Publication and Media Contact Policy
Statement of Intent

This document is intended to ensure that Disability Advocacy and Complaints Services of SA’s publications;

· advance the objectives of the organisation set out in the Constitution

· convey the values of Disability Advocacy and Complaits Service of South Australia Inc. as set out in its Mission Statement

· do not expose Disability Advocacy and Complaits Service of South Australia Inc. to legal, political or other risks

· are written and edited following clearly understood procedures.

This document is intended to be consistent with our constitution, and our funding agreement.

Disability Advocacy and Complaints Service of South Australia Inc. is committed to the raising of issues that impact negatively on the lifestyles, treatment, independence and opportunities of people with disabilities and their families and carers.  

Where such issues necessitate the use of media announcements to raise the awareness of the broader community and policy makers any such issue raised will reflect a positive view of people with disabilities and their carers.

Definition

‘Publication’ means information in any form produced and distributed by Disability Advocacy and Complaints Service of SA Inc.  or its agents to the general public or sub groups of it. This includes information on paper or in any electronic medium. Examples include, but are not limited to, newsletters, pamphlets and training materials.

The term ‘media’ shall include print and electronic media (including radio and television), audio and visual cassettes, computer communication systems.

Aims

· To promote Disability Advocacy and Complaints Service of SA’s services, objectives and goals through promotional materials and other publications

· To promote a positive view of people with disabilities in the media. 

· To raise awareness of policies or practices that negatively, or will negatively impact on the lives of people with disabilities or their carers.

· To provide a process for appropriate liaison between Disability Advocacy and Complaints Service of South Australia Inc. and the media.

Policy Guidelines Publications

Sale of Publications

Wherever possible the publication will be sold at a price which at least covers all of the costs of producing it except for the labour cost of staff who produce the publication as part of their normal duties.

Publications will be made available to Disability Advocacy and Complaints Service of South Australia Inc. members at a discount to be determined by the Chief Executive Officer. This may include making them free.

All publications produced by Disability Advocacy and Complaints Service of South Australia Inc. will be clearly identified as such. The Disability Advocacy and Complaints Service of South Australia Inc. logo will be displayed prominently unless there is a good reason for not doing so.

Information Which Must Be Included

Contact information for Disability Advocacy and Complaints Service of South Australia Inc. will be included. A good place to include it is immediately after the copyright notice, which directs readers to contact Disability Advocacy and Complaints Service of South Australia Inc. for permission to reproduce the document.

Copyright

A copyright notice will be included unless there is a specific reason for not doing so. This is to protect the intellectual property and revenue of Disability Advocacy and Complaints Service of South Australia Inc. as well as to ensure that Disability Advocacy and Complaints Service of South Australia Inc. knows about and can control reproduction of its works.  The following text should be included in all publications:

This document is copyright. Permission to reproduce all or any part of it in any form whatsoever should be sought from the owner of the copyright, Disability Advocacy and Complaints Service of South Australia Inc. Incorporated.”

Under the Copyright Act 1968 copyright protection is granted automatically in Australia from the moment of creating a work. There are no formalities to be completed, such as registration or payment of fees. Publication is not necessary for copyright to subsist in the work except in the case of sound and television broadcasts and publishers' copyright in editions of works. However, library records and the legal deposit receipt issued to the publisher by some legal deposit libraries may be used as evidence of date of issue.

Any questions about copyright may be resolved by advice from:

The Australian Copyright Council
3/245 Chalmers Rd. Redfern 2015
Ph:

02 9318 1788
Fax:
02 
Web site
http://www.copyright.org.au
email:
cpright@copyright.org.au

Disability Advocacy and Complaints Service of South Australia Inc.  Logo

This should be included unless there is a good reason not to do so. The logo may be added from within Microsoft Word by using Insert Picture and inserting the picture file dacssalogobw.jpg for a black and white version, or dacssalogo.jpg for a coloured version.
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Disclaimer

The standard Disability Advocacy and Complaints Service of South Australia Inc. disclaimer will be included unless the Chief Executive Officer decides that it is not necessary or should be modified for the particular publication.

Disclaimer

Every reasonable effort has been made to ensure the accuracy of information in this report. However, the author and the copyright holder expressly disclaim all responsibility for any damages whatsoever that result from acting, nor not acting, in accordance with information in this document.

Alternative Print Formats

A statement that the publication is available in alternative formats will appear on all publications unless there is a clear reason why it should not be there.

Alternative Formats

This publication is available in the following alternative formats on request;

· large print

· audio cassette

· Braille

· computer disk (readable on IBM compatible computers, in plain text if we cannot provide the word processor format you request)

There may be a delay in producing some formats as they must be produced for us by other organisations.

