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Background
West Gippsland Community Radio Inc. underwent a major regime change in 2018. Most of these
policies were formulated well before then, and before pre-COVID pandemic times, when almost
every program was presented live, the studio premises was buzzing with activity, volunteers were
able to meet face-to-face, interact freely and share responsibilities.
In 2020 at the onset of mandated COVID restrictions, and without a single paid staff member on
site to manage compliance with a COVID safe plan, the station had to shut its doors to almost
everyone. 3BBR was shaken to its very core. Air time was filled with everything from a multi-stack
CD player, to computer generated playlists and Community Radio Network (CRN) programs.
Presenters were not only compelled to stay away from the studios, but faced the added dilemmas of
personal safety and the need to learn software and buy equipment to be able to pre-record their
programs in isolation. A lack of technical expertise proved to be an added deterrent for many in that
regard.
Thanks to the dedication and determination of a few volunteers, computers were purchased,
automated playback software was installed, remote computer access was creatively implemented,
and remote training was given to those who wanted to continue on air by pre-recording.
Two years later in 2022, the station is slowly clawing back its lost audience, its connection to its
local community, and is actively searching for new presenters and ways to modernise and move
forward, and recognise the changing demographic of the region.
A mix of live, pre-recorded and CRN programs, with fallback to computer-generated playlists will
likely be the long-term makeup of what we hear on 3BBR. The balance will change over time. The
Strategic Plan and Action Plan to overcome recent challenges is vital.
Before the pandemic, responsibilities were more clearly defined. The line between Governance and
Operations is now blurrier than ever, and indeed, cannot be better delineated without paid staff or
more volunteers on hand. These policies and procedures should be read in this context.
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Definitions
Office Bearers:
President, Vice-President, Secretary and Treasurer
Board Member:
Any Member of the Board, including Office Bearers
Supporter:
Anyone giving financial support to the station, usually annually.
Member:
Members are a subset of Supporters. As defined in the Rules, a Member is someone who has paid a
current annual fee, and completed an Application to become a Member of the Association, which
has been subsequently approved by the Board. Membership is a pre-requisite for becoming a
Presenter, Board Member or being a volunteer in a Key Role.
Key roles:
Volunteer activities vital to the ongoing operation of the station; Production, Presentation,
Technical maintenance, Record keeping, Library, Local News Services, Premises and Support
Services.
Presenter:
Any Member who participates in preparing and presenting an ongoing scheduled program,
including Regional News.
Program Co-ordinator:
A Member nominated by the Board to manage and maintain the ongoing broadcast schedule and
presenters. This role overlaps with the Production team.
Production Team:
Members involved in all aspects of managing audio pre-production, training, website content and
maintenance, station social media content and operating studio equipment.
Technical Manager:
A Member who primarily manages and maintains the storage, usage, repair and maintenance of all
equipment and broadcast technology.
Station Management:
Delegated members overseeing day-to-day issues relating to station premises, maintenance and
security.
Executive Officer:
A superseded term for a Board Member.
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Convenor:
A superseded term for a Member appointed or approved by the Board for a particular area of
responsibility.
CSA:
Community Service Announcements provide information free of charge about meetings and events
intended to promote good-will, participation and well-being within our community.
SPA:
Sponsorship Announcements are those where businesses and organisations pay to support 3BBR in
exchange for airtime to promote their activities.
Station Promo:
Information about the station’s identity, contact details, policies, programs and activities.

Policy Compliance
West Gippsland Community Radio Inc. affirms the right of all Members, Supporters, volunteers
and listeners to participate in discussions of policy, and the responsibility of those who engage with
the station to accept and implement policy decisions.
Supporters and volunteers who are not Members of the Association, and who interact with the
station are also bound by 3BBR Policies and Procedures.
Those who believe that their rights as defined by this policy have been infringed, have recourse by
Complaint to the Board, and access to the Grievance Policy as specified in the Rules (Clauses
25-29 in the Rules of Association), and/or the Complaints Policy described in this document.
Those who do not comply with the responsibilities defined by this policy are subject to disciplinary
action as defined in the Rules (Clauses 19-24 in the Rules of Association).
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Mission, Vision and Governance
RATIONALE:
West Gippsland Community Radio is governed in accordance with the Rules as of 25 November
2020.
The West Gippsland Community Radio Board develops and maintains a Strategic Plan and Action
Plan to guide its priorities, policy making and activities. The Strategic Plan and Action Plan is
regularly reviewed by the Board to ensure priorities, policies and activities remain relevant and
appropriate.
MISSION (from the Rules of Association, Nov 2020):
103.1 3BBR-FM provides a unique, friendly, informative and entertaining radio service catering to
the diverse needs and interests of the West Gippsland community.
VISION (from the Rules of Association, Nov 2020):
3BBR-FM is a well-organised and recognised community resource with the funding, equipment
and personnel to truly realise the mission statement, and is catering to the needs of people of all
ages and tastes, offering a wide range of skills and participation. 3BBR-FM is the radio station of
first choice for a broad section of the West Gippsland community
GOALS:
3BBR-FM fulfils its mission by achieving the following goals:
• Informs and entertains members of the community from different age groups, cultural
backgrounds and social and economic circumstances
• Caters for a variety of different musical tastes not normally met by other radio stations
• Provides local news and information and provides an avenue for community members to
share information, news and views
• Provides an opportunity for residents to contribute to the community through involvement in
radio broadcasting
• Provides a vehicle for community organisations to inform citizens a network across all
sections of the community
• Broadcasts important lifestyle and social information which otherwise may not be adequately
aired including health, safety, environmental and welfare information
• Provides a friendly supportive and nurturing environment for community members to become
involved in community radio broadcasting
• Provides an avenue for community minded sponsors to inform and promote their products and
services to residents
• Provides training and experience to assist the development of new skills for young people,
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and other members in the community with special needs
CRITICAL STRATEGIC PRIORITIES:
• Increase our income through sponsorship, fund raising, donations and membership
subscriptions
• Increase the level of community, member and presenter participation and involvement in the
station
• Develop and implement a succession and renewal plan for the Board and future success of the
station
• Develop a risk management plan
• Review and implement a communication plan which optimises feedback, consultation and
collaboration with members, listeners and stakeholders
AGREED KEY AREAS OF ACTIVITY:
For 2017-2021 the Board has identified Key Areas in which it will focus its activities. These are:
1.
2.
3.
4.
5.
6.

Governance, Board Secretariat and Strategic Planning
Financial Resources and Risk Management
People and Membership
Promotion, PR, Sponsorship and Fund Raising
Programming and Production
Physical and Technical Resources

COMPOSITION OF THE BOARD
• Voting membership of the Board is as described in the Rules of Association.
• Any member may attend Board meetings, and with the permission of the President, present a
case, or take part in discussion, but without a vote.
• Any non-member who wishes to address the Board must have the prior permission of the
President.
• Any document that is to be circulated to Board members must have the prior approval of the
President.
• Any person of recognised expertise may be invited to Board meetings to contribute to the
knowledge base upon which the Board needs to make a decision, but will not have a vote on
the matter.
THE FOUR KEY DUTIES THAT UNDERPIN EVERY DECISION MADE BY THE
BOARD ARE:
DUTY 1: Duty to act in good faith and for a proper purpose.
• 'Good faith' - honesty, fairness, loyalty.
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• 'proper purpose' – what the organisation is set up to do; as defined in the Mission Statement.
DUTY 2: Duty to act with reasonable care, diligence and skill.
• Take the role seriously
• Offer your skills for the use of the organisation;
• Carry out any tasks you've undertaken to the best of your ability, devoting sufficient time to
the task
• Monitor the affairs of the organisation e.g. know the financial situation, activities and strategic
direction of the organisation.
DUTY 3: Duty not to misuse information or position.
• Confidentiality in financial matters, membership details, contact details, conflict resolution
matters.
DUTY 4: Duty to disclose and manage conflicts of interest.
• If you or a friend or family member may benefit from a decision of the Board, you have the
duty to disclose this fact, and remove yourself from the room, taking no part in the discussion
or vote.
WHAT IS EXPECTED OF BOARD MEMBERS?
Attendance:
• Meetings are held monthly, at a time determined by the Members of the Board.
• Members are expected to attend all meetings, unless illness, holiday, or unexpected
circumstances make attendance impossible.
• Members who find themselves unable to attend are expected to lodge an apology with the
Secretary, or through another Member.
• Members who know that they will be late to the meeting are expected to inform the Secretary.
• If a Member is absent without apology three consecutive times, Membership of the Board
ceases.
• A Member may request leave from the Board for three months if personal circumstances
become difficult.
Procedure:
Meetings follow a prepared Agenda, and Members are expected to observe this, raising issues at
appropriate times for discussion, and respecting the ruling of the President in any procedural
matter.
Voting:
• Motions are moved, seconded, and voted upon by show of hands.
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• Members must declare any special interest that they have in the outcome of any vote, and
refrain from voting on matters in which they have a vested interest.
• A Member with a vested interest will be asked to leave the meeting while discussion and
voting takes place.
• The outcome of a vote is binding on all Board Members.
Confidentiality:
• Members of the Board are obliged to observe confidentiality in issues which may cause
embarrassment to other members.
• Issues may not be discussed with those who are not directly involved in the matter.
Induction:
A training session for new Members is held, and all new members are expected to attend.
Knowledge and Understanding:
• Members are expected to be familiar with the Statement of Purpose, and to consult other
important documents as needed.
• Members are bound by the Rules, Policies and Standing Orders, but may propose changes to
these documents if needed.
Responsibilities:
• Members of the Board are expected to volunteer for leadership roles and tasks as identified by
the Board.
• Details of the responsibilities should be noted in writing, and deadlines met.
• Reports to the Board must be prepared, and presented in a clear and succinct way, preferably
in written form.
In all issues, the Board Member is expected to vote and act in the interests of West Gippsland
Community Radio.
HISTORY OF THIS GOVERNANCE POLICY:
DOCUMENTS RELATED TO THIS GOVERNANCE POLICY
West Gippsland Community Radio Inc. Strategic Plan and Action Plan 2017-2021
West Gippsland Community Radio Inc. Rules of Association, 25 Nov 2020
West Gippsland Community Radio Inc. Privacy and Confidentiality Policy
West Gippsland Community Radio Inc. Sponsorship Policy
West Gippsland Community Radio Inc. Membership Policy
West Gippsland Community Radio Inc. Programming Policy
West Gippsland Community Radio Inc. Community Participation Policy
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Organisational Chart

Duties and Responsibilities
Program Co-ordinator:
To be added.
Production Team:
To be added.
Station Managers:
To be added.
Regional News Co-ordinator:
To be added.
Technical Support:
To be added.
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Community Participation Policy
RATIONALE:
The main purpose of West Gippsland Community Radio Inc. is to provide a service to the
community, not only through entertainment, but to build community spirit through the promotion of
community organisations and their activities on radio station 3BBR-FM. This involves making the
studio open to participation by members of the community, both as individuals and as
representatives of organisations.
ENTERTAINMENT:
Basic Principles:
•
In any community, musical tastes vary widely. Over the course of a fortnight, 3BBR-FM
provides a wide spectrum of music-based programs to cater for these tastes, in the evenings
and over weekends.
•

We acknowledge that the listening preferences of the community are changing in line with
the changing demographics of our fast-growing region.

•

Programming content will not at any time express prejudice on the basis of ethnicity, race,
language, gender, sexuality, age, physical or mental ability, occupation, religious, cultural or
political beliefs.

COMMUNITY BUILDING:
West Gippsland Community Radio Inc. sees itself as an active part of the community it serves. The
participation is two-way;
1. Through Open Days and invitations, members of the community are welcome to visit the studio
at any time, and may observe programs going to air, and enjoy a guided tour of the studios.
They will be encouraged to volunteer their services to West Gippsland Community Radio Inc. in
whatever role is appropriate to their skills and interests.
2. Membership will be open to all who apply, except as provided in Clause 5 a-e of the Rules.
There will be no discrimination against persons on grounds of ethnicity, race, language, gender,
sexuality, age, physical or mental ability, occupation, religious, cultural or political beliefs.
3. Training for a variety of roles in the organisation will be provided, in the case of non-presenter
roles, this training will be provided free of charge.
4. Not-for-Profit organisations will have access to free programming, whether of community
service announcements, interviews or regular programs.
5. Listeners and Members will have the right to query policy and comment upon program quality
and content and receive a positive response.
6. West Gippsland Community Radio will take an active part in local events such as Festivals and
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Expos.
7. West Gippsland Community Radio will join local groups such as Business Groups, and use their
contacts within other not-for-profit organisations to expand membership, participation and
service provision.
8. Members of West Gippsland Community Radio will initiate and complete projects in
Community Building where appropriate under guidance from the Board.
9. West Gippsland Community Radio Inc. will continue to use a variety of ways to encourage
participation in the wider operations of the organisation
History:
Drafted May 2013. Adopted July 2013
Revised April 2022
Documents Related to this Policy:
Community Radio Code of Practice
West Gippsland Community Radio Inc. Rules of Association.
West Gippsland Community Radio Inc. Programming Policy
West Gippsland Community Radio Inc. Membership Policy
West Gippsland Community Radio External Communications Policy.

