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Introduction

Effective, timely and meaningful communication is critical to the operation of Masters

Swimming Australia (MSA). It is important that everyone within MSA is aware of and

understands the protocol of communication set out in this policy

The Communications Policy is approved by the Board and is in operation in respect of:
1. The Board, Directors, employees and office representatives of MSA

2. Members of committees and subcommittees established by the Board

3. Delegates and appointees of the Board, National representative members and
other individual delegates and appointees

Other relevant policies

In addition to the MSA Constitution and By-laws, this document should be considered
alongside the following listed policies.

e Member Protection
e Social Media Guidelines
e Privacy

To the extent of an inconsistency between this document and the Constitution and/or By-
laws, the Constitution and/or By-laws will take precedence.

Policy and purpose

Communication brings the MSA community together by sharing news and information.
Communication is an important management function within MSA and bridges the gap
between state (voting) and individual (non-voting) members, National Committees, the
Board and the National Office through flow of information.

Please refer to the MSA Social Media Policy to address the particular issues arising from the
use of social media.

Our duty to maintain good communication

The National Office is responsible for the day-to-day operation and administration of MSA
and its functions include the co-ordination of communications between the layers of the
organisation. This includes the Board, state members, the various National Committees
and subcommittees, the National Championships organising committees and, directly with
clubs and individual members.

More formal communications from MSA may be delivered from the National Office via
Circular to the Board, National Committees, State member bodies and Life Members.

All members are able to contact the staff of the National Office, a Director or National

Committee member, but any formal request or contact should be made officially through
the National Office.
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Communications to/from MSA

1. Communications from the National Office

The routine electronic distribution of information from the National Office will be to state
member body Representatives and administrators (where applicable). This will include the
dissemination of emails and circulars.

The National Office expects that Circulars shared with state member bodies will be shared
to their member clubs and individual members.

MSA may send an electronic newsletter directly to individual members sharing information

of a national nature. This may or may not include changes to swimming rules and policies,
call for nominations for national committees and/or news about events.

2. Communication through-Swim Central

The Swim Central database allows reports of member data to be extracted by the National
Office to communicate to clubs and individual members directly. State members and clubs
may access this information, subject to MSA’s Privacy Policy, to enable the sending of
newsletters or information of a state or club nature via third-party communications
platforms, such as MailChimp.

3. Communications from National Committees

It is expected that the members of National Committees will communicate amongst
themselves on a regular basis and, in accordance with by-law 43, circulate minutes from
their Committee meetings to the General Manager within 14 days of the meeting.

National Committees are not authorized to communicate directly with members without the
approval of the General Manager. Where a National Committee requests the sharing of
information with members, this is to be requested by the Chair to the General Manager.

4. Communicating changes to swimming rules

In accordance with by-law 12 and following consideration by the National Technical
Committee and ratification by the Board, MSA is required to circulate advice to all voting
and non-voting (individual) members of changes to rules.

In accordance with by-law 12, changes adopted to swimming rules come into effect 21
days after approval by the Board. MSA will ensure that members are advised of changes to
rules within 21 days of the decision and before the change comes into effect.

5. Communications to the National Office

All communications to MSA should be addressed to the General Manager via the
National Office — the National Office’s contact details are set out below.

All formal communications to the National Office from state member bodies-should come
from the nominated Representative and/or the member body Administrators- All individual
members of MSA are welcome to contact the National Office. Specific queries may be
referred by the National Office to the relevant National Committee, Director or any other
officeholder as appropriate.

Communications should not be sent or copied to members of the Board or National
Committees directly unless there has been some prior contact.
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Electronic communication

MSA expects all members to conduct themselves appropriately when using electronic
communication to share information with other members or posting material on public
websites connected to their club.

Electronic communication:

e should be restricted to club matters

¢ must not offend, intimidate, humiliate, or bully another person

¢ must not be misleading, false or injure the reputation of another person, Masters
Swimming Australia and/or the state member body

¢ should respect and maintain the privacy of members

e must not bring the club and/or organization into disrepute.

Non-Compliance

Members may face disciplinary action for sending inappropriate electronic communication or
posting online content or comments that harass, offend, intimidate, or humiliate another
member, as outlined in our Member Protection Policy.

Under certain circumstances, cyber bullying (e.g. bullying that is carried out through an
internet service such as but not limited to email, a chat room/platform, discussion group,
instant messaging service or website) is a criminal offence that can be reported to the
police.

In addition, members who publish false or misleading comments about another person in
the public domain (e.g., Facebook, YouTube, or Twitter) may be liable for defamation.

Submitting a matter for discussion at meetings

All agenda items or matters for discussion at General Meetings of MSA or meetings of the
Board should be submitted to National Office by the nominated Representative or a
Director before the relevant deadline as outlined in the MSA Constitution.

Common sense and courtesy

MSA is a largely volunteer-run organisation, assisted and enabled by a small number of
highly qualified, dedicated staff. MSA endeavors to respond in a timely fashion to all
enquiries.

National Office contact details
MSAC, 30 Aughtie Dr

Albert Park VIC

Mobile: 0419 609 849

General Manager: gm@mastersswimming.org.au
Administration Manager: admin@mastersswimming.org.au
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