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Introduction

The Quack Chat is a community newsletter which is published every Wednesday. The newsletter is the main communication channel for local news, announcements, events, sporting results and advertising. In order to maximize the advantages of a local community newspaper and minimize the risk of misrepresentation it is necessary to establish guidelines for Community Resource Centre (CRC) staff, volunteers and the party submitting the article, advert etc. to avoid damage to the Dumbleyung CRC.
Purpose

Dumbleyung Community Resource Center will work with the person submitting in order to advocate, promote, inform and assist where possible. This policy helps to regulate the daily tasks involved in creating the Quack Chat and ensure it is kept and maintained as a high quality local publication. It is the responsibility of all staff, committee and volunteers to ensure that effective media relations are maintained in order to achieve the aims of Dumbleyung CRC. 
Authorisation

_________________________________ 

Chairperson

Dumbleyung Community Resource Centre

Advertising
Clients will be required to pay for advertising on a needs basis, unless they are a member of the Dumbleyung CRC.  The classification for an advertisement is if the promoted event or item will generate revenue for the client, if so it is deemed an advertisement.

All advertisements must be paid as per general invoice terms (21 days).
Should the client submitting to the Quack Chat be a CRC member they will receive,

Business – four advertisements and one advertorial for free as part of their annual membership

Community/Not-for-profit Group – unlimited advertising and advertorial

Individual – two free advertisements

Senior/Concession – N/A

Family – N/A

All advertising to be recorded and approved by client prior to publishing. 
Deadline and Publication Dates

The Quack Chat is published weekly every Wednesday.
The deadline is 4pm the Monday prior to publishing.  If the Monday is a public holiday then the deadline would be the Friday prior to that.  Allowances need to be made for sporting notes on the occasion of a public holiday.  Material needs to be received via fax, email or hand delivered.  Avoid taking notes over the phone as this places too much responsibility on the staff member.
Submissions

There is no guarantee that any material submitted to the Quack Chat will feature in the publication.  The content is at the discretion of the editor.

General Stories

· Local stories take precedent over stories that don’t directly involve the local community.
· The CRC reserves editorial rights over what is published in the Quack Chat and can refuse material if deemed inappropriate or there are space limitations.
· Consent must be given to publish a story about a local person, family or event.

· All stories must be checked before being published.

· Spell check must be used.
Sports Update

· Clubs will be responsible for writing their own sports update

· The CRC reserves editorial rights over the update and may refuse to publish the update if it contains any inappropriate or offensive material

· Any incorrect scores, names or information will fall on the club.

· The CRC coordinator will proof the updates prior to publishing them.

Photographs

· All photos contained within the Quack Chat require consent to be used from those featured in them (verbal consent is accepted).
· Photos of any minors require parental consent

Printing
Depending on the previous week’s sales only a small number of copies of the Quack Chat will be printed each week.  Additional copies will be printed for those that have subscribed to receive the Quack Chat via Australia Post.
Subscriptions

The e-subscriber list will be updated every 2 years, with an email asking subscribers to confirm they are still interested in receiving the Quack Chat. Anyone can receive the Quack Chat and can be added to the subscriber list through the CRC Coordinator. It is free to subscribe to the electronic version of Quack Chat.
Anyone can also subscribe to receive a hardcopy version of the Quack Chat. There are different levels of subscription when receiving a hardcopy, these are:

· General - $3.50 per issue sent via Australia post

· Senior/Concession (1) - $3.00 per issue sent via Australia Post

· Senior/Concession (2) - $2.00 per issue and delivered via HACC or Dumbleyung Hospital to their direct clients 
· In store for $2.00 per issue
A free copy is printed for CRC/along came Henry use only allowing customers to read whilst enjoying café services. Staff and volunteers are eligible for a free copy.
Disclaimer
 1) No liability shall be incurred by the Quack Chat by reason of any amendments to, or error; inaccuracy in; partial total omission of an advertisement; by reason of delay; default or from any other cause whatsoever.  If in the opinion of Quack Chat the error clearly reduces the value of the advertisement and the advertiser notifies it to Quack Chat within six days of the publication date, then one correct insertion will be made without charge.


2) While the Quack Chat aims to publish all material submitted, Quack Chat reserves the right to refuse to publish or re-publish any contribution or advertisement without giving any reason.


3) No articles, letters or advertisements will be accepted which may appear to be defamatory or accusatory, or to favour one side in a legal dispute.


4) Quack Chat reserves the right to shorten or otherwise amend any contribution other than advertisements.


5) The opinions, views and beliefs expressed in articles and other submissions to the Quack Chat do not necessarily reflect the opinions, views or beliefs of the CRC staff or Committee.
Archiving

One copy of the Quack Chat will be made available in the CRC/along came Henry Café each week. This copy and any copies which have not sold will be kept and archived.
The Quack Chat is also back up digitally both in Word and PDF format. At the end of each year a database of content is to be created to make it easier for search articles and information. This information is to be made available on a CD/DVD and archived with corresponding Quack Chat hard copies.
Accounts

Any/all accounts will be invoices after each newsletter and are sent the week of publication.  If a client wishes to advertise in a number of Quack Chat issues then only one invoice will be sent detailing which issues their advert will be published in.
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DISCLAIMER: While all care has been taken in the preparation of this material, no responsibility is accepted by the author(s) or Our Community, its staff or volunteers, for any errors, omissions or inaccuracies. The material provided in this resource has been prepared to provide general information only. It is not intended to be relied upon or be a substitute for legal or other professional advice. No responsibility can be accepted by the author(s) or Our Community for any known or unknown consequences that may result from reliance on any information provided in this publication.

