved in a musical performance, that performance shall be predominantly by Australians.

(c) Where, at any time during the Australian Performance Period, DIY-FM broadcasts music or musical items dictated by listener requests:

(i) The time occupied in the broadcasting of music may be reduced by the time occupied by music broadcast as a result of such listener requests;

(ii)	The total number of musical items broadcast may be reduced by the number of musical items broadcast as a result of such listener requests.

(d)	Paragraph (a) shall not apply if an occasional special program is dedicated to an overseas performer or performance or an overseas music style or theme.

(e)	Paragraph (a) shall not apply if the broadcast period is less than one hour.


News Programs

News programs (including news flashes) transmitted by DIY-FM must;

· Present news accurately.

· Not present news in such away as to create public panic, or unnecessary distress to listeners.

· Distinguish news from comment.


Contests

All contests transmitted by DIY-FM must;

1.	(a)	be conducted fairly

	(b)	Announce winners on air immediately

	(c)	Be restricted to members of the public and exclude;
		(i)	Employees of DIY-FM
		(ii)	Family members of employees of DIY-FM             
		(iii)	Contest winners within the previous calendar month	
		


Talkback And Interviews

DIY-FM will not transmit the words of an identifiable person unless;

(a)	That person has been informed in advance that the words may be transmitted; or

(b)	In the case of words, which have been recorded without the knowledge of the person, that person has subsequently, but prior to the transmission, indicated consent to the transmission of the words.  


Current Affairs Program


Objectives: The objective of this program standard is to ensure that current affairs programs are presented;

	(a)	With accuracy and fairness; and

(b)	In a way, which allows informed public debate on issues, which affect the community.

DIY-FM's   OBLIGATIONS;

(a)	Factual material is presented accurately and that reasonable efforts are made to correct substantial errors of fact at the earliest possible opportunity;

	(b)	Factual material is distinguished from commentary and analysis;
		
		Commentary/analysis may include opinion or elaboration.

(c)	Reasonable efforts are made or reasonable opportunity given to present significant points of view when dealing with controversial issues of public importance, either within the same program or in similar programs, while that issue has relevance to the community;

Appropriate research, time and opportunity must be given for interested or relevant parties within a reasonable time to provide fairness and enhance newsworthy reporting to the public.

(d)	Viewpoints are not misrepresented, and material is not presented in a misleading manner by giving wrong or improper emphasis, by editing out of context, or by withholding relevant available facts;

(e)	Respect is given to each person's legitimate right to protection from unjustifiable use of material which is obtained without an individual's consent or other unwarranted and intrusive invasions of privacy;

(f)	Issues involving children and/or others unable to understand the implications of their comments or actions will be assessed on an individual basis by the BOARD and management of DIY-FM in conjunction with relevant government authorities prior to any transmissions. 

Political Programming / Commentary

DIY-FMis an apolitical radio broadcaster. Program content of a political nature MUST always be clearly identified as such. Producers and announcers must ensure that content presented has been researched and that due consideration has been given to all points of view. Fair and reasonable opportunity must be given to all parties involved in the respective issue or discussion. 
Producers and announcers must have the content approved by the Executive Officer and Program Director.

Producers and announcers must have completed the Announcers' Training Course, which will address this area.

All Producers and announcers must adhere to the DIY-FM Constitutional Objects, DIY-FM Station Policy and the Australian Broadcasting Authority Codes of Practice.	

Sponsorship

DIY-FM will encourage sponsorship to raise the station's annual revenue in the following areas;

(a)	Foundation Sponsorship: packages of entitlements for business and government departments that provide funding for equipment and start up operating costs.

(b)	Announcements: packages of pre-recorded and live announcements  (15, 20, 30 and 60 second duration options) which promote products/services of businesses. These businesses are recognized on-air as sponsors supporting the station. 
These will NOT exceed five minutes per hour in total.

(c)	Program Dedication: specific pre-recorded or live programs are sponsored by businesses (program duration will vary). These businesses are recognized on-air as sponsors supporting the station. Time allocated for this will be calculated into the permitted five minutes per hour.

(d)	Production Fee: DIY-FM can act as producers for audio recordings and charge a fee if directed by the Board or management.

(e)	Production Facility Fee: DIY-FM can lease the studio facilities to community groups that have qualified technicians and financial security to cover all costs (ie.  Fees and damage to equipment insurance) at a set fee as directed by the Board or management.