The publication will cost the same, regardless of the format in which it is produced.

ISBN or ISSN

One of these must be included. Refer to the following sections to decide which one.

International Standard Book Number

An International Standard Book Number (ISBN) or International Standard Serial Number (ISSN) will be obtained where appropriate.

An International Standard Book Number (ISBN) is a unique code for the identification of books, which is used whenever information on books needs to be recorded or communicated. 

An ISBN should be given to printed books and pamphlets, microform publications, microcomputer software, and multi-media kits containing printed material.

If you have any queries, or are a publisher wishing to apply for an Australian ISBN, please contact:

Thorpe Bibliographic Services
18 Salmon Street
PORT MELBOURNE VIC 3207
Phone: 03 9245 7397
Fax: 03 9245 7395
Email: isbn.agency@thorpe.com.au
Any other information on ISBN or ISSN can be obtained from the Office Manager and/or the file.

Legal Deposit

A copy of the publication is required by law to be lodged with the State Library of SA, the Parliamentary Library and the National Library of Australia where appropriate. This is known as a legal deposit.

Legal deposit with the National Library is required under the Copyright Act 1968, s201. The Act requires all Australian publishers to deliver a copy of library material to the National Library within one month of publication.  

Legal deposit ensures that the works of authors and publishers will survive for the use of future generations.

Further help is given to publishers by the National Library in its role as the Australian National Centre for the Australian Cataloguing-in-Publication program (commonly known as CIP). The address to contact is:

Legal Deposit Unit

National Library Australia

    Canberra ACT 2600

 A deposit must also be made with both of these South Australian libraries.

Legal Deposit Unit, Mortlock Library of South Australia
State Library of South Australia
GPO Box 419
Adelaide SA 5001
Telephone: (08) 82077338
Facsimile: (08) 82077287

Parliamentary Librarian
Parliamentary Library
GPO Box 572
Adelaide SA 5001
Telephone: (08) 82379398
Facsimile: (08) 82121797

Information on ISBN, ISSN, Legal Deposit and Voluntary Deposit can be obtained most easily from the National Library of Australia’s Web site at;

http://www.nla.gov.au/publishers.html

Pay special attention to any changes which may have occurred around Voluntary Deposit.

Specific Publications

Newsletter

A staff member will be designated to take responsibility for writing, editing and doing all other things necessary to ensure that the newsletter is published in accordance with this policy.

There will be an editorial committee to assist this person.

The editorial committee may consist of;

· the editor

· a  member of the Disability Advocacy and Complaints Service of South Australia Inc. management committee

· the Chief Executive Officer or another member of staff who has been delegated

· the Management Committee may co-opt an individual for their expertise in the production of similar publications and / or the breadth of their understanding of disability issues.

The committee will reach decisions by consensus except that the management committee member and Chief Executive Officer may make a final decision when either of the following conditions apply;

· a consensus cannot be reached before the decision must be made for this edition and the story cannot be deferred for the next edition,

· the story may expose Disability Advocacy and Complaints Service of South Australia Inc. to clearly identified risks.

The editorial committee may decide to refer a story for expert opinion where needed.

The committee will ensure that the stories chosen for publication meet as many of the following criteria as possible after editing.

Stories will be chosen and edited in order to:

· promote a positive image of Disability Advocacy and Complaints Service of South Australia Inc. and its achievements, especially among present and potential members

· contribute to the development of the knowledge, skills and resources necessary to strengthen advocacy for people with disabilities and those associated with us

· not expose Disability Advocacy and Complaints Service of South Australia Inc. to any significant and clearly identified risks such as being sued for defamation or placing significant portions of its funding at risk.

· advance in any other way the struggle for justice for people with disabilities and those associated with us, the achievement of our rights and improvements in our quality of life

· promote positive images of people with disabilities and their achievements.

Policy Guidelines Media Contact
The aforementioned will be supported by the following principles:

Delegated Officer for Media Contact

The Chief Executive Officer shall be responsible for coordinating all media contact except where:

· such contact has been delegated to another staff or Management Committee member with special expertise in the area or

· the Management Committee of Disability Advocacy and Complaints Service of South Australia Inc. has nominated another spokesperson for a particular issue.

Other Officer/Board Member’s Contact with Media

Where any staff or Board member is contacted for comment on any specific issue, but is not the nominated spokesperson they must either

· direct the media to contact the Chief Executive Officer, or other designated person or

· consult with the Chief Executive Officer and the Executive of the Board of Disability Advocacy and Complaints Service of South Australia Inc.  prior to making comment. 
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