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Darwin Christian Broadcasters Association Incorporated.
RHEMA FM Darwin
Station Policy Manual
Introduction

A Steering Committee was formed in late 1993 following a gathering of those interested in starting a Christian Radio Ministry in Darwin.  The decision was made to align with the Radio Rhema work based in New Zealand which had expanded into Australia. 
Rhema Darwin was incorporated as Darwin Christian Broadcasters Association on 26 November 1993. The Trading name is now Rhema FM Darwin.  A Temporary Community Broadcasting Licence (TCBL) was granted and test broadcasts commenced in March 1994 from a tiny studio in the Youth With A Mission complex at Stuart Park. When applications for a Fulltime Community Broadcasting Licence were invited in 1996, full documentation was prepared, with large community support.  Then came a ground-breaking experience - we became the first community station to appear before an Australian Communications and Media Authority Tribunal at a hearing in Darwin in 1997.  
Rhema FM was granted a Full Time Community Broadcast Licence and commenced continuous broadcasting in July 1998. In 1998 plans had been approved for the development of a Studio/Office complex on the Casuarina Baptist Church site.  A demountable building from the nearby NT University was elevated to provide for two floors of accommodation. 
The Management Committee aimed to appoint a Station Manager to provide stability in taking the station to new levels of effectiveness. We are fortunate to have a team of praying people who meet at the station weekly to uphold the work, in addition to many other supporters who care for the ministry of Christian Radio today. 
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Mission Statement
DCBA seeks: 

To bring real Christian life and values through information, entertainment, and ministry to the greater Darwin community regardless of their spiritual persuasion.

In doing this, in partnership with the Christian community, we endeavour to:

a.
offer real life to non Christian with the gospel of the Lord Jesus Christ

b.
reach young families for the kingdom of God.

c.
be an ongoing blessing to the Christian community.
Vision Statement
Offering Real life to Darwin.
Aims and Philosophy
The aims and philosophy of Darwin Christian Broadcasters Association Incorporated are to promote the cultural development of the Christian community in the Greater Darwin area through the medium of radio broadcasting, involving:
· The presentation of program material of a Christian nature sought by listeners, sourced from local, Australian and overseas productions, being music, news, information, drama, educational items and entertainment.

· The training of volunteer staff as announcers, presenters, programmers, producers and support staff in radio broadcasting.

· Participation by the Christian community in the management and operation of the station, including programming, production, technical services and associated activities

· Promotion of local, indigenous and other composers, artists, performers and authors in the fields of music, drama and literature,

· The gathering and reporting of news items from local, national and international sources for presentation on radio 
(Taken from the DCBA Constitution Objects and Purposes)
1. Sales Policy

1.1. Sponsorship Guidelines

1.1.1. Sponsorship Announcements – Definition

The Australian Communications and Media Authority (ACMA) do not permit commercial advertising on community broadcasting stations (such as Rhema FM Darwin).  However acknowledgement of sponsorship is allowed, although the definitions have become blurred.  Sponsorship announcements must include words to distinguish them from advertisements.  All staff working in sales and production must be familiar with, and adhere to, the current ACMA requirements. ACMA policy statements shall be monitored and any relevant changes mirrored in this document.  The following is the essence of a sponsorship announcement.

Rhema FM Darwin is permitted to broadcast sponsorship announcements that acknowledge financial support given by a person or company.  The announcement must include an acknowledgment of the sponsor’s support and may:

· specify the name address and description of the general nature of any business or undertaking carried on by the sponsor or

· Promote activities, events, products, services or programs of the sponsor.

1.1.2. Station Promotional Announcements

The ACMA permits Rhema FM Darwin to broadcast unlimited material that announces or promotes its radio and other services, including material likely to induce public support, whether financially or otherwise.

1.1.3. Limited Sponsorship Air Time

The ACMA limits Rhema FM Darwin to 5 minutes of sponsorship announcements, in total, in any hour of broadcasting. Rhema FM Darwin aims to have only 4 minutes of sponsorship announcements in total in any hour of broadcasting. However, the following need not be taken into account when calculating the length of time given to sponsorship announcements.
· Promotional material for Rhema FM Darwin’s own programmes, products, services or activities;

· Community information or public service announcements provided no consideration in cash or kind is received by Rhema FM Darwin for broadcast of these.

1.1.4. Tobacco Products Exclusion

The ACMA forbids Rhema FM Darwin to broadcast an advertisement or sponsorship announcement for the use of any tobacco product.

