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1. Social media policy and procedures
Purpose
This policy sets out how social media is used, managed and monitored by the Cairns and District Chinese Association Inc. to support its objects, promote activities, and protect the organisation, its members and the community.
Scope
This policy applies to:
· All official social media accounts operated by the association 
· All Management Committee members, volunteers and any person authorised to post or manage content on behalf of the association 
· Any use of the association’s name, logo or identity on social media 
Policy statement
The association uses social media to:
· Promote its activities, events and services 
· Engage with members and the broader community 
· Strengthen community connection and cultural celebration 

All social media use must reflect the association’s values, protect its reputation, and ensure a safe and respectful online environment.
Responsibilities
The Management Committee is responsible for:
· Oversight of social media use 
· Approving platforms and administrators 
· Managing high-risk issues 

Administrators are responsible for:
· Posting appropriate content 
· Monitoring and moderating accounts 
· Escalating issues where needed 

All members and volunteers must:
· Not represent the association on social media unless authorised 
· Use respectful and appropriate language when referencing the association 
Procedures 
Approved platforms and use
The Management Committee is responsible for:
· Approving all social media platforms used by the association 
· Deciding when to commence or cease use of any platform 

Social media content must:
· Be consistent with the association’s objects and activities 
· Be respectful, inclusive and culturally appropriate 
· Be apolitical and not support or oppose political parties, candidates or campaigns 
· Not advocate for or against government policy, except where acknowledging support or funding relevant to the association 
· Meet any obligations under sponsorship or funding agreements 

Content standards
All content published must:
· Be accurate and not misleading 
· Respect the privacy and dignity of individuals 
· Not include offensive, discriminatory, bullying or harassing material 
· Not disclose confidential or sensitive information 
Content should reflect positively on the association and the community it represents.

Use of images and media
The association will:
· Obtain consent before using images or videos of individuals, particularly children and young people 
· Use a simple, practical consent approach (e.g. event sign-in consent or prior agreement) 
· Avoid publishing identifying information about children unless appropriate consent is clearly in place 
· Provide credit where images or content are not owned by the association 
Participation in performances or official roles may imply consent for general promotional use, however this should be clearly communicated and documented where possible.

Administration and access
The Management Committee will:
· Appoint authorised administrators for each social media account 
· Maintain a current list of account access and passwords 
· Ensure access is removed promptly when a person ceases their role 
At least two people should have administrative access to each account to ensure continuity.

Monitoring and moderation
Social media accounts will be monitored regularly.
Public engagement is encouraged; however, the association reserves the right to manage comments to maintain a safe and respectful environment.
Comments may be hidden, removed or restricted where they:
· Are offensive, abusive, discriminatory or threatening 
· Are not relevant to the post 
· Are political in nature 
· Misrepresent the association or spread misinformation 
· Breach privacy or confidentiality 
Repeated inappropriate behaviour may result in a user being blocked.

Managing issues and complaints
Where a social media issue arises (e.g. complaint, negative comment, reputational risk):
· Administrators should not engage in arguments or respond emotionally 
· Matters should be escalated to the Management Committee where appropriate 
· A considered, consistent response should be provided, aligned with the association’s values 
Serious matters (e.g. allegations of harm, child safety concerns, or legal risks) must be escalated immediately to the Management Committee.
Privacy and confidentiality
The association will take reasonable steps to:
· Protect personal information shared through social media 
· Ensure private information is not disclosed without consent 
· Manage messages and enquiries appropriately 

Breaches
Failure to comply with this policy may result in:
· Removal of social media access 
· Further action in line with the association’s governance processes 

Review
This policy will be reviewed every two years or earlier if required.

2. Social Media Guide
Why we use social media
We use social media to:
· Promote our events, activities and community programs 
· Celebrate culture and community achievements 
· Share information with members and the wider community 

Everything we post should reflect who we are and make people feel welcome and respected.

What ‘good’ looks like
Before posting, ask yourself:
· Is this respectful and inclusive? 
· Is this accurate and appropriate? 
· Does this reflect the purpose of the association? 
· Would I be comfortable if this was seen by the whole community? 

If unsure — pause and check with another Committee member.