Privacy and Confidentiality Policy
RATIONALE:
West Gippsland Community Radio Inc. collects information about its members, and members have
a right to have this information used responsibly, and only for the purpose for which it has been
collected, by those authorised to use it. Members also have the right to have their grievances and
disputes resolved with confidentiality, and the obligation to respect the process and accept its
outcomes.
A. PRIVACY
The following clauses are based on the National Privacy Principles (Extracted from the privacy
Amendment [Private Sector] Act 2000), as appropriate.
1. Collection: West Gippsland Community Radio Inc. must only collect that information which is
necessary for the operation of the station, or required by official bodies, and through official
documents approved by the Board for the purpose.
2. Use and Disclosure: The contact details of members will only be revealed to other members for
purposes approved by the Board.
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2.1 The contact details of presenters will be available to other presenters, for the purposes of
exchanging materials, and arranging replacements.
2.2 The contact details of members will be available to Board Members and those in Key Roles
for the purposes of carrying out their duties, and to members authorised to contact other
members in the process of organising fund raising activities.
2.3 The contact details of Board members and those in Key Roles will be available to members
for contact for the purposes of station business.
2.4 Contact details of members must not be disclosed to members of the general public.
2.5 Notwithstanding the above clauses, if the information is required by a member of the Police
Force in the investigation of a possible unlawful activity, or in the case of personal emergency,
or in the avoidance of harm to the member of West Gippsland Community Radio, the required
information may be disclosed.
3. Data Quality:
3.1 Members have a right to inspect the information held about them, and to amend incorrect
information.
3.2 Members have the obligation to update information in a timely manner.
4. Data Security:
4.1 Lists of members' contact details, apart from for the purposes of 2.3 above, will not be
displayed in areas open to the public, and every effort will be made to secure digitally stored
information.
4.2 Members using lists of members' contact details must ensure that they are put away out of
sight of the general public.
B. CONFIDENTIALITY
The following clauses are based on the ethical principles recommended by National Council Of
Social Services.
1. Confidentiality must be maintained when members are involved in disputes, disciplinary process
or grievance procedure.
1.1 Where a member is involved in a dispute, disciplinary process, or grievance procedure,
any discussion of the issues involved will be held in closed session of the Board except
where required otherwise by the Rules of Association.
1.2 Members of the Board are ethically bound not to discuss these matters with members
not involved in the process.
1.3 Where a member is involved in a dispute, disciplinary process, or grievance procedure,
the member may not disclose details of these matters to other members or persons not
involved in the process.
1.4 In the case of correspondence generated in a dispute, disciplinary process or grievance,
that correspondence must not be disseminated to any other member or person not
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involved in the process.
1.5 If the dispute, disciplinary process or grievance becomes the subject of an Appeal at a
Special General Meeting, details of the matters under discussion may be revealed at that
meeting only, and in such a manner as determined by the President.
2. Information gained during an information gathering process about the personal circumstances or
health of a member may not be revealed without the consent of the member, except within the
context of a closed meeting of the Board where that information is relevant to a discussion of
business.
3. Personal information revealed about a member during the course of discussion of business must
be regarded as privileged.
4. Personal information about a member must not be broadcast without the knowledge and
permission of the member.
C. INTERVIEWS AND COMMENT:
Attention is drawn to the relevant section of the Community Broadcasting Code of Practice:
“2.5 Community broadcasting licensees in observance of privacy laws will respect each person's
legitimate right to protection from unjustified use of material, which is obtained without an
individual's consent, or other unwarranted and intrusive invasions of privacy;
not broadcast the words of an identifiable person unless:
• that person has been informed in advance that the words may be transmitted; or
• in the case of words which have been recorded without the knowledge of the person, the
person has subsequently, but prior to the transmission, indicated consent to the transmission of
the words; or
• the manner of the recording has made it manifestly clear that the material may be broadcast.”
History:
Adopted May 2005.
Reviewed and affirmed without change September 2009.
Documents Related to this Policy:
Community Broadcasting Codes of Practice
West Gippsland Community Radio Inc. Rules of Association
West Gippsland Community Radio Inc. Standing Orders
West Gippsland Community Radio Inc. Complaints Policy
West Gippsland Community Radio Inc. Discipline Policy
West Gippsland Community Radio Inc. Duty Statements – Executive
West Gippsland Community Radio Inc. Duty Statements – Convenors.
West Gippsland Community Radio Inc. Expectations of Committee of Management Members.
West Gippsland Community Radio Training Manual.
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Privacy Policy - Digital Services
INTRODUCTION
We value all our supporters and people that use our broadcast and digital services and take seriously the
privacy of any personal information that we may collect from you, or that you may disclose to us, as part of
your interaction with those services.
It is important that you take some time to understand the policy. We will assume that if you use any of
3BBR’s digital services, you agree to its principles.
This policy defines:
• the purposes of collecting and holding personal information
• the types of personal information we collect and the ways we do it
• how we protect your personal information
• how you can enquire and access your personal information, request corrections or complain if you
believe we may have breached the Australian Privacy Principles (APPs) as defined in the Privacy
Amendment (Enhancing Privacy Protection) Act 2012, which amends the Privacy Act 1988
We are committed to ensuring the privacy of your personal information. We may need to update this policy
at any time and recommend that you review this policy periodically.

WHY WE COLLECT YOUR PERSONAL INFORMATION
We collect your personal data because you:

• Want to financially support us as a Supporter, Member or Volunteer. We need your personal
information to communicate with you

• Made a donation. We need this information (e.g. your credit card details and your name and address) to
process the payment transaction and to issue a receipt

• Requested information from 3BBR and asked for a response
• Provided feedback or made a complaint
We may collect personal information also for purposes directly related to get a better understanding of our
audience. In turn, this knowledge allows us to tailor our content to better serve your interests and needs.
We also collect anonymous information, or with minimal personal details, from your interactions with our
digital platforms (our website and our pages on social media). The analysis of this statistical information
allows us to provide content that is more relevant to our audience.

WHAT PERSONAL INFORMATION WE COLLECT AND HOW WE DO IT
The types of information we collect are:

• personal details
• anonymous activity-tracking data
Personal details may include name, postal address, email address and phone number. We may collect
financial information like credit card or bank account details that you provide to us. These financial details
are only used to process a transaction you have initiated, and will not be stored in our system. Credit Cards
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transactions via our website are processed through Bendigo Bank and eWay, and we do not save card details.
If you choose to make recurring payment to us, we will only record that preference, and not the card details.
In some specific cases (e.g. when you apply to become a Volunteer) we collect ‘sensitive’ information,
which is used strictly for the purpose it was collected. (Note: The privacy legislation considers sensitive
information about people’s health, racial or ethnic origin, political opinions, etc.)
We collect anonymous data about visits to our website, like the number and frequency of visitors, the most
popular pages and general traffic patterns. This is mainly aggregated statistical data and does not allow us to
identify users, but can reveal their IP addresses. We also have access to statistical information related to our
social media pages (e.g. Facebook). (Note: We may have access to some personal information of our social
media visitors based on their security settings in the social media platform, based on its privacy policy.)

THE WAYS WE COLLECT INFORMATION INCLUDE:

• verbally, either personally or over the phone
• in writing (e.g. you send us a letter or email with your details)
• electronically (e.g. you fill an online form on the website or anonymous information gathered with
‘cookies’— see below).

When you provide personal details verbally or in writing, we may transfer the relevant details to a database
in our system. In doing this, we apply internal procedures that ensure we maintain the privacy of the
information provided.
When we collect personal information electronically (e.g. when you fill out an online form) the transfer of
information to our database is carried out without human intervention. In general, the path from your
computer to our system is securely encrypted (i.e. we use Secure Socket Layer or SSL encryption.)
We collect anonymous website activity using ‘cookies’ attached to the web browser you use to access our
website. (Note: A browser is a program in your computer—e.g. Chrome, Firefox, Internet Explorer—used to
access internet websites. A cookie is a small data file that is downloaded and stored in your machine or
portable device that lets our digital service store information.)
Most browsers allow you to manage cookies based on your preferences. You may set your browser to
prevent the installation of new cookies, and you may delete existing ones. Please refer to the help area of
your browser for instructions on how to do this. Please note that in some instances avoiding cookies may
mean you will not be able to take full advantage of the website services.

HOW WE PROTECT YOUR PERSONAL INFORMATION
We only use your personal information for the particular purpose you provided it, e.g. to communicate with
you about your Support or Membership status, and to send you an occasional newsletter about activities at
3BBR.
Otherwise, we will not use or disclose your personal information without your consent, unless there is a duty
to the public to disclose that information, we are required to by law, or where the interests of 3BBR require
disclosure.
We store personal information in an in-house database system, which is protected from external
unauthorised access by robust security technology. Internal access to the information is restricted to ‘need to
know’ personnel.
At any stage, we may need to use third-party providers (for normal operation and contingency storage) to
host some or all of our systems. These providers may have technical facilities in countries other than
Australia. We will endeavour to use local providers whose privacy policies are compatible with ours.
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When you access our social media pages, you are protected under the privacy policy of that platform (e.g.
Facebook), not by this policy. You should review your security settings and ensure that you are comfortable
with any disclosure of information allowed by such settings. You should note that these social media
platforms likely store their information they collect outside Australia.
You should also note that information published on our website may contain links to third parties’ websites.
If you click on such links and are transferred to another website, you will need to refer to that other party’s
privacy conditions as this privacy policy will no longer apply.

HOW YOU CAN ACCESS YOUR PERSONAL INFORMATION
At any time you can request access to the personal information that we hold about you. You may simply
want to check it, and if appropriate make corrections to it, or you may want to let us know of the change. For
example, you may opt-out of receiving one or all of our communication services at any time.
You can contact us by:
email: info@3BBR-FM.org.au
phone: 03 5625 1103
mail: PO Box 350, Drouin, 3818

HOW YOU CAN COMPLAIN ABOUT A PRIVACY ISSUE
If you feel that we have breached your privacy in a particular instance, you should make contact with our
Secretary who will bring the issue to the 3BBR Board:
email: secretary@3BBR-FM.org.au
We will consider your issue at the next monthly Board meeting, or sooner if appropriate, and communicate
with you about the progress of your concern. During this time we will investigate the matter according to
our Privacy Policy and our internal procedures and respond to you.
If you are not satisfied with the outcome, you can make a complaint to the Privacy Commissioner at the
Office of the Australian Information Commissioner (OAIC). The OAIC can be contacted on 1300 363 992
or at www.oaic.gov.au.

HOW YOU CAN OBTAIN A COPY OF THIS PRIVACY POLICY
You can contact our Secretary, or download a copy from our website https://3bbrfm.org.au
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External Communication Policy
RATIONALE:
All external communication needs to be consistent with the rules, policy and culture of West
Gippsland Community Radio Inc.
When communicating with an outside organisation in the name of West Gippsland Community
Radio, the following procedures must be followed:
MEDIA:
All press releases and media comment on matters concerning West Gippsland Community Radio
will be made by the President, or by a suitably qualified person nominated by the President. Letters
to the Editor purporting to speak on behalf of West Gippsland Community Radio must be
authorised by the President before submission for publication. Publication of photographs of
presenters must also be authorised by the presenter/s concerned, particularly in the case of a minor.
ADVERTISING:
This includes advertising for recruiting and fund raising purposes, as well as general promotion of
the station. In each case, the advertisement must be prepared by the person nominated by the
Board, who will then seek final authorisation from the President before the advertisement is
submitted for publication. If the advertisement will be an expensive one (more than $150), funding
approval should also be sought from the Treasurer. In the case of a very expensive advertisement
(more than $300), the proposal will need to be submitted to the Board..
SPONSORSHIP:
While members are encouraged to suggest sponsorship of the station to potential clients, the
approach must be made by an authorised representative of West Gippsland Community Radio.
This can be done by giving the details to the Sponsorship Co-ordinator, who will then allocate the
client according to any territory agreement between the representatives.
PROMOTION STANDS:
When an invitation is issued to West Gippsland Community Radio to host a stand at a local event,
acceptance must not be made without reference to the Board, if time permits, or President if only
short notice is given. The material used on these stands must be authorised by the President before
being displayed.
MEETINGS, TRAINING SEMINARS:
Members wishing to attend meetings of outside organisations, or training seminars being run by
external bodies, must receive approval of the Board, if reimbursement of registration costs is to be
sought. If the time line is too short, approval may be given by thePresident.
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A member wishing to call a meeting of members of the community in the name of West Gippsland
Community Radio, must be delegated this task by the Board, and the agenda authorised by the
President, who is entitled to attend the meeting in an ex officio capacity. Meeting notices must be
sent out through the Secretary.
LANDLORDS, CO-TENANTS:
Only the President, or a person delegated for this purpose by the President, may communicate with
the Baw Baw Shire, the owner of the Mt Worth Transmission Tower or the Executive of Drouin
Play Group on matters affecting West Gippsland Community Radio's tenancies.
REGULATORY AUTHORITIES, FUNDING BODIES:
Only the President, or a person delegated by the Board, may communicate with regulatory
authorities or funding bodies.
UTILITIES:
Only persons approved by the Board may negotiate with Utilities.
AUSTRALIAN TAX OFFICE:
It is the responsibility of the Treasurer to communicate with the Australian Tax Office. If problems
arise, the President must be consulted, and a report of the matter made to the Board. This principle
also applies to communication with a bank, whether or not West Gippsland Community Radio
holds accounts with that bank.
BUSINESSES:
No member may request discounts or make offers of free air time to any business. This includes
artists and their managers.
No member may make use of the name of West Gippsland Community Radio Inc. to gain any
private benefit.
INTERVIEWS:
The rules governing interviews are outlined in a separate Policy.
Relevant Documents:
West Gippsland Community Radio Inc. Rules of Association
West Gippsland Community Radio Inc. Standing Orders
West Gippsland Community Radio Inc. Interview Policy
West Gippsland Community Radio Inc. Sponsorship Policy
ACMA Sponsorship Guidelines
Australian Broadcast Law
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Data Storage & Retention
RATIONALE:
The station stores a large amount of data, mostly music in mp3 format. With a number of presenters
recording from home, the retention of data has become an issue. The purpose of this document is to
put a policy in place with respect to back up and retention of data across the stations computers.
Available Backup Devices:
At the time of writing, the station has a Network Attached Storage (NAS) device and a 4 terabyte
external drive that is kept off site when it is not being updated.
The NAS is used to store music that is available for presenters to use via Windows Media Player or
VLC on the "Blue" computers. It is also used by the "Red" computer, which is primarily a back up
in the event of power failure (it auto-boots when the power returns and starts playing). The NAS
may also store some other data files.
The 4TB external drive has a back up of most of the stations computers data, including the OTS
software and files. (OTS is purchased software used for the purpose of manual and automatic
replay of programs and announcements.)
Data Retention:
The following are imperative files and need to be retained and backed up:
•

Quicken / Quickbooks data

•

Documents likely to be called on in the future (e.g. policy documents, disciplinary
documents etc.)