1.1.5. Like-Kind Limit

Attention shall be paid to multiple sponsors with similar businesses, or who are in direct competition, to ensure that their business promotions are not placed within the same sponsorship break.  The same care shall be taken with sponsored programmes.  This protects the investment of each sponsor and lifts the quality of the station sound.
1.2. Contra and Barter Sales

1.2.1. Policy overview

As long as the number of sponsorship announcements is below the limit imposed by the ACMA, contra and barter sales of any unsold sponsorship time, will add non-cash value to the station.  When unused airtime is ‘sold’ in this way the station incurs minimal cash cost associated with the provision of goods and services.
Definitions:
Contra:  There is seldom any cash cost incurred in a straight contra deal.  This is deemed to be ‘goods’ in return for ‘service’ (promotion or publicity on air).  Contra deals may incur staff commissions at previously agreed rates.
Barter:  Barter is useful in the purchase of goods or services which can be converted into cash e.g. the purchase of merchandise (T-shirt, caps etc) or the supply of a promotional venue at which funds are raised.  Barter must be monitored like cash as it can distort overall sales figures.  The cash cost of barter is a trade fee plus sales commission.  Capital items purchased using barter incur depreciation.

1.2.2. Policy Directives

· Cash sales are always preferred to contra or barter sales.

· No contra agreements will be entered into without the prior approval of the Station Manager
· The Station Manager must be involved with all contra arrangements.  No other staff are allowed to directly approach clients. Unless specific permission has been given by the Station Manager.
· There is no limit on contra or barter sales where the item is intended to be converted to cash, and any commission paid on these items will be treated as an expense against the event or cost of goods sold.  Otherwise, contra sales will have a 40% limit of the total mix of sponsorship sales.  This limit is not to be exceeded without the prior approval of the Management Committee.
· Barter Purchases are to be treated the same as cash purchases and are subject to the same purchasing protocols.
· all capital items to be purchased through contra or barter must have prior approval   by the Management Committee or by a delegated subcommittee.
· The Management Committee must first approve any purchase over $400 that will affect the Assets Register.
· Sales figures reports are to include cash and non-cash items.
1.3. Christian Support Policy - Distinctive to Rhema FM Darwin
1.3.1. Broad Based Christian Image

Due to the specifically Christian image of our programming, Rhema FM Darwin prefers to promote sponsors and activities of a Christian ethos and exclude messages or associations that might spoil that image.  The management of Rhema FM Darwin reserves the right to not broadcast any material for any reason.

1.3.2. Church services/Special Events Held in a Church

Rhema FM Darwin aims to support local churches and the work of churches in the community as much as possible. This includes the selling of Sponsorship airtime and the use of Community Service Announcements to promote special church run events as well as regular church services where appropriate. Sponsorship regarding regular church services must be approved by the Management Committee to ensure they are not negative towards any other church or too Christianise in nature.

It must be remembered in all sponsorship scripting and decisions that Rhema FM Darwin aims to reach out to non-Christians and uplift Christians in all programming aspects.
1.3.3. Christmas & Easter Promotions

Rhema FM Darwin will not broadcast any sponsorship announcement that clearly seeks to capitalise on religious festivals (for example Christmas & Easter) primarily for financial gain.
1.3.4. Alcohol, Gambling and Sex

Rhema FM Darwin will not broadcast any sponsorship announcement that promotes businesses, premises and/or activities that focus primarily on:

· the sale or consumption of alcohol
· participation in gambling
· sexual titillation or gratification
Note: Hotels may be promoted, where the announcement focuses on dining, accommodation or other similar services, but not on one of the above activities.  The Station Manager is empowered to determine whether a particular promotion is acceptable, consulting the Management Committee if necessary.
1.3.5. Community Service Announcements (CSA’s)
Any request to promote an event or activity must be submitted in writing to Rhema FM Darwin for approval to broadcast a Special Community Service Announcement Campaign.

Content must be such that it would normally qualify for broadcast as a Community Service Announcement, that is, community information or community promotional material.  No charge is made to broadcast this material.  This airtime does not need to be accounted for when calculating the 4 minutes of (paid) sponsorship announcements allowed per hour.  It is at the discretion of the Station Manager whether these CSA’s are pre-recorded or put to air live.