What we can post
· Event promotions and reminders 
· Photos and videos from events (with consent) 
· Community news and achievements 
· Sponsor acknowledgements (where required) 

What we don’t post
· Political views or support for parties or candidates 
· Offensive, discriminatory or harmful content 
· Personal or confidential information 
· Content unrelated to the association 

Photos and videos
· Always check consent before posting 
· Take extra care with children and young people 
· Avoid sharing names or personal details unless approved 
· When in doubt — don’t post 

Managing comments
We welcome positive engagement, but:
· Do not argue or respond emotionally 
· Hide or remove comments that are offensive, harmful or inappropriate 
· Escalate serious issues to the Management Committee 

If someone repeatedly posts inappropriate content, they may be blocked.

If something goes wrong
If you see:
· A complaint or negative comment 
· Something that could damage the association’s reputation 
· A possible child safety or privacy concern 

Do not try to handle it alone
Notify the Management Committee as soon as possible

Your responsibilities
If you manage or post on social media:
· Only post if you are authorised 
· Follow this guide and the Social Media Policy 
· Protect the association’s reputation 
· Ask if you are unsure 

Quick checklist before posting
✔ Relevant to the association
✔ Respectful and inclusive
✔ Consent confirmed (if people are in photos)
✔ No personal or sensitive information
✔ Comfortable for public viewing

Good vs risky posts
Example 1: Event photo
✅ Good post
“Thank you to everyone who joined us for our Lunar New Year celebration today. It was wonderful to see our community come together. ”
(Photo of group with general consent, no names listed)
⚠️ Risky post
“Here’s all the kids from today’s event — James, Mei and Lily had so much fun!”
(Children identified without clear consent)
👉 Why it matters: Protects privacy and child safety

Example 2: Community comment
✅ Good response
“Thanks for your feedback — we appreciate you reaching out. Please feel free to contact us directly so we can discuss this further.”
⚠️ Risky response
“That’s not true. You clearly don’t understand how we operate.”
👉 Why it matters: Protects the association’s reputation and avoids escalation

Example 3: Sharing information
✅ Good post
“We’re excited to announce our upcoming cultural workshop next month. More details to come!”
⚠️ Risky post
“Big announcement coming — we’ve secured major funding (not yet confirmed).”
👉 Why it matters: Avoids misinformation and protects credibility

Example 4: Cultural content
✅ Good post
“Celebrating the richness of Chinese culture through music, food and community connection.”
⚠️ Risky post
Content that could be seen as stereotyping, excluding, or not culturally respectful
👉 Why it matters: Maintains cultural respect and inclusiveness

Example 5: Personal views
✅ Good post
“Looking forward to seeing everyone at our community event this weekend.”
⚠️ Risky post
“The government should be doing more to support groups like ours.”
👉 Why it matters: Keeps the association apolitical and compliant

Simple rule of thumb
If a post could:
· Upset someone 
· Breach privacy 
· Cause confusion 
· Damage trust 
 Don’t post — check first
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3. Photo and media consent form
Purpose
Cairns and District Chinese Association Inc. (the association) takes photos and videos at events and activities to promote our work and celebrate our community.
These images may be used in:
· Social media (e.g. Facebook, Instagram) 
· Website and newsletters 
· Promotional materials (e.g. flyers, posters) 
· Reports to funders and stakeholders 

Your consent
I give permission for the association to use photos and/or video recordings of me (or my child) for the purposes listed above.
I understand that:
· Images may be used publicly and may be seen by a wide audience 
· The association will not use images in a way that is misleading, inappropriate or harmful 
· I will not receive payment for the use of these images 

Participant details
Name: 												
Email or phone contact (optional): 								

Consent options
Please tick one:
☐ I give consent for my image to be used
☐ I do not give consent for my image to be used

Children and young people (under 18)
If the participant is under 18, this section must be completed by a parent or guardian.
Child’s name: 											
Parent/guardian name: 											
Signature: 								Date: 				

Adult consent
Signature: 								Date: 				

Withdrawal of consent
You can withdraw your consent at any time by contacting the association.
The association will take reasonable steps to stop using your image in future publications.

Contact
For questions or to withdraw consent, please contact: secretary@cadcai.org.au




image1.jpeg




image2.png
A
\ef7

CAIRNS & DISTRICT
CHINESE ASSOCIATION INC

HEWRRASR