•

Any document required by law in the running of a business (5 years retention???)

•

Any email that the contents of which are likely to need to be recalled in the future.

Given the amount of work involved to reconstruct it we should also have a back up of all the music
the station has in mp3 format.
Pre-recorded Programs:
With the introduction of OTS it has been possible for presenters to pre-record their programs and
transmit that data to the station for use. The current practice has been to retain archived copies of
all the pre-recorded music programs, to be potentially used in the future in the case of absence or
station shut down. This is not a sustainable long term approach so the following policy should be
adopted:
1. Pre-recorded music programs to be archived and retained for a period of 12 months, after
which time they will be deleted.
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2. Pre-recorded 3BBR News programs to be deleted the day after they go to air. The transient
nature of these programs means archiving is not necessary. The station logging computer
will still retain a copy for 3 months.
3. Community Radio Network (CRN) programs to be over-written each time (so not archived).
4. Any other programs of a transient nature to be deleted after play. For example, West
Gippsland Week, where it would not be appropriate to play it again in six months time. As
per 2. above the station logging computer will have a copy in the event of any queries or
complaints.
5. Presenters that require their files to be kept longer will be responsible for storing them.
Emails:
This is a difficult one given the nature of email, and the spread of users. Most emails sent via the
3bbrfm.org.au domain are stored on the ISP’s mail server, but that is a finite resource (we do not
have unlimited space). The majority of emails are transient in nature, they are dealt with as they
occur and there is no benefit to storing them. For example, an email asking about what song was
played at 6am does not need to be stored after it has been dealt with. However, an email that
contains a complaint may need to be stored somewhere for a considerable period of time. The
protocol may need to be to print any email that needs to be retained, so that a hard copy exists.
Responsibility:
Currently the Production team takes care of archiving the computers. Some of the work is done
automatically, some needs to be done manually. A checklist needs to be developed over time to
ensure everything is being taken care of, and to ensure there is a path to follow in the event of
members leaving.
Summary:
Data retention is important. However, there are limits to what can be kept and over what period of
time it should be stored. Some work may need to be done on the office computer to remove
unnecessary files e.g. a file that has not been accessed in 5 years can most likely be deleted. Care
needs to be taken though to ensure that it is not of “historical” value to the station (therein lies the
problem, with it being somewhat subjective).
Backups need to be made and maintained, hard drives do not last forever. A monthly back up plan,
following a checklist, would be appropriate.

Relevant Documents:
3BBR Data Storage & Retention Policy, August 2021
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Standing Orders
1. GENERAL
1.1 Introduction:
These Standing Orders are applicable to all members who are involved in the operations of West
Gippsland Community Radio Inc., people accepted as trainees, and visitors to the studio.
a. All members are expected to be familiar with these Standing Orders.
b. As circumstances demand, these Standing Orders may be subject to change.
c. Any changes or additions, or new policies, will be published in the newsletter, and have the
same authority as this document.
d. Presenters have additional and overlapping responsibilities outlined in Presenter Standards.
1.2 Breaches and Penalties:
a. Any serious breach of these Standing Orders will be referred to the Board for consideration and
action.
b. The penalties for breaches may vary in accordance with the incident, and include verbal
warning, suspension or expulsion (refer to Rules 7A 1-10).
c. Notwithstanding the above provisions, incidents of theft or other criminal activity will be
reported to the police.
1.3 Public Relations:
a. Statements to the media or public may only be made by those persons authorised by the Board.
b. Members may not make mention of West Gippsland Community Radio Inc. verbally or in
writing to companies, businesses, service clubs etc. when trying to obtain equipment or
otherwise, to benefit West Gippsland Community Radio or themselves, without the knowledge
and consent of the Board.
c. Comments critical of the governance, operation or management of West Gippsland Community
Radio, or of other members, may not be made on air.
1.4 Rules, Regulations, Acts:
a. All members are to be familiar with, and abide by any Rules, Regulations and Acts covering
Broadcasting, Copyright, or Defamation; the Code of Practice for Community Broadcasters; the
Rules of West Gippsland Community Radio Inc, and any Policy Statements approved by the
Board.
b. New programs or segments must not be introduced without approval by the Board.
2. PERSONNEL:
2.1 Personal Attitude:
a. Excessive noise, swearing, and unruly conduct will not be permitted in or about the premises,
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or on any West Gippsland Community Radio activity.
b. Smoking, consumption of liquor or taking of non-prescription drugs is not permitted.
c. Drinks may not be placed on the consoles or console desks, or on top of items of equipment.
d. Any person suspected of being under the influence of drugs or alcohol will not be permitted to
remain on the premises.
e. All persons under the age of 18 years must at all times be under the direct supervision and
control of an adult.
f. Harassment of any kind, or discrimination on the grounds of age, sex, religion, politics, gender
or sexual preference, is not permitted.
g. The need for presenters to manage their programs without interference or distraction must be
respected. If a presenter asks another person to cease the distraction, or to leave the studio, the
person must comply.
2.2 Dress:
All personnel are required to wear neat casual dress, including footwear. Loose fitting clothes or
accessories that may hamper the operation of equipment must not be worn.
2.3 Redress of Grievance:
Should any member feel that a legitimate grievance exists, the matter must be referred to a member
of the Board. If the matter cannot be resolved, it will be dealt with by the Board through the
provisions of the Grievance Procedure in Clauses 25-29 of the Rules of Association.
2.4 Responsibilities:
a. All members must advise the Secretary promptly of change of address and/or telephone
number.
b. All members must record their entering and leaving the station premises using the QR Code and
online form, or on paper in the IN/OUT REGISTER.
c. All visitors must record their visit in the VISITORS’ BOOK, using their correct names.
d. The behaviour of visitors is the responsibility of the presenter whom they are visiting. In
general, only one visitor at a time should be in the studio, and trainees must not invite visitors
to their training sessions.
e. Unauthorised persons must not be permitted to enter the studios or access the sound library, and
must not operate any equipment.
f. Mobile phones must be placed into 'silent' mode and kept away from equipment to prevent
interference.
g. Private calls should be made from your own mobile phone.
h. All areas must be kept clean and tidy. The outgoing presenter must ensure that the console and
table are clear of equipment, materials and rubbish. Crockery and cutlery must be washed and
put away. Spills must be cleaned up immediately. Special attention must be paid to the
cleanliness of the toilet bowl and surrounds.
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i. Graffiti is forbidden, and any instances of it must be notified to Station Management as soon as
they are noticed.
j. Notices and noticeboards are to be respected. Notices must not be defaced, nor altered without
authority of Station Management.
2.5. Training:
a. All members who take an active part in any of the operations of West Gippsland Community
Radio Inc. must undertake the appropriate training, or have prior experience accepted by a
member of the Production team.
b. No untrained or unauthorised person is to operate equipment or go to air live on West
Gippsland Community Radio. Authorisation must be sought from the Program Co-ordinator.
2.6 Discretion:
a. No Presenter should transmit any message containing information of a personal nature, relating
to themselves or to another person, except:
i. for urgent messages to persons whose whereabouts are unknown if authorised by a
Police Officer;
ii. in extreme emergencies, as directed by the President, or at the request of a Police
Officer, SES, or CFA.
b. Messages of this nature must be confirmed by calling back the authoritative source,
immediately after the message is received, and before broadcast. Any return phone number
must be noted and checked with the phone directory before returning the call.
c. Presenters’ home phone numbers must not be released to callers. The caller’s number should be
noted and passed on to the Presenter for response.
d. Members must not provide station contact details as the prime contact for personal or business
purposes.
3. STATION SAFETY AND EMERGENCY PROCEDURES
3.1 Personal Safety / Emergencies / Security Breaches:
If any member witnesses a situation where personal safety or station security is at risk, all
necessary steps taken to abate the risk are to be taken, emergency services notified if appropriate,
and the matter brought to the attention of a suitable member in a key role at the station as soon as
possible, and ultimately the Board.
3.2 First Aid:
a. There is a fully stocked, recognised First Aid Kit in the Toilet area.
b. A note of the nature of the injury and treatment must be made in the notebook provided.
c. If the supply of any item is exhausted, it is the responsibility of the presenter to use the last item
to notify Station Management.
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3.3 Fire Control:
a. All members working or operating in any capacity in or about the premises must be familiar
with the location and operation of Fire Suppression Equipment.
b. Clear access to exits must be maintained at all times.
3.4 Buildings:
a. Station Management or a delegate will maintain a Key Register.
b. Keys and/or passcodes to key safes will be issued to Presenters, Technical and Production Staff
as needed.
c. Except in an emergency, keys must not be loaned to other persons. In the case of emergency,
borrowed keys must be returned within twenty four hours.
d. Copies of keys must not be cut for any reason.
e. Published security procedures for the operation of the station must be adhered to.
f. The main door must be kept locked if the presenter is the only person in the building. In warm
weather, the main door may be left open, but the security door must be snibbed.
g. Handbags and valuables must be in the care of the owner at all times.
h. The entrance key in the front door key safe must be immediately returned and secured back in
the safe before entering the building to allow access to others, especially in case of emergency.
4. EQUIPMENT
a. All equipment purchased, donated or acquired becomes the property of West Gippsland
Community Radio Inc.
b. Any equipment on loan must have a label affixed stating the name of the owner.
c. Any expenditure of West Gippsland Community Radio Inc. funds for purchase of equipment
must be approved by the Board.
d. The Technical Manager is responsible for the storage, usage, repair and maintenance of all
equipment.
e. Equipment must not be borrowed without permission from Station Management. All equipment
on loan must be registered in the ‘EQUIPMENT LOAN BOOK’. Equipment on loan must be
returned promptly, and may be recalled at any time.
f. Maintenance of equipment used must be carried out to ensure readiness for the next operation.
Any faults must be reported to Station Management, or to Technical Staff.
g. No person other than those authorised by Station Management, Production or Technical Staff
may carry out adjustment or maintenance of equipment.
h. When booking sheets are provided for the use of facilities within the station, booked usage
must be given priority to casual use.
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5. COMPUTERS
a. Computers are to be used solely for the operations of West Gippsland Community Radio.
b. Dedicated computers are not to be used for any other purpose.
c. Visitors to the studio may not use the computers for any purpose whatsoever.
d. No games may be played on the computers.
e. The Internet may only be used for the purposes of West Gippsland Community Radio.
f. The Internet must not be used for private purposes, e.g. the downloading or storage of music for
private use or private social media accounts.
g. Passwords will be issued by the Program Coordinator, Production team or Station Management,
and must not be revealed to any other member.
h. Any new program or device must be installed by the officer responsible for computer
maintenance.
6. PREMISES
a. No animals are permitted on the premises, with the exception of authorised service dogs.
b. Damage to premises must be reported to Station Management, who will then arrange for
repairs.
c. Deliberate damage to equipment or premises will be reported to the police.
d. Structural alterations may not be made without permission of the Landlord, and suggestions for
alterations must be submitted for approval by the Board.
History:
Adopted July 1995.
Reviewed July 1999.
Revised June 2005.
Revised 2011.
Revised June 2012
Revised February 2022, with some points reconciled with, and moved to Presenter Standards
Documents Related To This Policy:
Community Broadcasting Codes of Practice
West Gippsland Community Radio Inc. Rules of Association
West Gippsland Community Radio Volunteer Policy
West Gippsland Community Radio Inc. Complaints and Dispute Policy
West Gippsland Community Radio Inc. Privacy and Confidentiality Policy
West Gippsland Community Radio Inc. External Communications Policy
West Gippsland Community Radio Inc. Discipline Procedure
West Gippsland Community Radio Training Manual
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Membership
RATIONALE:
West Gippsland Community Radio Inc. encourages applications for membership from the broadcast
area and beyond, from people of all ages who enjoy community radio and wish to support the
station.
TYPES OF MEMBERSHIP:
FULL MEMBER, PATRON MEMBER, LIFETIME MEMBER:
For individual adults who do not have a Health Care Card. Each member is entitled to a vote at
Special General Meetings and Annual General Meetings after six months' membership, may accept
nomination to the Board after 12 months' membership, receives a quarterly newsletter, and may be
trained as a Presenter.
CONCESSION/STUDENT:
For adults who have a Health Care Card, and for students under 25, whether or not they are living
at home. Each member is entitled to a vote at Special General Meetings and Annual General
Meetings after six months' membership, may accept nomination to the Board after 12 months'
membership, receives a quarterly newsletter, and may be trained as a presenter.
FAMILY:
Entitles the whole family to membership, with one family member nominated to exercise a vote at
Special General Meetings and Annual General Meetings after six months' membership. The
nominee may accept nomination to the Board after 12 months' membership, and any of the listed
members may be trained as presenters. The family receives a quarterly newsletter.
CORPORATE:
A business or community organisation may become a member, and nominate a person to represent
and vote on behalf of the organisation. This vote may be exercised after the organisation has been a
member for six months. One two-year term on the Board is reserved for a representative of a
Corporate member. A not-for-profit organisation that is a Corporate Member may have a person
trained to present a program on behalf of the organisation, and each organisation receives a
quarterly newsletter.
FRIENDS:
Friends of 3BBR may be of any age. There is no entitlement to a vote, or to nomination to the
Board, but the Friend receives a quarterly newsletter.
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EXPECTATIONS:
1. It is expected that all Members will agree to abide by the Rules, Policies and Procedures of
West Gippsland Community Radio Inc. and accept the provisions of the Dispute Policy and
Grievance Procedure.
2. It is expected that all Members will pay their subscription promptly when due.
3. It is expected that all Members will promote the interests of West Gippsland Community Radio.
4. It is expected that Members who are also volunteers will carry out their duties in a competent
and professional manner.
LEAVE OF ABSENCE:
Leave of absence for any reason, from presenting, administrative or Board duties, will be granted
upon application.
RESIGNATION:
A member may resign for any reason at any time, by giving one month's notice in writing to the
Secretary. In the case of a Presenter, withdrawal from a program for any reason should be subject
to at least a fortnight's notice to the person responsible for programming.
LIMITATIONS ON MEMBERSHIP:
Any person who supports the purposes of the Association is eligible for membership and welcome
to apply. Applications are submitted to the Board for approval or rejection according to Clauses
8-10 in the Rules of Association.
RECORDS OF MEMBERSHIP:
Upon entry and exit from West Gippsland Community Radio, necessary entries will be made in the
Register, maintained by the Secretary. A member may view the Membership Register at an agreed
time and place, and may make copies of entries.
OTHER FINANCIAL SUPPORTERS
As of 2022, new Supporter categories were introduced (Patron Supporter, Business Supporter,
Lifetime Supporter) to facilitate simple financial contributions or "subscriptions" from listeners
who do not intend to become involved with the the station in any key role e.g. as a Presenter or
Board Member. Those Supporters have the same rights as Friends of 3BBR, and may apply to the
Board to convert from "Supporter" to "Member" at any time as defined in the Rules of Association
Clauses 8-10.
The annual Supporter fees are equivalent to Membership fees to allow fair and easy transition.
Where conversion takes place after a fee has been paid, there will be no change to the expected
renewal date of that annual fee. Membership cannot be backdated, so begins when the Board
approves it.
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FEE EQUIVALENTS
MEMBER