Proposals

DIY-FM will produce proposals for potential clients, which will include;
	
(a)	Introduction	(includes explanation of DIY-FM and its purpose)
	
(b)	Concept 	(the specific package/activity/program)
	
(c)	Value		(the specific value to the client from the concept)
	
(d)	Cost		(the specific payment structure from the client to the 				station)

(e)	Obligations	(obligations from both parties to each other)

(f)	Guidelines	(ACMA and other legal requirements that the client 					must be aware of)

(g)	Contract	(a copy of the legally binding contract to be signed by both                  
			Parties)

(h)	Timeline	(on-air schedule/copy approval/payment /dates)

(i)	Back up	(follow up procedure to establish the success of the 				completed concept)

No sponsor will have real or implied influence on programme content.
	
All sponsors will be made aware that the station will honour the stipulated terms of agreement but under no circumstances will the station allow a sponsor to gain an unfair advantage over any individuals, groups, businesses of any other body.

In addition sponsorship will not be available for the use of political gain or manipulation.

All sponsors will be clearly informed that only the station will make decisions on; broadcasting staff, schedules and other station responsibilities.

Legalites

DIY-FM is responsible for ensuring that all transmitted material meets with ACMA guidelines and the BROADCASTING ACT 1992 legal requirements.  The station is responsible for any breaches and is liable for defamatory material even if on-air or production personnel did not write or record the offending material.  All presenters and production personnel must be fully aware  (via training programs) of the following legalities;


DEFAMATION: broadcasting a statement that is likely to make ‘reasonable people’ think worse about a person or group may constitute DEFAMATION. The following criteria should be considered;  

(a) An obvious statement which clearly damages a person's reputation 
(Eg. Mr. Smith is a lying thief);

(b)	A less obvious statement, which contains innuendo or inference, which casts speculation or dispersion on someone’s reputation (eg.  Reading between the lines);

(c)	A statement which contains a special meaning understood by a select few who specific facts which, by being broadcast, may degrade another person. (Eg.  An in-joke). 

Expressing what is perceived, as the truth for the betterment of the wider community is NOT a safeguard against legal suit.   When in doubt consultation with management is the only option to be taken by volunteers. Management must consult the Board Chairman if there is any doubt on their behalf.  DIY-FM will NOT assist in legal fees if these guidelines are not adhered to.

The following defense claims are not acceptable;
(a)	I thought it was the truth  (impression/opinion)
(b)	It is a fact (strong rumor/opinion)
(c)	I made a mistake/ I didn't mean to hurt anyone
(d)	I was just repeating what ... said/wrote

WHEN IN DOUBT, DON’T SAY IT

Injurious Falsehood

Defamation damages someone's reputation while Injurious Falsehood covers "malicious broadcasting of a false statement about trading or activities".
This covers three areas;

(a)	Slander of Goods	attacking the quality of a person’s goods;

(b)	Slander of Title	falsely suggesting that someone doesn't own 					the property;

(c)	Malicious Falsehood	falsely suggesting a person died, 							retired, ceased to trade, etc.

Obscenity

It is an offence for DIY-FM to broadcast indecent or obscene matter. 
Material is obscene if it;
	
(a)	Offends, to a substantial degree, the average man or woman in the Australian community;

(b)	Offends, to a substantial degree, the contemporary standards of decency currently accepted by the Australian community.

DIY-FM warns the presenters and producers of the station that, because of the impact that obscene matter may have on listeners, the following considerations must be undertaken prior to going to transmission;

(i)	The added value that the obscenity has to the purpose of the program  (ie. context and justify);

	(ii)	Pre-transmission warning given to listeners  (ie. disclaimer);

	(iii)	Age of likely listeners;

	(iv)	Time of broadcast.


Seditious Libel

This area is covered in PROHIBITED MATTER.


Blasphemy

Blasphemy Laws state that in Australia it is an offence to broadcast material that vilifies the Bible, Book of Common Prayers, the Christian religion or the existence of God. DIY-FM will not broadcast material that conflicts with these laws. Equitable respect to other religions is demanded from all presenters and producers of programs generated or re-transmitted by DIY-FM.

Programs that fairly discuss and analyze religion must be approved by management and have a station disclaimer immediately prior to and following the transmission.


Sensitive   Material

No program shall;

(a)	Contain any explanation of techniques of crime in such a way as to invite imitation;

(b)	Describe in detail any form of violence or brutality;

(c)	incite a person to violence;

(d)	Simulate news or events in such a way as to alarm, distress or mislead listeners;

(e)	Denigrate religious faiths or beliefs;

(f)	Present as desirable the abuse of intoxicating liquor;

(g)	Present as desirable the use of drugs or narcotics except under  		medical direction;

(h)	Include horror for its own sake;

(i)	Encourage children to enter strange places or to converse with  		strangers for any purpose.


These standards are applicable provided that they do not prohibit the broadcasting - in good faith and at appropriate times, under appropriate circumstances - of;
	
		(i)	Genuine works of artistic or literary merit; and 

		(ii)	The serious presentation of moral and social issues.