1.3.6. Political Election Campaigns

Rhema FM Darwin will refuse political sponsorship or political election campaign advertising.
2. Purchasing Policy
2.1. Purchasing Procedures

· This policy applies to cash and barter purchases
· Purchases for any goods or services over $500 must first be approved by the Management Committee.
· Where a budget has been lodged with and approved by the Management Committee, this constitutes prior approval for those purchase itemised within that budget.
· If the cost of goods or services exceeds the amount stated in an approved budget, approval must be obtained from the Management Committee before proceeding with the purchase.
3. Gift Policy – incorporating Competitions, Prizes, Tickets and Contra

3.1. Policy
3.1.1. Gifts to station staff

All gifts to staff and volunteers of Rhema FM Darwin, including tickets, CD’s or other goods or services, must be passed onto the Station Manager and logged in a Gift Register.  The gifts will then be distributed by the Station Manager in accordance with a roster of staff and volunteers so that all have the opportunity to participate.  The exception will be those gifts which are deemed by the Station Manager to be useful for promotions or other station activities.

Staff should note that invitations to lunches, dinners, functions etc by Rhema FM Darwin sponsors should bring some direct benefit to the organisation.  The Station Manager must be advised on each occasion.
3.1.2. Contra

No contra arrangements will be entered into without the prior approval of the Station Manager and must be involved with all Contra arrangements. No other staff are allowed to directly approach clients without the authority from Station Manager.

3.1.3. On-Air Campaigns

On-air Campaigns providing a direct benefit to announcers are not permitted.

3.1.4. Competitions and Prizes

Any competition must first be approved by the Station Manager.  Requests for prizes for approved competitions must be referred to the Station Manager.  At no time are clients to be approached for prizes without the Station Manager involved.
3.2. Rationale

· In receiving goods or services there may be an expectation that the station or presenter will provide to the party concerned an additional benefit outside that of any formal commercial agreement with the station.

· Receipt of gifts may affect personal tax liability and FBT reporting requirements.

· The Australian Communications and Media Authority require disclosure of any commercial agreements where a broadcast concerns, or is favourable to, the party with whom we have that agreement. (see below)

· As an organisation founded on Christian principles, Rhema FM Darwin has a responsibility to ensure that staff at all times act with the highest degree of honesty and integrity.  All transactions must be legal and transparent.

3.3. Disclosure

In the “Cash for Comments” inquiry, the Australian Communications and Media Authority concluded that:

· If a presenter has a commercial arrangement with a third party, this arrangement must be disclosed to the listener;
· The listener cannot be expected to know, without being told, that a presenter has a direct commercial interest in a subject being commented on;
· If a commercial agreement between a sponsor and the radio station is disclosed, it is very likely the listener will assume NO commercial agreement exists between the sponsor and presenter.

· The listener therefore is entitled to assume that the presenter is disinterested in the subject being discussed.
3.4. Definition of “Commercial Agreement”

A commercial agreement occurs when two parties reach an arrangement or understanding to exchange goods or services to the favour or benefit of either party.  The agreement does not have to be in writing.  Favour or benefit includes discounts, tickets, goods, services, meals, etc.



3.5.

Conclusion

It is important to ensure that arrangements made between Rhema FM Darwin, or individuals representing Rhema FM Darwin and other organisations are totally transparent and directly benefit the station without the priority being on increased sales and financial support.
4. On-air Policies
4.1. Programming Objectives

One or more of the objectives of the Association as stated in its Constitution should cover all programming effort.  Programs will be produced from a Christian perspective, whilst not being too profound but be understood by listeners who might be searching for the meaning of life.  The station shall at all times broadcast informative and entertaining, quality of life, programs which will:

· Project an image that is down-to-earth, relevant, yet good, pure and honest, having no double standards.  Music and words will always be of good taste

· inspire non-believers to adopt a life of faith, hope and love in the living God while edifying and encouraging believers

· assist listeners to live fuller, happier lives

· strengthen and endorse marriage and the traditional family unit

· publicise and support the work of charitable and community groups 
· identify the social needs of the city in  order to build a pro-active community prepared to play an increased role in the life and projects of the radio station

· Help to build links between churches and between the Church and society, by sharing news of Christian activities and special events.  This can include the work of associations who may not be Christian based but have a Christian ethos in what they do.

4.2. Programming Policy

To ensure general program standards:

· Announcers are not permitted to change the play list or introduce tracks without the express permission of the Station Manager or Program Director

· All on-air interviews and guests at the station must first be authorised by the Station Manager or Program Director
· Announcers are expected to do appropriate preparation /research for each on-air shift

· All on-air phone calls/interviews must first be authorised by the Station Manager or Program Director
4.3. Music Policy

Rhema FM Darwin plays 100% Christian music.  Songs are chosen on the basis of:

1. Suitability of sound for the station as guided by the vision of Rhema FM Darwin
2. Image of the artist and lifestyle values promoted by the artist and/or the media

3. Lyrical content and intent of song
4.4. News Policy

4.4.1. People

Rhema FM Darwin will not broadcast news stories for their sensationalism and will refrain from focussing on graphic details of death or injury.  Instead a general description of an event will be provided which enables our listeners to be informed and aware of those situations which require a prayerful or material response.  We will strive to preserve the dignity and humanity of the people referred to in news stories and those listening to our news and respect the sensitivity and innocence of younger, more sensitive listeners.