SUPPORTER

Full Member

Friend of 3BBR

Concession Member

Friend of 3BBR (Concession)

Family Member
Corporate Member

Business Supporter

Patron Member

Patron Supporter

Lifetime Member

Lifetime Supporter

HISTORY:
Drafted May 2013.
Adopted July 201
Revised August 2017
Revised February 2022
Documents Related to This Policy:
Community Broadcasting Codes of Practice Codes 1 and 2
West Gippsland Community Radio Inc. Rules of Association
West Gippsland Community Radio Standing Orders
West Gippsland Community Radio Volunteer Policy
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Production Standards
RATIONALE:
This document is a compilation of principles reflecting long-standing in-house practice at West
Gippsland Community Radio. Many of the standards are mandated by law or by licence conditions.
Sponsors and listeners have every right to expect well-produced announcements. It's a training
document, and a reference for new operators in Production.
GENERAL:
●

Production work includes sponsorship announcements, station and program IDs and
promos, and pre-recorded programs and interviews, with or without music backing.

●

People wishing to produce these items must have the appropriate training, and have their
skills approved by the Production team.

●

Any items produced must maintain a standard of quality approved by the Production team,
and must follow the standard guidelines set down in this document.

●

Items produced by people who have not had their skills approved by the Production team
must be submitted for appraisal before being used on air.

●

In disputed matters of quality control, final discretion lies with the Program Coordinator
who is responsible to the Board for standards of broadcasting.

●

The Production team may require the item to be re-recorded to an appropriate standard for
broadcasting, or may amend an item to render it suitable.

●

Sponsorship announcements may be subject to approval of Sponsorship Representatives or
Sponsors.

●

The requirements of the APRA, AMCOS and PPCA licences must be met by all items
produced for broadcast.

●

Broadcast copyright of all items produced is owned by West Gippsland Community Radio
Inc. Permission for other broadcasters to use such items must be obtained from the Board.

MUSIC BACKING:
●

Music should have a clear and definite ending.

●

A minimum of 2 seconds of music or sound effects should top and tail each promo so that
words are not clipped by auto-crossfading of the playout software.

●

Music and sound effects chosen as backing for program promos, while appropriate to the
musical style of the program being promoted, must be in keeping with daytime broadcasts,
and the overall sound and mission of West Gippsland Community Radio Inc.

●

A written record of all music used as backing must be kept.

●

The spoken content of the announcement must not overlay vocal content of a song.
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WORDING:
●

All wording must conform with the provisions of the Programming Policy.

●

Intellectual property rights must be respected.

●

Endorsement must not be claimed unless written permission has been obtained.

●

In general, pre-produced sponsorship messages and promos should not exceed 30 seconds
in length, recognising that some Community Service Announcements may warrant more
time.

RESOURCES:
●

Studio bookings must be made in accordance with the Rules published on the booking
sheet.

●

Materials and equipment may be used for personal purposes, but no materials or equipment
may be removed from the studio without permission of a Production team member, must be
signed out and in, returned promptly, and returned immediately upon demand.

●

Production music and sound effects discs must not be removed from the studio.

●

Back-up discs must not be erased or used for any other purposes.

●

Voices used for production purposes need not be those of members, but must be suitable to
the purpose, and maintain a high standard of clarity, expression and accurate pronunciation.

Documents Related To This Policy:
Community Broadcasting Codes of Practice
West Gippsland Community Radio Inc. Rules of Association
West Gippsland Community Radio Inc. Standing Orders
ACMA Sponsorship Guidelines 2008.
West Gippsland Community Radio Sponsorship Policy
West Gippsland Community Radio Inc. Complaints and Dispute Policy
West Gippsland Community Radio Inc. Discipline Procedure
West Gippsland Community Radio Inc. Duty Statement – President
West Gippsland Community Radio Inc. Duty Statement – Production Convenor
West Gippsland Community Radio Training Manual.
History:
Adopted April 2006.
To be displayed and reviewed February/March 2009.
Revised February 2022
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Community Service Announcements
POLICY:
3BBR aims to serve its community by collating and broadcasting information free of charge (aka
Community Service Announcements), about meetings and events intended to promote good-will,
participation and well-being within that community.
3BBR reserves the right to refuse requests for Community Service Announcements.
CRITERIA:
Community Service Announcements promote;
• Events or meetings primarily held for community participation or benefit
• Events where entry fees primarily cover the cost of holding the event
• Events to raise funds for not-for-profit groups or organisations whose primary purpose is
community benefit
• Community participation for fitness or well-being
Paid Sponsorship is required when;
• Events are staged for personal or group gain (including music groups)
• The venue aims to profit from staging an event
• Businesses or organisations are pitching directly or indirectly for financial gain through
sales
History:
Adopted February 2022.
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Sponsorship
SALES
•

Businesses may be approached by Members, but must be referred to sponsorship sales
representatives who have been formally approved by resolution of the Board.

•

All representatives must positively promote the image of the station.

•

Sponsorship representatives may be reimbursed fuel or transport costs as determined by
resolution of the Board.

•

West Gippsland Community Radio Inc. reserves the right to refuse to broadcast any paid
announcement which conflicts with the station ethos.

•

Advertorial programs and features are not permitted.

SPONSORS:
•

No sponsor may be accepted whose business does not support the policies of the station.

•

Sponsorship must not be accepted from registered political parties or from companies that
promote tobacco, gambling or discriminate against minority groups.

•

Pharmaceutical products and medical services may not be promoted on air.

•

Alcohol consumption may not be encouraged on air.

•

Sponsorship does not entitle the sponsor to play a role in determining the nature or content
of programs, nor in determining the program structure or policy of the station.

•

No commercial business or activity may be promoted on air unless they are sponsors of
3BBR-FM under contract.

RATES:
•

Sponsorship Rates are set by resolution of the Board and may not be varied by sales
representatives without approval of the Board.

•

All sponsorship sold is to be confirmed by use of the current standard Agreement.

•

No contra deals are to be entered into.

•

Representatives may not accept gifts or gratuities from sponsors.

COPY:
•

Copy must be written by, or approved by a member of the Production team.

•

No Sponsorship copy may be read directly to air by presenters.

•

Each copy must have a tag acknowledging sponsorship of 3BBR-FM attached and played to
air with the copy.

•

Persuasive language may be used, and prices, bargain sales and special offers may be
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promoted.
•

All music used under copy should be instrumental.

SCHEDULING:
•

Only pre-recorded sponsorship announcements may be put to air.

•

No more than five minutes of sponsorship announcements may be scheduled in each
broadcast hour.

•

No more than three sponsorship announcements are to be scheduled at any time, except in
unusual circumstances.

•

Sponsorship announcements are to be played as close as possible to the scheduled time
except in circumstances which render this impossible, such as power failure.

•

If unusual circumstances make it impossible to play announcements at the scheduled times,
they must be rescheduled, preferably on the same day.

•

No presenter may elaborate upon a sponsorship announcement, or endorse the product or
service described in the announcement.

GIVEAWAYS:
Policy regarding Giveaways is detailed in a separate section, with the intention of avoiding
gratuitous promotion beyond the bare minimum necessary to effectively give away the item.
INTERVIEWS:
•

If interviews with performing artists are planned, they should preferably be pre-recorded.

•

It is the responsibility of the interviewer to explain to the interviewee that while
forthcoming commercial performances may be discussed, direct promotion of the venue or
information about purchase of tickets may not necessarily be included and inappropriate
material may be removed.

•

If the forthcoming performance is a local event or festival, in aid of charity, ticket
information and contact numbers may be given, but there must be no promotion of any
commercial venue.

•

If an artist is promoting a CD, the name may be mentioned, and only general information
about availability may be broadcast. No commercial outlet may be promoted. 'Available in
your local music store' is an appropriate phrase to use.

History:
Adopted May 2006.
For review September/October 2009.
Adopted with wording changes 2010.
Revised February 2022
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Documents Related to this Policy:
Community Broadcasting Codes of Practice.
Community Service Announcements
West Gippsland Community Radio Inc. Standing Orders
West Gippsland Community Radio Inc. Rules of Association
ACMA Sponsorship Guidelines 2008.
West Gippsland Community Radio Inc. Training Manual.