In these circumstances warning of the nature of the program must be given in advance publicity, at its commencement and at appropriate intervals during the program. 

PRIOR CONSULTATION MUST OCCUR WITH MANAGEMENT.


Contempt Of Court

All presenters and producers of broadcast material must follow the following guidelines;

(a)	Do not broadcast material, which may influence or prejudice an impending or current trial - approved news reports are permissible but not discussion;

(b)	Do not broadcast material that may ‘scandalize’ the court  (ie. reckless commentary of decisions/judges etc.).  Any criticism must be researched and objective;

(c)	All sources of information must be revealed on request from the Board, management and/or courts.


Contempt Of Parliament

Consideration must be given when broadcasting material that;

	(a)	Exerts improper pressure on members of Parliament; or

	(b)	Brings Parliament into disrespect; or

	(c)	Discloses secret proceedings of Parliamentary committees.

Presenters and producers must decide the objective value to the program, and DIY-FM, of breaching these guidelines prior to transmitting the program.


Copyright

All presenters and producers must be fully aware of the COMMONWEALTH COPYRIGHT ACT, which, in short, states;

		...the exclusive right held by the maker of a work to publish, reproduce, perform, broadcast and adapt that work for a specified duration s usually the life of the maker plus 50 years.

DO NOT COPY SOMETHING AND SIMPLY BROADCAST IT WITHOUT THE PERMISSION OR THE MAKER.

You can do the following;

(a)	Read an EXTRACT but you MUST;
				(i)   	Acknowledge the author (maker)
				(ii)	Keep it short

(b)	Broadcast NEWS obtained elsewhere but you MUST;
				(i)	Re-write it into your own form; or
				(ii)	Gain permission from its maker to re-						broadcast.

(c)	Make a critique, review or news report but you MUST;
				(i)	Acknowledge the maker or source;
				(ii)	Apply a news angle to any quote or  						summary.

(d)	Transmit a program that has been CLEARLY made available to DIY-FM but NOT a program that has been made available by associates from elsewhere which has been recorded for them and sub sequentially passed on to DIY-FM.

(e)	Play copyright music, which has been approved via industry licensing and royalty schemes, which permit their broadcasting by radio stations.
However you MUST NOT use these recordings to promote the sale of goods and services  (ie.  Background music for sponsorship announcements). Music for the latter purpose is identified in the Music Library.

All programs created by DIY-FM are included in the station’s copyright. The 
Re-broadcasting of those programs is subject to Board or management approval only.

(f)	Annual APRA and AMCOS fees will be paid for by the DIY-FM.



Cash For Comment

No announcers, producers, employees or volunteers are permitted to enter into any arrangement where they are reimbursed in money or kind in return for on-air "positive commentary". Comments made on-air must be clearly distinguished in accordance with stated DIY-FM Policies.



COMPUTER AND INTERNET ACCEPTABLE USAGE POLICY

DIY-FM’s computers and Internet services are recognised as a powerful communication tools for today's radio and business community. Their use can significantly increase productivity. However, if misused can be detrimental to our operation.

Acceptable Usage

The acceptable use of the station’s Computers and Internet services is solely for DIY-FM supported operational purposes. As such, the access to and use of the variety of Internet services are considered a privilege and should be treated as such by all members of DIY-FM.

Unacceptable Usage

In brief, DIY-FMcharacterises as unethical and unacceptable, any activity which purposely:

1. Seeks to use DIY-FM computers and Internet services for private or personal business 
2. Be in conflict with Radio Code of Practice or DIY-FM Polices and Procedures.
3. Disrupts the intended use of the computers and Internet 

DIY-FM members must not store files, send messages, access sites or print materials that are:

· offensive, indecent, obscene, menacing, violent or abusive;
· intended to incite criminal activities or instruct others in how to commit criminal activities;
· pornographic, obscene or contain suggestive material; or
· could otherwise be considered objectionable.

Objectionable material may include:

· Sexually explicit messages, images, cartoons or jokes;
· Unwelcome propositions, requests for dates or love letters;
· Profanity, obscenity, slander or libel;
· Ethnic, religious or racial slurs;
· Political beliefs or commentary;
· Comments on the physical appearance of other members of staff, whether they are a recipient of the message or not;
· Comments of a sexual, sexist or racist nature, or make inferences or comments about a person's sexual preferences; or
· Degrading comments, whether based on race, disability, sex etc.

DIY-FM reserves the right to monitor all computer and Internet related activity occurring through the station’s computer network. Any DIY-FM members found in violation of the Acceptable Use guidelines may be subject to, at a minimum, denial of access, up to termination of membership and/or possible criminal prosecution.
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