4.4.2. “Celebrity”

Stories based on scandal and rumour which are reported purely because the people involved have “celebrity” status will be avoided.  These stories will only be included if the scenario would make news without celebrity involvement.

If doubt exists as to the Rhema FM Darwin news value of a story, the story will be withheld and a decision sought from the Station Manager

4.4.3. Sensationalism vs. Drama

“Sensationalist” aspects of a story will not be highlighted in order to evoke an emotive response.  It is recognised, however, that it is sometimes legitimate to leave in place the dramatic element in order to spur people into action through prayer, donations or political action.  For example, ethnic cleansing by any group in a war or life threatening situations.

4.4.4. Prejudice

We will be vigilant in removing unnecessary and mischievous descriptors identifying, for example, the gender, ethnicity or sexual preference of a protagonist.  These descriptors perpetuate popular prejudices held by society against those on its fringe.  Stories will be reported accurately and responsibly, so as not to victimize any particular group of people due to the actions of an individual.

4.4.5. Sport

Rhema FM Darwin recognises that sport plays a major role in Australian culture.  However, sport stories will only be reported in the main body of our news bulletins on rare occasions if the item is significant enough to warrant its use as a lead story.

4.5. Reference to other media services

No mention should be made regarding any other media service which would identify that media service, be it electronic, narrow-casting, print media or internet sites, with the following exceptions:

· Any factual information as a part of any particular news item relating to the media service in question, or where appropriate, media services in general;

· A casual reference of a factual nature, made on-air by announcers, provided always that such references are not, and are not likely to be interpreted as derogatory, critical, questioning the validity of, or be in any other way negative about the media service in question (The final decision as to how this clause applies to any given comment shall be at the discretion of the Station Manager unless the Station Manager chooses to refer such comment to the Management Committee for a ruling);

· A reference made to a Christian media service;

· Acknowledgement that such media service is the source of information;

· Reference to media services as part of any approved sponsorship or community service announcement.

4.6. Defamation

Presenters will not make slanderous, racial or derisive comment on-air that is likely to offend anyone, even if it may be true.  Defamation has serious consequences in law.  The same applies to any printed or electronic material.  A logger is recording all live-to-air programming and holds records for 60 days duration.
5. Complaints Handling

5.1. Handling complaints from the public

5.1.1. Right to comment

Rhema FM Darwin welcomes the right of its audience to comment and make complaints concerning;
1. Compliance with the Code of Practice adopted by the Community Broadcasting Association of Australia (CBAA) or any condition of the broadcast licence;

2. Program content;

3. Rhema FM Darwin’s provision of general service to the community.

5.1.2. Informing the Audience

Rhema FM Darwin will inform the audience about the complaints process by providing on-air information about the CBAA Code of Practice and how the audience may obtain a copy.  The information will be broadcast twice a week.
5.1.3. Community Feedback

Community feedback is important and should be responded to with courtesy and empathy at all times.

5.1.4. Recording of complaints

All formal complaints, whether received by mail, email or telephone, must be passed on as soon as practicable, to the Station Manager.  The Station Manager will record the complaint and liaise with the responsible person and/or the management committee regarding the most appropriate response and/or resolution. 
5.1.5. Written complaints

Rhema FM Darwin will address written complaints directly and in the following manner:

1. Complaints will be considered conscientiously and investigated if necessary;

2. Complaints will be promptly acknowledged within 7 days with a formal response sent within 60 days from receipt of the written complaint.
3. Responses will include a copy of Code 7 of the CBAA Code of Practice;

4. All relevant information pertaining to the complaint will be recorded and retained in a permanent form by the Station Manager;

5. The Station Manager must approve and sign all written responses to complaints.

5.1.6. Management Committee Updates

The Station Manager will provide regular updates to the Management Committee regarding receipt of complaints, response and resolution as appropriate.

5.1.7. Dissatisfied Complainant

If a complainant is not satisfied with the response provided by Rhema FM Darwin, the Station Manager, in consultation with the Chairman, may take the following action:

1. A further written response;

2. No further response, if the Station Manager and the Chairman believe the initial response was appropriate;

3. Extend an invitation to the complainant to attend a meeting on the matter.

5.1.8.
Unresolved Complaint

In the case of an unresolved complaint, the complainant will be advised of their right to refer the complaint to the Australian Communications and Media Authority.