Interviews
RATIONALE:
A situation may arise where several programs intend to interview the same person or group for
similar reasons or within a short period. Artists and their PR representatives offer incentives for
interviews and extra air time which may compromise the integrity of the station. Artists and
businesses do not always understand the particular limitations placed by the Broadcasting Act on
Community radio stations. Presenters must be aware of these limitations and how to avoid
subjecting the station to a breach enquiry.
ORGANISATION OF INTERVIEWS:
1. Presenters planning interviews must ensure that all interview subjects are cleared through the
Program Co-ordinator before final arrangements are made with the interview subject. This will
avoid duplication.
2. Specialist music presenters have first right of refusal when artists offer interview opportunities.
3. If the specialist music presenter doesn't wish to record the interview, or does not have the skills
to do so, another person may be asked to record the interview, but the interview must be
submitted first to the specialist presenter for broadcast in the appropriate program.
4. In any case, interstate and international calls for recording must only be made with the approval
of the Program Co-ordinator.
5. Booking of the Production Studio will be done according to the published rules, and the
established order of precedence will be observed.
INCENTIVES:
1. All interviews with business people, including artists, must be pre-recorded, and all commercial
details edited out before the interview is broadcast.
2. In accord with the Giveaways and Prizes Policy, and the Standing Orders, any benefits such as
CDs, tickets etc offered to the station must not be regarded as the right of the interviewee, but
must be offered to the listening audience in the first instance. If there are no takers, the tickets
will be returned to the Sponsorship Co-ordinator, who will then offer them first to the specialist
presenter, then if they still remain unclaimed, to other members for application. If there are
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more applicants than tickets, a draw will be held. In the case of CDs, the first CD donated will
be accessioned into the 3BBR library. Any duplicates will be offered to listeners as prizes, and
if not taken by listeners, will be offered as above, first to the specialist presenter/presenters,
then to all presenters, for allocation by draw if necessary.
3. In order to avoid the possibility of 'advertising', artists offering incentives will not be given
special exposure in any program, specialist or otherwise, where 'special exposure' includes
detailed, planned comment or regular broadcasting of the artist's work in such a way as to draw
attention to the product.
4. In accord with Standing Order 1.3, no presenter may seek extra favours, such as free materials
or discounts on promise of extra air exposure.
5. The Program Co-ordinator may request oversight of correspondence relating to interviews.
6. In the case of dispute, the Program Co-ordinator will be the arbiter in the first instance.
7. It is the duty of the Program Co-ordinator to ensure that approved presenters are notified of
potential interviewees in their area of specialty.
TRAINING:
All members intending to present interviews must have any two of the following qualifications.
1. Satisfactory completion of a nationally accredited course of training.
2. Satisfactory completion of an internal course of training.
3. Appropriate past experience in media or acceptable equivalent.
4. The ability to present a sample interview to a panel of members qualified as above.
The Training Co-ordinator has a duty to offer internal training in Interview Techniques on a regular
basis, and to pass on details of accredited training courses when they are available.
Documents Related to This Policy:
West Gippsland Community Radio Inc. Standing Orders
West Gippsland Community Radio Inc. Production Standards Policy
West Gippsland Community Radio Inc. Production Studio Booking Sheet
West Gippsland Community Radio Inc. Dispute Policy
West Gippsland Community Radio Inc. Discipline Procedure
West Gippsland Community Radio Inc. Rules of Association
West Gippsland Community Radio Inc. Duty Statement - Programming
West Gippsland Community Radio Inc. Duty Statement -Training
ACMA Sponsorship Guidelines
History:
This Policy was approved by Committee of Management on 16th February 2009.
Revised February 2022
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Programming
RATIONALE FOR 2022 REVISION:
"Sounds of West Gippsland (SOWG)" was historically an overarching programming guideline for
presenters to meet the expectations of conservative listeners during weekday daytime hours. To
reflect changes in our listener profile, programming policy has evolved. "Sounds of West
Gippsland" is now used only as a general station slogan.
Even at the beginning of 2022, it was widely understood that SOWG was still the overarching
policy for all Mon-Fri 7am-6pm music programming. Given the schedule upheaval at the onset of
COVID in early 2020 with dramatic reduction in the number of live programs, this was no longer
possible or true. Our policies need to be accountable, achievable and reflect reality.
This revision aims to incorporate the spirit of the "Sounds Of West Gippsland" policy, without
prescribing music selection so vigorously. It is hoped that by doing so, 3BBR opens up daytime
programming to a wider range of accessible and diverse music without confronting or alienating
conservative audiences. To help the station grow, most of its contents could be used as guidelines,
rather than continue to be enshrined in policy. More flexibility is needed to promote new releases
from under-represented Australian artists.
There is absolutely no need for current programs labelled with the SOWG badge to change their
content.
PROGRAMMING GOALS:
1. The aim of West Gippsland Community Radio Inc. (a.k.a. 3BBR) is to provide programming
which will cater to the needs of people of all ages and tastes, while also promoting the work of
volunteer bodies within the community. Our goal is to be highly regarded as the local
community radio voice, by affirming ourselves as a not-for-profit organisation.
2. 3BBR will provide local news and features, and will particularly focus on providing music not
available on other stations in our broadcast area. Programming will avoid competing directly
with current commercial radio playlists and strategy.
3. 3BBR will encourage diversity, inclusivity and will seek and welcome community
participation.
4. West Gippsland Community Radio Inc. will give people the opportunity to learn radio
production, broadcast and public speaking skills in a supportive environment, and share the
music they enjoy in an informative and enthusiastic way.
POLICY:
General Guidelines:
Music and songs chosen for airplay should generally reflect positive attitudes.
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It is the case that coarse language is occasionally heard on radio. 3BBR policy is to conform with
community standards. From time to time, it may be appropriate, with a simple language warning, to
play a song with minimal coarse language if the music is in keeping with that program brief e.g.
alternative rock or neo-soul.
Unacceptable lyrics;
• present as desirable the use of drugs, including alcohol, narcotics and tobacco;
• extol gambling
• extol exploiting minors or minorities
• promote discrimination or prejudice against any group on the basis of race, sex, nationality,
religion, disability, ethnic background, age, gender or sexual preference
• encourage violence or suicide.
Songs that were considered acceptable at the time of release, but are now deemed racist or
inflammatory by minority groups are to be avoided.
Similarly, respect for the listening audience places limits on what may be broadcast, in both spoken
word and music programs.
Thus, as a guide to these limits, West Gippsland Community Radio Inc. affirms:
•

the right of people to enjoy the music of their choice free of public criticism

•

the right of privacy

•

the right to maintain personal dignity

•

the right to carry out duties for West Gippsland Community Radio Inc. without being
subject to derogatory public comment

•

the right of sponsors and community organisations to have their interests promoted in a
positive way

•

the right to hold a religious or political belief without fear of ridicule - similarly, the right
not to hold such beliefs. This does not include the right to preach or advocate personal
beliefs on air, even if they may be related to the program brief e.g. a Christian music
program. Your program content should speak for you.

•

the right not to be belittled or defamed

•

that Presenters will refrain from using language which is generally accepted as being
outside the bounds of public decency

•

the right of children not to be exposed to damaging or anti-social opinions or behaviour

•

the right to be forewarned of any potentially offensive content or coarse language

•

the right of Aboriginal and Torres Strait islander people to be forewarned when cultural
sensitivities come into play, notably where they may hear the names and voices of
Aboriginal people who have died
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Noted in the Sponsorship Policy is that advertorial programs or features are not permitted.
SCHEDULING:
Members will be consulted on major changes to programming policy and guidelines, which are
ultimately approved by the Board.
The schedule is managed by a Board-nominated delegate a.k.a. the Program Coordinator, who will
be guided by, and work with the Board on policy, content and resolving issues.
The schedule will prioritise programs produced locally and primarily for 3BBR, and the Board
assesses all such applications. These will be supplemented by programs made available through the
Community Radio Network (CRN), and where necessary by computer-generated playlists. The
Board delegates the selection and management of supplementary CRN programs to the Program
Coordinator.
Recognising that listening behaviour is generally one of habit, where possible, preference will be
given to weekly programs of two hour duration, rather than fortnightly programs.
If at all possible, care should be taken to ensure that content folders for computer generated
playback do not contain material that contravenes guidelines on lyrics, or contain music styles that
are unsuitable for a particular time of day.
PROCEDURE:
3BBR is not in the position of having more presenters available than it can place in the weekly
schedule, and never has been. While there is little or no competition for time slots, a program
proposal from any 3BBR Member that follows its policies and guidelines will ordinarily be
accepted. Its position on the schedule is negotiable after the Board is satisfied that the program
proposal meets all policy requirements, and the Member agrees to them.
When a person begins the basic training course, a negotiation takes place. The vacant time slots
suitable to the person's music resources are offered. The final choice is made when the person is
ready to go to air independently. It may be necessary to place a trainee with a mentor in a team
situation until a slot becomes vacant.
If an early evening time slot becomes available, it is first offered to those presenters scheduled later
in the evening.
Every effort is made to preserve a balance between the structure of the schedule and meeting the
needs of the new presenter.
If a presenter wishes to change to another time slot, negotiation takes place directly with other
presenters, and the outcome notified to the Program Coordinator. If no agreement can be reached,
the person who wishes the change will go onto a waiting list for a suitable time.
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If we are ever approach the happy position of having more presenters than we can place, these
policies will be revised accordingly.
Annual Schedule Reviews:
Every program undergoes an annual review and renewal process in advance of July, to ensure
presenters are happy with their program brief and time slot, and to make any necessary adjustments
in the best interests of the station.
Presenters are required to complete and submit the Program Renewal Application form when
requested to do so. The Production team collates and reviews the forms, and works with the
Program Coordinator to recommend any subsequent schedule changes to the Board for approval.
Weekdays 7.00am-6.00pm:
Weekday daytime hours are times when program consistency and flow are given the highest
priority, to maximise audience retention, reach and growth. The following limitations on music
selection apply during these hours;
•

Music selections should have broad appeal

•

Music can be from any decade, with recent and under-represented Australian releases
encouraged

•

"Experimental", "harder" or "edgier" music styles are to be avoided, including but not
limited to Hard Rock / High energy club music / Garage / Hip-Hop / Metal / Punk

•

Very long items are discouraged

•

Explicit, confrontational or potentially offensive lyrics are to be avoided

•

CRN programs and computer-generated playlists broadcast during these times will aim
to be consistent with these limitations

Overnight to 7.00am:
Priority will be given to accessible music of broad appeal to a senior adult audience, focussing on
music from the 1950s & 60s.
All Other Times:
Specialist programs, and music styles that are discouraged during weekday daytime hours have a
place elsewhere in the 3BBR schedule, especially where a likely audience for that programming
exists in our broadcast area e.g. for a very young audience, particular interest group or minority.
New specialist programs should be distinctly different from others already on the schedule.
Narrowly-focussed niche programming is usually not suitable without demonstrating a specific
need in our community, so music programs that encompass a broader range of related genres are
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preferred e.g. a mix of Jazz, Blues, and Soul within one program, rather than only one of these
three genres dominating.
Australian Music Content:
West Gippsland Community Radio Inc. encourages the programming of Australian composed and
performed music, which should meet or exceed our license requirement of 25% of our total content
in any given week. Representation of local composers, writers and performers is strongly
encouraged.
It is understood that there are specialist programs where the 25% target will be difficult to maintain,
so presenters who can do so should aim for 30% Australian content in order to compensate.
To assist presenters in meeting this target, all Australian recordings in the 3BBR Music Library
which are Australian in origin will be clearly marked.
Regular audits of Australian content will be carried out, and all presenters are expected to comply
with the audit process.
Stage Musicals & Opera:
A Grand Rights work (or dramatico-musical work) is an opera, musical play or show, revue or
pantomime for which words and music have been specially written. Cinematic musicals such as
Mary Poppins are classed as dramatico-musical works once adapted for the stage.
Our APRA agreement does not permit us to broadcast more than 20 minutes of any one dramaticomusical work on any one occasion. Beyond this limit, and especially for works composed during
the last century, we are obliged to apply for a licence directly from the publisher,. As this is
impractical and incurs substantial cost, 3BBR will strictly observe a 20 minute limit for any one
dramatico-musical work in any single program episode.
Published Poetry and Stories:
Our licence allows use of music, but not of published poetry and stories. You must obtain
permission from the publisher to read these. (Unpublished work requires consent from the author.)
If a newspaper item is quoted, it must be read exactly as published, and the source acknowledged.
COMMUNITY BROADCASTING CODE OF PRACTICE:
West Gippsland Community Radio Inc. endorses the Community Broadcasting Code of Practice.
Any complaints about a broadcaster and their program content must initially be referred to the
Board, which will then act in accordance with the provisions of the Community Broadcasting Code
of Practice.
COVID PANDEMIC CONSIDERATIONS:
• Live presentation of programs is still preferred
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• By arrangement with the Programming Coordinator, Presenters have the option of prerecording their programs and delivering them (named as directed) in MP3 format (minimum
256kbps) via the WeTransfer file service to uploads@3bbrfm.org.au
• Appropriate and complimentary programs from the Community Radio Network and
automated computer music replay will be a necessary addition to the schedule until locally
produced 3BBR programs can fully replace them.

History:
Adopted July 1999.
Guidelines for Sounds of West Gippsland adopted October 2000.
Reviewed July 2004.
Revised June 2009.
Sounds of West Gippsland reviewed, revised and added as an Appendix to this document March
2010.
Revised May 2022.
Sounds of West Gippsland removed as a Programming Policy Appendix, May 2022.

Documents Related To This Policy:
Community Broadcasting Codes of Practice
West Gippsland Community Radio Inc. Rules
West Gippsland Community Radio Inc. Standing Orders
West Gippsland Community Radio Guidelines for Sounds of West Gippsland
West Gippsland Community Radio Volunteer Policy
West Gippsland Community Radio Inc. Complaints and Dispute Policy
West Gippsland Community Radio Inc. Discipline Procedure
West Gippsland Community Radio Training Manual.

Presenter Training
Requirements for becoming a Presenter are outlined in the Appendix documents;
Presenter / Program / Show Proposal Form
3BBR Presenter Agreement
Training will usually follow this sequence:
1. Voice training / Station and broadcasting ethics
2. Station access and procedures
3. Studio 1 & 2 operating procedures
4. Playlists / weather reports / CSA's etc.
5. "On Air" practice
6. OTS software programming and use (for playing promos and pre-recorded programs)
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Presenter Standards
In addition to the Presenter Standards listed below, reference should be made to the Presenter
Agreement Form (Appendix to this document) and Standing Orders relevant to all volunteers.