5.1.9.
Defamation

If a complaint relates to defamatory content, Rhema FM Darwin’s insurance company is to be notified immediately.

5.2. Handling internal complaints

5.2.1. Commitment

Rhema FM Darwin is committed to providing staff and volunteers with a fair and impartial investigation and resolution process on any matters of complaint raised internally.  All written complaints will be acknowledged in writing within 7 days and accompanied by a copy of the policy and procedures relating to complaints.  Rhema FM Darwin will endeavour to resolve the complaint within 60 days.

5.2.2. Investigation and Resolution

The Station Manager, Chairman or their nominee will investigate complaints with all parties concerned, adhering to the following procedures:

1. Establish if there has been a breach of station policy, broadcasting law or other legal requirement and, if so, recommend appropriate action;

2. Aim to bring about agreement through discussions between parties involved,
3. Provide, in writing, to parties involved, details of outcomes and advise of their right to lodge a letter of appeal to the station’s Management Committee.

5.2.3. Mediation

In the event that a complaint cannot be resolved through a process of investigation, consideration will be given to independent Christian mediation or arbitration.

5.2.4. Reporting

Rhema FM Darwin will keep a record of material relating to complaints, including logging tapes or audio copies of broadcast material where appropriate, and written documentation for 1 year.  This information will include date and time complaint was received, name and address of complainant, substance of the complaint, and date of station’s response and resolution.

6. Volunteer Selection Policy

6.1. Conditions of Involvement/Employment

6.1.1. General

Working at Rhema FM Darwin, whether in the capacity of staff or volunteer, must be accepted in the context of the vision for the station.  Rhema FM Darwin is established to bring information, entertainment and ministry to Christians in the Greater Darwin community to foster active and living relationship with Jesus Christ.  

Although the station needs to be constantly striving for excellence, i.e. doing the best with what we have, the real work of the station is spiritual and needs to be appointed, anointed and ordained of God.

To work at Rhema FM Darwin in any capacity it is important to know the individual is called of God to the position. The following procedures are designed to test that calling.

6.1.2. Initial contact

The applicant for an advertised position should initially respond in writing, including a C.V.  A volunteer should first talk with the Station Manager to establish that suitable work is available then make an application in writing, including a C.V.

6.1.3. 
Processing of application

The Station Manager, having received the information, should decide if an interview is warranted. If the person is not suitable the Station Manager should contact the applicant personally, stating the reasons.  If an interview is warranted, the Station Manager should inform the Management Committee and arrange a suitable time for the candidate to be interviewed by the Station Manager and designated personnel.

6.1.4. 
The interview

The interviewer should explore the following topics:

· The applicant’s personal character and skills base

· Understanding that Rhema FM Darwin is a faith ministry

· Maturity of Christian faith and calling

· Motivation to serve God

· Why the applicant wants to work at Rhema FM Darwin
· Does the applicant see the work as a ministry

· Does the applicant feel called by God to work at Rhema FM Darwin
· How long is their Christian walk, and any involvement in their church
The applicant should be informed of the following minimum criteria for working at Rhema FM Darwin:

· Written reference from their current Pastor/Minister/Elder

· At least six month’s attendance in the Church

· a new convert should have at least one year’s life as a Christian

· Endorsement that Rhema FM Darwin’s Statement of Faith underpins the ministry

6.1.5. 
Selection and Follow up

The Station Manager and the designated personal shall pray about the calling and seek agreement whether the applicant/s are called to work at Rhema FM Darwin.  If they agree, then their references are to be checked out.  All applicants are to be told the outcome.

7. Volunteer Terms and Conditions
7.1. Definition of Volunteering

Volunteering occurs when an individual willingly and without obligation, provides his or her labour to an organisation without wages.

7.2. The Responsibilities of Volunteers

Volunteers should make sure that they understand the requirements of time and duties before accepting them.  Having accepted a task or role, volunteers should:

· fulfil the commitment to the best of their ability;

· participate in planning and evaluation and in the training or learning opportunities available;

· be committed to working co-operatively as part of a team to achieve the goals of Rhema FM Darwin;

· seek and accept honest feedback on performance;

· work within Rhema FM Darwin  Policies and General Conditions;

· agree that as volunteers they will respect the fact that they are privileged to confidential material and respect this by not discussing any of this material with any person, unless authorised to do so by the Station Manager;
· become a financial partner of Rhema FM Darwin as evidence of their support of the station and in order to be covered by insurance;
· Try to give adequate notice of intended resignation, (preferably four week’s).

7.3. The Responsibilities of Rhema FM Darwin to Volunteers

Rhema FM Darwin shall endeavour to provide volunteers with

· suitable duties, taking into consideration their preferences, personal qualities, abilities, aptitude, education, experience and time commitments;

· a clear statement, job description and agreement of their duties;
· precise information as to where and when they will be required to work;

· work space which is adequate for the task;

· an orientation session regarding the station, its policies, its programs and its objectives; and if necessary, a period of training;

· guidance, direction and feedback from someone especially assigned to them;

· an opportunity for continuing education and further training for greater responsibility;

· a forum for individual queries and complaints;

· knowledge of the status of bona-fide co-workers of the regular staff;

· adequate insurance cover during the course of volunteer duty;

· the resources necessary to complete the assigned tasks;

· opportunities for personal development and to meet personal needs through their work;

· reimbursement of fees, travel and out-of-pocket expenses to attend additional, relevant training seminars as requested and authorised by the Station Manager;

· opportunities to evaluate both their own work and the work of Rhema FM Darwin;

· an opportunity to form an organised voice with Rhema FM Darwin to ensure effective participation in the policy and decision making of the organisation, shared experiences, problem solving, training, information exchange etc.;

· negotiation with management regarding the role and tasks of volunteers;
8. Confidentiality
All staff and volunteers are to observe the requirements of Section 14 of the Privacy Act 1988.  This means that all personal information which is obtained from participants is to remain strictly confidential and within the confines of the project, unless the participant consents otherwise.  Section 14 of the Act may be viewed on the World Wide Web at the file address:

http://www.austlii.edu.au/legis/cth/consol_act/pa1988108/s14.html
9. Harassment Policy
Whilst it is not expected that any form of harassment will be a factor in this station, any such complaints will be dealt with promptly, seriously and sensitively, with confidentiality. The focus of all complaints will be resolved through conciliation and no action taken without the knowledge and consent of the complainant.

The first point of call would be the Station Manager and, where satisfaction is not achieved, then the matter will be brought to the Chairman of the Management Committee.

While there may be no intent of harassment, staff and volunteers should be sensitive to the fact that some actions, comments or behaviour may unintentionally result in another person feeling uncomfortable or even offended.
Harassment refers to a wide spectrum of offensive behavior. The term commonly refers to behavior intended to disturb or upset, and, when the term is used in a legal sense, it refers to behaviours which are found threatening or disturbing. Sexual harassment refers to persistent and unwanted sexual advances, typically in the workplace, where the consequences of refusing are potentially very disadvantageous to the victim.

No form of harassment will be accepted or tolerated in this work place. 
10. Equal Employment Opportunity Policy
Rhema FM Darwin recognises it has a responsibility to all members of the organisation to create an employment environment which is free of discrimination and which reflects the diversity and needs of the community it serves.  Rhema FM Darwin is firmly committed to the principles of equal opportunity in employment for employees and potential employees.

The Management Committee acknowledges its legal obligations under the State and Federal Equal Opportunity laws, in that:

· Sexual harassment and victimisation are unlawful.

· The Anti Discrimination Act NT 2004 makes discrimination unlawful on the grounds of sex, sexuality, marital status, pregnancy, race, physical or intellectual impairment and age in the areas of employment, provision of goods and services, advertising, accommodation and clubs and associations.
11. Workplace  Health and Safety Policy
11.1. Workplace Health and Safety Policy

Rhema FM Darwin values its staff and volunteers and considers their health, safety and welfare to be of utmost importance.  Rhema FM Darwin recognizes its responsibilities as outlined in the Northern Territory Worksafe guidelines from the Workplace Health and Safety Act 2007 to provide a safe workplace and systems of work, to consult with workers and keep them informed about health and safety matters. Active consultation will be undertaken to ensure the best possible resolution for health, safety and welfare issues at Rhema FM Darwin with the aim of eliminating any work-related hazards and work-related injuries.

Everyone who works at Rhema FM Darwin, either in paid or unpaid positions, has a responsibility towards occupational health, safety and welfare:

11.1.1. Management

· Management Committee and the Station Manager are responsible for the effective implementation of this policy through identification, assessment and control of workplace hazards. 
· Are responsible for ensuring that work and safety management systems are in place and that responsibilities have been allocated to the manager, staff and volunteers and adequate information, instruction, training and supervision is given to all staff and volunteers.
· Incorporate health and safety responsibilities into job descriptions for all staff and volunteers and encourage them to identify unsafe work situations

· Provide staff and volunteers with induction training so they can fully understand their responsibilities for health and safety and emergency response procedures.