Live in studio: Music Programs
1. Presenters will be allocated a time slot within the week and are expected to produce the
collection of tracks and links between those tracks. We are moving towards two hour programs
broadcast weekly.
2. The CDs at the station are available for use. Any CDs used during the course of a program must
be returned to their rack at end.
3. Digital music is available on the Yellow computer, as well as via the Network Attached Storage
(NAS) currently available via the Blue computer. Search functions are provided on both
computers..
4. Presenters are also free to bring along their own CDs, or create a program from their own
collection and bring in a laptop, tablet or mobile phone, which can be connected to the mixing
desk for broadcast.
5. Presenters will be trained to use the range of the broadcast equipment, even if they plan to only
use one particular media, so that in an emergency they are at least familiar with, and able to use,
other resources.
6. Presenters should develop and document a Playlist, showing the program name, presenter
name, date broadcast, the name of each track and artist, as well as running time and indicate
which of the tracks have an Australian connection.
7. Playlists don’t need to be on paper, but must to be kept by you, and available for submission
when requested
8. You are free to use the studio equipment during your program, but you should not change
settings you do not understand.
9. If changes to settings are made, to suit your style of presenting, you must change them back to
the original at the end of your program. Likewise, all computers need to be restored to their
default status when your show has finished.
Live in studio: Run sheets
1. In addition to the music played during a program there are pre-recorded spots (CSA Community Service Announcements / SPA - Sponsorship Announcements / Station Promos) to
be loaded and played at the times specified by the Daily Run Sheet.
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2. At various times the run sheet will indicate News bulletins, which should also be loaded no
more than 4 minutes before the hour, and played as close to the exact hour as possible. From
the menu, choose "Insert Directive → Load → Enter the number on the Run Sheet → press
Enter". This will load everything necessary for the news to be presented.
3. There will be periods in the schedule between one live presenter and the next, where a series of
pre-recorded programs, or playlists will have been scheduled for that block of time, which the
presenter is required to pre-load as per the Run Sheet.
Studio etiquette for live programs:
1. Arrive at least 15- 20 minutes before your scheduled program time.
2. If you cannot do your show or start on time, you must let the program team know as soon as
possible.
3. Have a list of contact details readily available to you, and be prepared to co-operate with others
who might need help in the case of urgent replacement on air.
4. Signing in and out is required for insurance purposes. This applies to your guests as well. This
can be done either manually in the book or via the station QR login.
5. Government-mandated pandemic guidelines must be followed, especially when guests are on
premises. Both presenters and guests must abide by current 3BBR Vaccination Policy. Any
limits on guest numbers determined by the Board must also be observed.
6. If you follow another live program, always let the outgoing presenter know that you have
arrived for your shift, especially if you are setting up in the other studio. A simple “hello” to the
current presenter is enough.
7. Changeover is a difficult time to handle, and neither the outgoing nor the incoming presenter
should be distracted.
8. Thank the previous presenter as you start the program and as you end point forward and invite
listeners to “stay tuned” for the next program. This should be observed whether programs are
live or pre-recorded.
9. If there are issues, the presenters following later need to be alerted. At a minimum, contact the
next presenter before they arrive, and/or send an email to production@3bbrfm.org.au who can
act accordingly.
10. Review the policies from time to time to ensure that you haven't overlooked something.
11. The Daily Run Sheet is an important document around which most of the running of the day-today programs of the station revolve.
12. The daily run-sheet is available on the Blue computer desktop . The entire day’s programs,
SPA, CSA and News points are shown here, and as much as is possible they should be strictly

3BBR 103.1FM — POLICIES, GUIDELINES AND PROCEDURES

45

adhered to. You are expected to competently load these, along with following pre-recorded
programs as per this run-sheet, up to the next live-presented program.
13. News is sponsored, and the sponsor must be acknowledged by loading the News item as
directed in the Daily Run Sheet. This will play the required top and tail with the bulletin itself.
14. It is essential that programs begin and end on time. That applies to any live program as much as
it does to pre-recorded programs to be loaded on the studio computer.
15. Treat the computers and audio machines with care and press the buttons gently. This will avoid
audible clicks, and prevent damage to the buttons.
16. If there is a technical problem, and it can't be solved on the spot, contact
technical@3bbrfm.org.au and/or the Production Team production@3bbrfm.org.au to inform
them and to get help. If it's going to affect the performance of later presenters, try to make
contact to warn them.
17. If you wish to introduce a new segment, change the emphasis, style or name of your program or
conduct an interview, please consult the Program Co-ordinator.
18. The task of putting a program to air requires your whole attention. Avoid distractions from
newspapers, personal devices, internet browsing or off-air conversations.
19. You should only leave the studio if absolutely necessary.
20. You should not eat in the studio during you program, and if you need the odd sip of water you
should use a flask of the kind that will not spill.
21. Fluids must be kept well away from the mixing desk specifically and electrical devices
generally.
22. Please help to keep the studio environment clean and tidy. You must take all rubbish with you
when you leave the studio.
23. Review your techniques and performance occasionally by recording your program and listening
critically. If needed, the Production Team can provide you with a recording of your program
from the station logger.
24. Ask more experienced presenters for help if you are finding specific difficulties. Accept
comment if it is offered. Be willing to offer and accept constructive help, and be willing to
share.
25. A Computer generated playlist can be used in emergencies.
26. Programs must commence and finish at the times stated on the published program, except in the
case of a pre-recorded program, which must be played through to its end.
Responding to listeners:
1. Do not feel you must instantly respond to listener requests, particularly if you are not familiar
with the track requested.
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2. If you receive a request for an item which is not appropriate to your program, refer the caller to
a program where it will be suitable. And if it's not suitable to play on 3BBR at all, please tell the
caller so, and ask for another request.
3. You are not obliged to listen to phone abuse, but you should always stay calm. It is not rude to
ask the caller to desist, or to put the phone down in this situation. If you are on air, your
audience is your first priority. Always note and report any instances of abuse, persistent timewasting or unreasonable requests.
4. You should NOT play any material which would offend against these policies and guidelines.
5. Never play something with which you are not familiar.
6. If necessary suggest you will endeavour to play the track at a later time.
7. If a complaint is made, please take down the name, address and telephone number of the person
ringing, and assure them that they will be contacted. If they are unwilling to supply this, tell
them their comments will be noted, but that the station cannot act officially on anonymous
complaints. Please take your notes and the details with you, and forward them to
secretary@3bbrfm.org.au as soon as possible.
Pre-recorded programs:
1. Programs can be pre-recorded and assembled by presenters, and submitted via electronic
means.
2. Plan the tracks and the voice links between them. Ensure there are no long silences, nor are
tracks butted up too close against each other, or overlap incorrectly. Double check everything.
3. Presenters must be mindful of how they express time-sensitive information. Time calls should
not be given.
4. Programs must be produced at 44.1kHz sample rate, and delivered at 256kbps or 320kbps in
MP3 format.
5. You will be advised by the Production Team about the expected total duration of your prerecorded program, and is dependent on time required for News bulletins and time of day.
Normally programs will be delivered in 3 parts per hour (~50 mins with allowance for News
bulletins), or 6 parts for a two hour program (~108 minutes). Aim to keep all parts of similar
length (~18 mins).
6. It is your responsibility to make sure your program does not overrun the required time limits.
7. It is not possible to make minor cuts to a pre-recorded program after you submit it. When in
doubt a program should run slightly under time, rather than over. Small schedule gaps can
easily be filled by short music tracks.
8. Naming conventions for pre-recorded files must be strictly adhered to.
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9. Program files must be sent via WeTransfer to the email address uploads@3bbrfm.org.au so they
can be download directly to a studio computer for broadcast.
10. Your show must be sent to the station no later than 24 hours before it is scheduled to air. If you
are running late you must let the programming team know. Failure to do so may mean your
program does not air at all.
11. Programs which have gone to air will be archived for 12 months before being deleted.
How you sound:
1. Presenters will be given training and guidance before being allowed to go to air. The station
aims for a high standard of clarity in communication.
2. Training will include voice and microphone technique, as well as using various equipment and
computers for which competence is essential.
3. It is expected that as a presenter you will be expressive, enthusiastic, interested, accurate and
natural in your approach, without excessive stumbling, speed or contrivance.
What you say:
1. Our call sign is 103.1 3BBR-FM, voiced as "one oh three point one, three double B R FM".
2. You should feel free to give station call sign regularly, and the computer on the desk has a icon
for the local weather.
3. Mention our contact details from time to time. These can include Telephone, Facebook and
web, and the best email for requests or listener feedback.
4. Time calls should only be given during live programs, should be accurate and always called as
minutes past and minutes to (so twenty-five minutes to four not 3.35)
5. "Talk for the sake of talk" is probably worse than simple playing and naming each track.
6. Giving context to songs and adding information that informs the creative process can make
good radio, however, you should also allow music to speak for itself. Refrain from reinforcing
strong views expressed in lyrics, and avoid too much detail.
7. Avoid playing too many tracks together, and be sure to back-announce every musical item you
play. Be clear and concise about it.
8. Consider using CSA/SPA/Promo breaks to punctuate thematic ideas or sections in your
program.
Things you should NOT say:
1. Remember that community radio stations are not permitted to broadcast 'commercials' or
'advertisements', so avoid using these words, or abbreviations of them, on air.
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2. We have Community Service Announcements and we have Sponsorship Announcements.
The latter is where businesses or organisations support the station financially in exchange for
airtime that promotes their activities. The distinction is important for community radio.
3. Any comments on the benefits to be gained by dealing with our 'sponsors' are regarded as
'personal endorsement', and have no place in community radio. Let the sponsorship messages
speak for themselves.
4. On-air comments should be restricted to, and focus what is relevant to your program brief e.g.
the music you play. Do not express strong personal views and opinions of your own, especially
of a political nature or with regard to station operations and management. This is distinctly
different from opinion expressed by interviewees which you should never endorse.
5. Avoid self-indulgence such as long-winded chit-chat about your personal life, about personal
problems you may have, or viewpoints that you hold.
6. Slanderous or defamatory remarks, insults or derogatory comments may see you and 3BBR in
court. Just don’t.
7. Fair comment does not include attaching adjectives to a person's character or behaviour, and
suggestions of dishonest or self-serving motivations are dangerous. It is equally dangerous to
spread rumour or negative stories you may have heard.
Handling Public Emergencies:
1. We are not an Emergency Authority. This means if an emergency situation occurs when you’re
on air; either fire, flood, weather, traffic accident or the like we will likely have an Emergency
Bulletin sent in the form of an email.
2. We do not respond to gossip or the latest on Facebook. Nor do we broadcast information about
such emergencies received from listeners or friends.
3. If we are asked to by authorities, we read the Emergency Bulletin VERBATIM, without
embellishment, or omission and without adding our own comments. Our own experience, fears
or attitudes, however well intended, are NOT helpful.
4. There are emergency services and dedicated emergency broadcasters to whom we can direct
listeners, but we do not guess, or circulate rumour, we do not broadcast listeners or their
unsubstantiated information. We simply give listeners the telephone numbers or websites for the
appropriate authority.

General Issues:
1. Be familiar with the Programming Policy and any program guidelines issued by the station.
These have been through an exhaustive process of drafting and approval. From time to time
updated policy information will be circulated. These updates must be read and complied with.
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2. If you wish to query any aspect of our policies, do so off air, through the Program Team.
3. If you have an issue or complaint about comments made on-air contact the Program Team.
4. Presenters will be given training in their legal responsibilities while broadcasting.
5. A Presenter who withdraws services for any reason must ask permission of the Program Coordinator before resuming on air in any capacity.
6. You must warn listeners in advance of potentially offensive language in songs or text, even if
you believe your target audience may not be offended by it. Your broadcast must comply with
the Station's Programming Policy. If you're unsure, you should not use any tracks which may
be offensive and seek advice from the Program Coordinator.
7. Loyalty to 3BBR-FM and your colleagues means you should not make derogatory remarks
about other presenters, programs, program contents, music genres, support staff or committee.
8. Instructions for the use of computers and equipment invariably changes over time. Presenters
ideally will make themselves available for update training sessions. Alternative training
methods will be provided for those remote presenters that are unable to attend in person.
9. Presenters should strive to perfect panelling skills, so that clicks and whirs, varying levels,
contact noise, paper shuffling etc. don't go to air. This also applies to microphone technique.
Make sure you are a short handspan from the microphone and have your fader and levels set
before going to air.