· Ensure that equipment and substances used, are stored and transported safely and without risks to health.
· Maintain equipment and systems to ensure they are safe and without risk to health.
· Maintain the workplace in a safe condition including entrances and exits.   

11.1.2. Staff and Volunteers

· Have a duty of care to ensure the health and safety of them selves and others at all times. 
· Follow reasonable directions regarding health and safety as given by their manager.
11.2
Manual Handling

“Manual Handling” is any activity which requires a person to lift, lower, push, pull, carry or move, and hold a load.  To prevent the occurrence of injury arising from manual handling tasks, staff will only undertake those manual handling activities that have been assessed as safe to perform.  Where a risk is identified, all reasonable steps will be taken to control that risk to prevent injuries.
11.3
Reporting Requirements

In an effort to identify and eliminate any risks to people’s health and safety, staff and volunteers are required to report to the Station Manager regarding anything that results in, or has the potential to result in, an injury:

Incident: Any unwanted or unintended occurrence that causes or contributes to personal injury or damage to property or that could have resulted in injury or damage.
Injury/Illness: Any damage (physical, psychological, health or well-being) to a person resulting from an incident.

Near Miss: no damage actually caused to a person or property from an incident but potentially could have resulted in such an outcome.

Hazard: Anything which has the potential to cause harm or damage to person, property or environment.

Maintenance: Any item which is not functioning in its intended form (but which is not hazardous) and requires repair or attention.

Once reported, management undertakes to take appropriate action, within a reasonable timeframe, to address any instances of injury or risk to personal safety.
12.  12  Information Technology
Electronic Communication and data storage are an integral part of Rhema FM Darwin’s business.  We store and process information within our business systems which is crucial to the successful operation of the station.
In order to protect this information it is critical the staff and volunteers are aware of the correct processes when using Rhema FM Darwin’s information systems.  The Information Technology (IT) assets covered by this policy include printers, copiers, telephones, personal computers, digital cameras, software and broadcast equipment.  Staff are responsible to inform management when they need training on equipment to ensure users are confident they are using it correctly.

12.1
Responsibilities

All authorise users are responsible for the proper use and security of Rhema FM Darwin’s information and IT equipment.  Deliberate failure to comply with these guidelines will result in appropriate disciplinary action.

12.2
Information Protection 
Only authorised users are permitted to use Rhema FM Darwin’s IT equipment.  Access to confidential information is restricted to those who need access to perform their work.

Rhema FM Darwin document files must not be removed from offices, except when in the possession of staff, or Management Committee members or volunteers.  In the case of after hours work at home, removal of files for any period must be approved by the Station Manager.

Any confidential documents or computer output no longer required, e.g. financial information, personal or company data, should be disposed of in a secure manner.

Information store on diskettes, CD’s or memory devices must be clearly labelled and stored in a secure place.

Please be aware that EMAIL IS NOT A SECURE SYSTEM and hackers can sometimes view the contents of email.  
Release of Rhema FM Darwin information to other organisations or the general public is not permitted, unless prior approval has been obtained from the Station Manager or Chairman of the Management Committee.

Rhema FM Darwin will attempt to perform backups of Station data at least each week and keep offsite copies.  Please keep backups in a secure location and only keep as many copies as are needed – destroying or recycling anything no longer needed.

Mobile computers, Palm devices, Tablet PCs, Mobile Phones, etc, should be treated the same as any data storage device and kept in secure location.  If the device is stolen or used without authorisation the data is also stolen and the data may well be more valuable.

12.3
Use of computer equipment

Installation of any software or hardware on Rhema FM Darwin’s IT assets is not permitted unless authorise by the Station Manager.  This includes games, screen savers and screen novelties.

All computer assets must be located in physically secure areas.

Changes to user access and the installation, re-configuration, relocation or disposal of IT assets and software may be authorised only by the Station Manager in consultation with the designated personnel.

Data stored on IT assets must be deleted when no longer required.  Regular file storage housekeeping activities are encouraged.

12.4
User ID and passwords

Staff must not share ID’s and/or passwords with others who don’t know them – even if they are known staff members or volunteers.  Staff needing access must seek ID’s, passwords keys, etc from the Station Manager.

The Station Manager must be advised immediately whenever you change your password.

Do not change the password on shared resources.  Advise the Station Manager if there has been a security breach.