History:
Revised April 2022
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Guidance for Producers and Presenters of Regional News
3BBR recognises that the training needs of our local News readers and Regional News program
producers are different from Music program Presenters. Their induction, training sessions and
materials are usually dealt with separately by the Board nominated Coordinator.
Regional News Program Principles:
We convert newsprint into radio, specifically providing access to local newspaper content for those
who are unable to read. We seek out items that print-handicapped people would not usually hear.
Over 15% of the population has a print disability, but we also have a significant audience who find
our program useful while engaged in another task - driving their tractor, a truck on the highway, or
working on their farm or hobby.
We are mere impartial carriers for the information, not celebrities-in-the-making, neither
commentators nor critics of the items we read.
In remote recording, we use either smart phones or computers connected to the internet, to record
and send our finish program to our station’s techs. We send everything by internet, never in solid
form (e.g. discs, USB sticks), nor do we meet other station volunteers. Total separation via the
internet.
Each program is just short of an hour’s broadcast, so we record our selected stories in 3 blocks,
totalling 52 minutes. The remaining time is filled by a member of the Production team, with station
announcements, to start after the on-the-hour 5 minute syndicated national news bulletin at 11am.
Currently 3BBR produces 5 hours of this specialised programming every week of the year, and
from our homes since early 2020.
As part of a roster of 8 volunteers, each broadcaster is allocated one local newspaper, and a day on
which it has to be sent as a finished program, for massaging and transferring to the station’s
computer.
Rules and Requirements:
We are strictly bound by broadcasting licences - broadcasters have been stood down for serious
breaches.
• We must acknowledge the source, its date, writer’s name (when a byline is given) and page
number.
• Read all the text, except to deal with obvious printing or grammatical errors that will not
change the meaning. Do not selectively edit to drop facts and contentious paragraphs.
• Don’t make fun of errors, or use a disparaging style – let the listener judge the content for
themselves.
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• We can paraphrase or explain – “I think what they meant to say was…” but only after reading
the faulty sentence
• Announce the source (once per block of recording), each article title, the author (if there is
one), and page number. Re-announce (called back-announcing) the title and page number
when you’ve finished.
• No editorialising – don’t judge, or comment, but segues are fine.
• Don’t read advertorials, nor advertisements. Advertorials are not unbiased journalism, but a
vehicle for sales promotion, disguised as a news item, often with effusive praise, covering
only one business, usually with contact details.
• We must read all apologies in that day’s paper regarding previously-published articles (a very
rare event in Gippsland papers)
• Items can be truncated if running short of time, BUT only at the end of a broadcast
• During a state or federal election, if we read any article reporting on political meetings,
policies, candidates, etc, other candidates are entitled to demand equal on-air time. See below
for more detailed guidelines. Be mindful that the media blackout period prohibits political
advertising during the three days prior to an election.
Some protocols:
• Follow the scripts.
• Read your items as if to one person you know sitting in front of you. Be interesting and wellpaced but not rushed, with an natural and personable style.
• Don’t read text describing pictures unless it adds critical information for listeners’
understanding of the story
Useful guidance can also be found through Vision Australia
https://radio.visionaustralia.org/about-us/rph-protocols
Local program content:
• Gippsland-specific regional news, editorials, community information, sports and magazine
items
• Deaths, funeral and birth notices
• Letters to editors
• Items and events for visually-handicapped listeners
• and sometimes interview & local history programs
We put each program to air a day after each newspaper is published, so its fresh news.
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Select suitable articles to read - we usually read page 1, then work through the paper reading most
major interest items, especially those that are both local and would normally be heard on state
radio, any editorials, features and community information, summarise deaths, and upcoming
funerals - never ones on the day of broadcast or earlier. We’ll teach you how to select suitable
items.
Considerations during Elections:
As soon as federal, state or local elections are formally called, presenters need to ensure the variety
of topics they read include some political news, quotes from candidates, commentary and analysis,
including any relevant information re voting procedures and guidance from the electoral
commission.
This is a distinct departure from procedures under Vision Australia Radio policy which prohibits
reading any political material.
We need to consider including news, criticism by media, opponents or the public, inc. information
from and about candidates, their speeches, their policies, analysis. Favour rational commentary and
analysis.
Our print-handicapped audience ought to hear as much information re local candidates as we can fit
into a mix of local news, so that they are locally informed when deciding how to vote. Editorials
and comments (e.g. on the opinion pages of the Weekly times, etc) may add an extra dimension to
news reportage on political issues, and so should also be considered when compiling your program.
Strive to maintain balance – regardless of your own views. We could be accused of bias if we read
one item from or about one candidate, and not read an item about another from the same paper.
We do not read advertisements or advertorials, including advertisements for or by candidates or
their parties, but Electoral Commission voting procedures and advice are an important exception.
Equipment:
You can record and send a program on a mobile phone, or for better quality, an omni-directional
microphone and headset, via computer with access to the internet. This needs to be done in a quiet
place, preferably with some furnishings to reduce room echo. If your phone or microphone is too
far away, the room acoustics will overwhelm your voice and reduce clarity.
If not using a mobile phone for recording, download free recording software Audacity to your
computer. You will need to learn the basics of Audacity.
Skills:
Estimating the reading time of articles.
Following the pre-set sequence of our programs.
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Recording using Audacity.
Adhering to time limits for each of the segments.
Sequence:
One program takes about 2 hours to plan and record, until you gain skills and learn short-cuts. Our
best broadcasters, with years of practice, can do it in 1 hr 15 mins.
It doesn’t need to be in a straight run of 2 hrs, it can be created in parts, using the pause feature in
the software, and taking rest breaks.
We read our selected articles in 3 blocks - 17, 18 and finally 17 minutes long
Select suitable items, and enter them, in order, in our standard run sheet.
Check standard script(s) for relevance for the date.
Pre-read each item to find and tag trip points – e.g. difficult pronunciations, poor journalism.
Have a glass of liquid at hand, record each segment. Track elapsed time while recording each
segment, then note the total time of each segment.
Save, then export as an MP3 file at 256 or 320kbps
Send the 3 segments to the nominated member of the Production team via https://wetransfer.com.
Use our standard numbering to flag what program it is.
Recruitment and Training:
The recruitment and training of news readers is somewhat different to regular training for studio
presenters.
1. Audition
2. Training; in-studio procedures and broadcasting behaviour standards, inc. how it is
controlled by our licence conditions, and how to prepare & time a program
3. Supervised live or pre-recorded practice
4. Registration on our roster
History:
Training and resource materials compiled by Ian Hill, 14 Nov 2021
Revised May 2022

3BBR 103.1FM — POLICIES, GUIDELINES AND PROCEDURES

54

Volunteer Rights and Responsibilities
RATIONALE:
West Gippsland Community Radio Inc. recognises its dependence upon volunteers. Volunteers will
be treated with the same professionalism and respect as a paid worker, and in turn volunteers will
be expected and encouraged to give the same standard of performance and involvement that they
would offer a paid career. These principles apply irrespective of whether the Volunteer is also a
Member, whose rights and responsibilities are defined by the Rules, and by appropriate legislation.
Except as provided in Clause 3.4 of the Rules of the Association (the 'Constitution'), no person will
be refused membership on the grounds of gender, disability, race, age, sexuality, religion or
political beliefs.
Access to training will be open to all members who show interest and aptitude.
Responsibilities and tasks will be open to all members who show interest and aptitude and are
willing to undertake appropriate training.
The service of volunteers will be officially recognised at five year intervals in a manner to be
decided by the Board.

VOLUNTEER RIGHTS:
Volunteers have the right to:
•

be treated as workers, with respect for the task done, and through coverage by
appropriate insurance and indemnity

•

be given tasks appropriate to their skills and interests, with clear guidelines

•

be given training in new skills, and be encouraged to widen their involvement with
appropriate training and follow-up

•

be fully informed about the organisation and its policies and philosophy, with clear lines
of responsibility and accountability, and sound guidance and direction

•

safety and security in the workplace

•

contribute to initial and ongoing discussion of policy

•

loyalty and support from the Board, and to have confidential information respected by
the Board

•

recourse to mediation if a dispute occurs

•

enjoy a comfortable workplace with opportunities for rest and refreshment

•

to withdraw temporarily from their rostered obligations due to personal or family needs

•

have contributions recognised and respected.

3BBR 103.1FM — POLICIES, GUIDELINES AND PROCEDURES

55

VOLUNTEER RESPONSIBILITIES:
Volunteers have the responsibility to:
•

maintain a professional attitude towards their tasks

•

strive to improve standards of performance of all tasks done on behalf of the
organisation

•

allow adequate time to complete tasks and attend appropriate meetings

•

follow accepted procedure in arranging for replacements if unable for personal reasons
to carry out rostered duties

•

accept the Constitution of West Gippsland Community Radio, and station rules

•

be familiar with the CBAA Code of Practice and broadcasting laws, and comply with
them

•

follow accepted procedure in suggesting changes to policies or procedures

•

accept mediation in case of dispute

•

be loyal to the organisation, and supportive of other volunteers

•

refrain from derogatory public comment on the work of other volunteers

•

be willing to learn, and open to learning new tasks

•

consult when unsure of procedures, and accept explanations and instructions

•

respect confidential information about the organisation or other volunteers gained
through participation

•

accept the right of others to hold and express a different point of view

•

assist new volunteers by making them feel welcome, and passing on acquired skills

•

ensure that health or safety risks are not created for other volunteers.

History:
Adopted May 1999. Reviewed May 2002.
Reviewed July 2004.
Reviewed, and additional material adopted June 2009. Further additions June 2011.
Documents Related to this Policy:
Community Broadcasting Codes of Practice.
West Gippsland Community Radio Inc. Standing Orders
West Gippsland Community Radio Inc. Complaints and Dispute Policy
West Gippsland Community Radio Inc. Discipline Procedure
West Gippsland Community Radio Inc. Rules of Association
West Gippsland Community Radio Inc. Programming Policy
West Gippsland Community Radio Inc. Privacy and Confidentiality Policy
West Gippsland Community Radio Training Manual.
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Volunteer and Presenter Replacements
RATIONALE:
West Gippsland Community Radio endorses the right of volunteers to take time off from their
duties for personal business, health or family reasons. Sooner or later, every presenter will need to
find someone else to fill in for them. Presenters are responsible for this process, which must be
clarified so that confusion does not arise.
IN THE CASE OF ILL HEALTH:
• It is preferred that volunteers do not attend if they are unwell.
• If the illness is known in advance, involving surgery and a period of convalescence, it is
expected that the volunteer will make arrangements for cover, unless it is emergency surgery.
• If the illness involves emergency surgery, is very serious, or has an onset within twenty four
hours of the program, volunteers are not expected to make their own arrangements.
• In this case, the person to contact for assistance is the person appointed by the Board to
manage Programming.
IN THE CASE OF HOLIDAY OR OTHER LEAVE INVOLVING ONE ABSENCE:
The person appointed by the Board to manage Programming must be notified as soon as possible.
Arrangements for replacement must be made by the volunteer, and notified to the person appointed
by the Board, preferably in writing.
IN THE CASE OF HOLIDAY OR OTHER LEAVE INVOLVING MORE THAN ONE
ABSENCE:
The person appointed by the Board to manage Programming must be notified as soon as possible.
Arrangements for replacement must be made by the volunteer, and notified to the person appointed
by the Board, using the Leave Notification Forms available in the studio office.
IN AN EMERGENCY WHERE FORWARD NOTICE CANNOT BE GIVEN:
In cases such as vehicle breakdown, missed train, or other last minute hold-up, the volunteer must
ring the studio, the Programming Co-ordinator or member of the Production team so that
arrangements can be made to cover the shift or part of the shift for which the volunteer will be
absent.
RESOURCES:
Availability Grid, contact details for Station Management – kept in a folder at the front of the
second drawer in the grey filing cabinet in the office. This also includes phone numbers. For email
addresses – ask the person appointed by the Board.
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PROCESS:
Contact the Program Co-ordinator or member of the Production team ASAP to negotiate a
replacement program.
History:
Draft submitted to the Board November 2011. Displayed for comment December 2011-January
2012.
Adopted January 2012.
Revised February 2022

Documents Related To This Policy:
Community Broadcasting Codes of Practice
West Gippsland Community Radio Inc. Standing Orders
West Gippsland Community Radio Volunteer Policy
West Gippsland Community Radio Inc. Complaints and Dispute Policy
West Gippsland Community Radio Inc. Discipline Procedure
West Gippsland Community Radio Inc. Duty Statement – Programming Portfolio
West Gippsland Community Radio Training Manual

Keyholders
RATIONALE:
The proper management of keys is an important part of the security provisions for the studio and
station assets.
KEY ALLOCATION OR ACCESS:
●

Keys are allocated and accessed by members on a needs basis.

●

Keys to Mt Worth will be allocated to Technical staff and Station Management.

●

A full set of keys will be held at the studio in a secure place.

●

Keys to locked drawers and cupboards will be allocated to those who need them to carry out
their duties.

●

Members who need keys to open or close the studio because they are doing replacement
programs on a temporary basis will be given access to the key safe.

●

Station Management reserves the right to change the access code to the key safe from time
to time.
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USE OF KEYS:
●

Keys and access codes must not be loaned or given to other members, nor to any nonmember.

●

Keys must not be copied by anyone other than the person responsible for key maintenance.

●

Keys must not carry any identification that links them to West Gippsland Community Radio
premises.

●

If keys are lost, the loss must be reported as soon as possible so that a replacement key can
be issued.

●

There will be a charge for the replacement keys, to cover the cost of duplication.

●

If a presenter is leaving West Gippsland Community Radio, any keys must be returned at
the last session.

ADMINISTRATION:
●

A record of key holders will be established as a database, and maintained by Station
Management or nominated person.

●

The database will be audited on an annual basis, and the results of the audit reported to the
Board.

History:
Adopted August 2009.
Revised February 2022
Documents Related To This Policy:
West Gippsland Community Radio Inc. Standing Orders
West Gippsland Community Radio Inc. Discipline Procedure
West Gippsland Community Radio Inc. Duty Statement – Station Management
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Give-aways, Competitions and Raffles
RATIONALE:
Giveaways and Competitions must be seen to be managed under rules that provide for a fair
outcome, to protect the integrity and reputation of West Gippsland Community Radio Inc.
Raffles must be run according to the rules of the Victorian Commission For Gambling Regulation.
Giveaways and Competitions:
●

Giveaways can only be given during live programs.

●

Giveaways are only to be offered at a time when a person is on premises to answer the
phone, and record the winner details in the log book. Arrangements must be made prior, to
have clear plan to deliver the prize in a timely and efficient manner.

●

All Giveaways must be pre-approved by the Sponsorship Co-ordinator.

●

Full names of winners and necessary contact details must be forwarded promptly to the
Sponsorship Co-ordinator.

●

Where CDs or tickets supplied to the station by an artist or management are to be given
away, only the minimum necessary information about the specific performance or the CD
itself may be broadcast. Ticket and product prices and availability must not be mentioned.

●

If a Giveaway is provided by a contracted 3BBR Sponsor, the Sponsor’s name must be
acknowledged on air.

●

The time taken to offer the giveaway must taken into account when calculating the
sponsorship time in each hour, which must not exceed 5 minutes.

●

If the prize or giveaway is not taken within the specified period of time, the presenter must
not continue to push it.

●

Giveaways are open to general listeners, and some special prizes and giveaways will be
targeted at members, or potential members.

●

Presenters, Members of the Board, their partners and children are not be eligible for prizes
or giveaways.

●

All non-members of West Gippsland Community Radio are eligible for membership
incentives.

●

Details of pre-recorded sponsorship giveaways and competitions must be notified in
advance to the person responsible for preparing the Daily Schedule.

●

The result of the giveaway or competition must be announced on air at the earliest
opportunity, but only the first name and town of a winner must be broadcast. It is prudent
to ask a winner if they require complete anonymity.

Raffles:
●

No raffle is to be run without the approval of the Board.
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●

A raffle manager will be appointed by the Board.

●

All prizes in major raffles must be confirmed in writing, or the prize be in the hands of the
raffle manager before tickets are sold.

●

In the case of small raffles (total value of prizes under $500), tickets may be sold without
taking the details of the purchasers.

●

In the case of major raffles (total value of prizes more than $500), the contact details of
purchasers must be written on the ticket butt.