12.5
Internet and Email

The internet and email facilities are provided for business purposes.  Accessing or circulating inappropriate material is a dismissible offence.  Minimal and appropriate use of Internet and email facilities for private purposes is acceptable.

It should be remembered that electronic messages constitute formal business communication and have the same legal status as letters, memos and other printed communication.  Both hard copies and electronically stored copies of email communication are subject to the laws of defamation, harassment, copyright and/or privacy.

Messages and attachments should be concise; transmission of large files (e.g. video clips, photos, sound recordings) should be avoided unless in conjunction with Rhema’s business.
Authority to send group email messages to Rhema FM Darwin’s member and supporter is limited to the Station Manager and Management Committee Management Team.

Remember that most data transferred over the Internet, especially email, is easily falsified and you should not believe material unless you have other reasons to do so, e.g. you are expecting it to arrive, it is supported by other evidence or you have verified the source.

12.6
Computer Viruses

Any software on external media such as diskettes of CD’s obtained from external parties must be scanned for viruses prior to use on any Rhema FM Darwin equipment.  Virus detection software is loaded and periodically updated on our desktop systems.

Care should be taken in opening emails from unknown sources, particularly those with attachments
If your computer reports a virus warning message you should report the infection to the IT support person immediately.  Do not take action yourself.  The virus source will be investigated and wider distribution of the virus may then be prevented.

Deliberate installation of a virus or virus-infected material onto Rhema FM Darwin’s IT system is a dismissible offence.

12.7
Telephone Systems

Our telephone systems (including mobile phones) are provided for business related purposes.  As with Internet and email, minimal and appropriate use of Rhema FM Darwin’s phone systems for private purposes is acceptable. 
Calls from land-line to land-line and from mobile to mobile are preferred in order to contain call costs.
All consideration to cost factors must be taken when making mobile, ISD/STD and mobile telephone calls from the station.
12.8
Assets taken off premises

Assets should only be taken off Rhema FM Darwin’s premises when specific company business requires it.

Permission must be obtained from the Station Manager or staff specifically responsible for certain assets. Please book the equipment at least 2 days before it’s required to help ensure it’s available when needed.

The staff member taking the assets is responsible for their security and protection from damage.

Assets should not be taken from the premises over a period where other staff members may need to use them, unless specific permission is granted from the Station Manager.

13. Security
The security and safety of staff and volunteers is paramount at all times.  It is important that security procedures are noted and adhered to by all those involved at Rhema FM Darwin to ensure that threats to safety or risk of incidents are eliminated.
13.1
Security System

The security system is to correctly lock up the station whenever the station is unattended.  If you are the last to leave the station, it is your responsibility to make sure this is done.  If you are unfamiliar with the security system, you should see the Station Manager who will brief you.

If you are normally the last to leave but someone else is still in the building, it is your responsibility to ensure a handover is conducted and the person remaining is able to secure the building properly.  On leaving the premises, offices must be secured, and lights and air conditioning system switched off.
13.2
Access Doors

Doors to the studios of Rhema FM Darwin must be closed at all times.  When no Receptionist is on duty the front access door must be securely closed and front gate locked.  This is particularly important if you are alone in the building except during notified office hours.
13.3
Visitors to Rhema FM Darwin  

Visitors may enter the studios accompanied by a staff member or volunteer.  Visitors must be signed in, and the purpose of their visit should be recorded.
Caution should be exercised when people unknown to the station attempt to gain access to staff members, particularly announcers.  If an appointment has not been made and the person is unknown to the staff member concerned, they should be denied access.

If staff members or volunteers see individuals within the station who they do not recognise, they are encouraged to ask them who they are and why they are here.  Any suspicious activity should be referred to the Station Manager or Chairman of the Management Committee.

13.4
Threat to Safety

Staff and volunteers working outside of business hours should not hesitate to contact the Police in instances where they feel their personal safety may be under threat.

During business hours any such threat should be reported to the Station Manager or, in their absence, an available member from the Management Committee who will be responsible for assessing the risk and notifying the Police where appropriate.

Staff and volunteers should avoid situations where they are alone in the building, after dark.  On leaving the building they should, wherever possible ensure they are accompanied.
14. Organisational Chart
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15. Sign-Off
I have read and understand the policies and procedures laid out in Darwin Christian Broadcasters Association Incorporated’s Station Policy Manual.

I understand that it is a requirement of my employment or volunteer role with Darwin Christian Broadcasting Association Inc. that I adhere to these polices and procedures. 
Print Name
:    ______________________________________________ 




















Signature
:     ______________________________________________   




















Date

:
_____________________________________________
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