●

In the case of major raffles, a list of ticket sellers must be drawn up, and every attempt made
to have all unsold tickets returned.

●

Prize winners must receive their prizes as soon as possible after the draw, and a record kept
of their contact details.

●

All records must be kept for three years.

History:
Adopted June 1998.
Reviewed and rewritten May 2007.
Section on Raffles added 2009.
Reviewed July 2009, new clauses adopted.
Revised May 2022
Documents Related to this Policy:
West Gippsland Community Radio Inc. Standing Orders
West Gippsland Community Radio Inc. Dispute Policy
West Gippsland Community Radio Inc. Discipline Procedure
West Gippsland Community Radio Inc. Rules of Association
West Gippsland Community Radio Inc. Duty Statement – President
West Gippsland Community Radio Inc. Duty Statement – Station Management
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Complaints Policy
Introduction:
West Gippsland Community Radio Inc. (3BBR FM) acknowledge the rights of our listeners,
members and volunteers to make complaints about alleged non-compliance with both the licence
conditions in the Broadcasting Act, and the requirements outlined in the Codes of Practice.
We will make every reasonable effort to resolve genuine complaints.
Types of Complaints:
a) Complaint may be made by members, listeners who are not necessarily members, volunteers,
and people in the wider community.
b) Complaints may be about:
i. Programming and program content
ii. The behaviour of presenters and other members
iii. The policies and practices of the Board
iv. Alleged breaches of the station rules and codes
Policy:
a) Complaints should be:
i. in writing and treated with respect
ii. acknowledged in writing, fully investigated and documented
iii. finalised and the complainant notified of the outcome in writing within 60 days of receipt.
iv. All documentation will be retained for at least five years, and submitted to ACMA upon
request.
b) Complainants should be treated with respect and advised of their rights, including their right to
make further complaint to ACMA, and provided with a copy of the Codes of Practice.
c) Any participant in the complaint process is entitled to seek mediation from an outside source.
d) The subject of a complaint is entitled to know who lodged the complaint if the complaint has
been found to be not valid. The subject of the complaint may then choose to initiate dispute
procedures
Procedures:
a) Complaints should be referred directly to the Secretary or the President.
b) The President or a delegate will take responsibility for ensuring that the Complaints Policy is
followed.
c) If a presenter or volunteer receives a complaint she/he should:
i. advise the complainant to contact the Secretary or President preferably in writing
ii. not seek to explain, comment on, excuse or solve the complaint
iii. inform the Secretary or President as quickly as possible
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Investigation of a complaint:
The President or delegate will ensure that the following procedures are used in investigating a
complaint:
a) An objective process of gathering evidence is undertaken to ensure that any decision about the
complaint is defensible, fair and valid
b) Written statements should be obtained from the complainant and respondents
c) Where the complaint relates to broadcast content, listening to available recording of program
material which may be evidence of offending material
d) Review of recorded material to evaluate how it may have contravened Programming Policy,
Codes of Practice and Broadcast law
e) Discussions are held with the complainant to ensure a full understanding of their concerns
f) Discussions are held with the subject of the complaint regarding the allegations made and their
explanations of the situation
Dealing with a complaint:
a) The outcomes of the investigation of a complaint may be that the complaint:
i. is found to be lacking in substance or sufficiently trivial that no further action is warranted
ii. is found to have substance and that appropriate action is taken to ensure that the behaviour
or circumstances which led to the complaint will be rectified
b) The outcomes of the investigation of a complaint shall be communicated in writing to the
complainant and the respondent
c) If the complaint is found to have substance the action taken will depend on the nature of the
behaviour, whether it was intentional or unintentional, the seriousness of the transgression from
acceptable norms of behaviour, whether it is a first offence or repeated offence, and whether
other factors relevant to the circumstances played a part in the behaviour.
d) Action taken to address a complaint found to have substance may consist of one or more
following depending on the circumstances:
i. A formal request that the complaint be acknowledged and an undertaking given to not
repeat the offending behaviour
ii. Provision of information and re-training regarding the relevant policies, rules, codes and
guidelines
iii. Proposing that a formal written agreement between the Board and the respondent setting out
the conditions to be observed by the respondent to ensure that the behaviour which gave rise
to the complaint does not recur.
iv. Written notification to the respondent explaining the nature of the offence, the potential
consequences of a failure to avoid further offensive behaviour including under Division 2 Disciplinary Action of the Rules for West Gippsland Community Radio Inc
Further action:
a) The intention of the Complaints Policy is to deal with complaints in a constructive defensible
manner that lead to fair and reasonable outcomes and which ensure that reputational risk to the
station is minimised.
b) The Board shall be kept informed of the progress and outcomes of actions taken in relation to
complaints received.
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c) Should a complaint remain unresolved because of lack of agreement or compliance by the
respondent the Board may consider taking action under Division 2 – Disciplinary Action of the
Rules for West Gippsland Community Radio.
Responsibility:
a) The Board is responsible for developing, implementing, reviewing and publishing this policy.
This includes:
i. all reasonable steps are taken to ensure that the policy is consistently followed
ii. fostering an environment that sets an example by their own conduct of teamwork and
harmonious conflict management resolution
iii. ensure that all complaints are treated promptly, appropriately, seriously and confidentially
iv. providing guidance and education relating to complaint resolution.
b) The President is responsible for ensuring that any complaints are handled in accordance with
3BBR FM’s Complaints Policy and the Rules of Association – Division 2 Disciplinary Action.
c) The Secretary is responsible for
i. receiving and responding to enquiries about this policy
ii. receiving complaints and for bringing a complaint to the immediate attention of the
President.
d) It is the responsibility of all members to ensure that:
i. they understand the principles and values underpinning the 3BBR FM Complaints Policy
ii. they help foster an environment that encourages positive collaboration and communication
and the resolution of complaints through constructive processes
Authorisation:
This policy was adopted by the 3BBR FM Board on 28th April 2021.
Review:
This policy will be reviewed and updated where necessary, and as part of the overall policy review
undertaken following the Strategic Planning review cycle.

History
2009
Revised 2020 and adopted 28 April 2021.
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Discipline
RATIONALE:
Station policies and procedures are in place to ensure good governance, maintain standards of
performance and protect against actions which are not in the best interests of the station.
Members sign an undertaking to observe Station policies and procedures when they apply for
membership.
The Disciplinary Action Policy procedure is intended to provide a fair, and defensible mechanism
for managing cases where there have been allegations of conduct which infringes upon the rights of
members/volunteers, alienates listeners or bring the station into disrepute.
The procedure outlined below sets out the steps to be taken leading up to a decision by the Board to
invoke the provisions of Division 2 of the Rules of Association for West Gippsland Community
Radio, Inc (The Constitution).
PROCEDURE
If a presenter or member is alleged to have offended against the Constitution, Standing Orders, the
Community Broadcasting Code or Programming Guidelines, the Board shall appoint a member to
undertake the following procedure to prevent a recurrence of any alleged offence or to determine
that there are sufficient grounds for taking disciplinary action.
The Board appointed member shall:
1. Provide informal verbal notice that the presenter or member is alleged to have offended
2. Seek to clarify the circumstances with the presenter or member and determine the
appropriate action to be taken
3. Undertake an investigation of the circumstances, if no further action was taken under point
2, and the alleged offence is repeated. In the case of an alleged broadcasting offence the
investigation should include listening to the logging record of the program in question.
4. Recommend to the Board one or more of the following:
a) A temporary stand-down from the program roster of a presenter, if the findings of
the investigation indicate that there has been a clear and serious offence against the
Constitution, Standing Orders, Community Broadcasting Code or Programming Guidelines.
b) A process for resolving any differences and managing the performance of the
presenter/member who was the subject of the investigation
c) That undertakings from the presenter/member be accepted
d) That there are sufficient grounds for taking disciplinary action in accordance with
section 19 and 20 of the Constitution.
History:

3BBR 103.1FM — POLICIES, GUIDELINES AND PROCEDURES

65

Adopted February 2000.
Reviewed and rewritten November 2007.
Reviewed in relation to new provisions in the Constitution approved to operate from 06/01/14.
Revised version adopted 27th August 2014.
Documents Relating to this Policy:
Community Broadcasting Codes of Practice
West Gippsland Community Radio Inc. Rules of Association
West Gippsland Community Radio Inc. Standing Orders
West Gippsland Community Radio Inc. Guidelines for Sounds of West Gippsland
West Gippsland Community Radio Inc. Volunteer Policy
West Gippsland Community Radio Inc. Programming Policy
West Gippsland Community Radio Inc. Privacy and Confidentiality Policy
West Gippsland Community Radio Inc. Sponsorship Policy
West Gippsland Community Radio Inc. Production Standards Policy
West Gippsland Community Radio Inc. Giveaways and Competitions Policy
West Gippsland Community Radio Inc. Complaints and Dispute Policy
West Gippsland Community Radio Training Manual.
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Vaccination Policy
BACKGROUND:
On 1 October 2021 the Victorian Government made it mandatory that from 15 October 2021 all
authorised workers in Victoria must have received their first dose of the available COVID-19
vaccines. This announcement also had a requirement that all authorised workers be fully vaccinated
(i.e. have received both doses) by 26 November 2021.
The details state clearly that this includes all of us in essential services working in media, written
as: "journalist and media services", under which 3BBR operations fall. 3BBR is obliged to provide
a safe working environment for all volunteers.
Policies:
1. 3BBR is required to implement Victorian Government mandates and requires all volunteers and
presenters, that wish to have access to the station, to provide evidence of their vaccination
status (see below for suitable evidence) in accordance with the Chief Medical Officers, or
Government, directives as currently exist.
2. 3BBR will record relevant information to satisfy this mandate, i.e. name of person, vaccination
status etc (as provided by the individual). We will maintain this with other personal information
in compliance with privacy laws and only use the information for the purpose of demonstrating
compliance with the Victorian Health Directions.
3. 3BBR will continue to facilitate the pre-recording of programs as it has during the course of the
pandemic.
4. All broadcasters wanting to participate in 3BBR live programming must have received their
first and second doses by the dates specified by the State Government, or be fully vaccinated
before returning after the cutoff date. (see below information on getting vaccinated).
5. As per the Chief Health Officers orders (Part 2 Section 5), and to maintain a safe workplace,
3BBR cannot allow non-vaccinated people to attend the station. You will be able to continue to
present programs as per 3. above.
6. A person who provides falsified vaccine evidence is breaking the law and will be expelled from
West Gippsland Community Radio Inc.
7. Studio guests must be fully vaccinated to the government-mandated expectation, and the
presenter needs to be shown evidence of such, or valid exemption from such. Any limits on
guest numbers determined by the Board must also be observed.
Procedures:
Email a copy of your vaccination certificate to president@3bbrfm.org.au
If you have any concerns about this policy, need some support to comply with this policy, have a
medical exemption or cannot meet the requirements of this policy for any other reason, please
contact the 3BBR president via email president@3bbrfm.org.au.
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ADDITIONAL INFORMATION:
Getting Vaccinated:
You can book a vaccine appointment at a Victorian Government vaccination centre by:
•

calling the Coronavirus Hotline on 1800 675 398. For an interpreter, press 0. Also call the
hotline if you want to cancel an appointment

•

using the online booking system. Learn about how to use the COVID-19 online booking
system

•

if you or the person that you are booking has a disability and needs additional support to get a
COVID-19 vaccine, please visit: Vaccination information for people with a disability, carers,
volunteers and disability support workers.

You can book a vaccine appointment at a participating doctor’s clinic, pharmacy or community
health service through the vaccine clinic finder.
Vaccine Evidence:
3BBR is required to maintain evidence of your vaccine status as per the Chief Health Officers
directive (see part 2).
You will need to provide 3BBR with a copy of a Covid-19 vaccination certificate, which can be
downloaded from the Services Australia website.
Medical Exemption:
You may be exempt if you are unable to be vaccinated because you have a medical contraindication
as determined by ATAGI clinical guidance. However, 3BBR must balance the exemption against
the requirement to maintain a safe workplace. Under the Chief Health Officers directive that could
mean working from home as per point 3. in the policies above.
You will need evidence from a medical practitioner about this such as a medical certificate or a
letter. 3BBR must sight and record evidence of this exemption from one of the following
authorised medical practitioners:
•
•
•
•
•
•
•
•
•
•

general practice registrars on an approved 3GA training placement
public health physicians
general physicians
infectious disease physicians
clinical immunologists
gynaecologist
obstetrician
GPs who are vocationally registered
GP who is a fellow of the Royal Australian College of General Practitioners
GP who is a fellow of the Australian College of Rural and Remote Medicine

Additional Documents:
Chief Health Officers direction: https://www.dhhs.vic.gov.au/sites/default/files/documents/202110/
covid-19-mandatory-vaccination-(workers)-directions.pdf
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Child Protection
RATIONALE:
The purpose of this Policy is:
1. To prevent child abuse within West Gippsland Community Radio Inc.
2. To work towards an organisational culture of child safety.
3. To ensure that all parties are aware of their responsibilities for identifying possible
occasions for child abuse, and for establishing controls and procedures for such abuse and/
or detecting such abuse when it occurs.
4. To provide guidance to members, volunteers and contractors as to action that should be
taken where they suspect any abuse within the organisation.
5. To provide a clear statement to members, volunteers and contractors forbidding any such
abuse.
6. To provide assurance that any and all suspected abuse will be reported and fully
investigated.

DEFINITIONS:
A 'child' is a person who has not reached the age of eighteen years.
'Child abuse' means all forms of physical abuse, emotional ill-treatment, sexual abuse and
exploitation, neglect or negligent treatment, commercial (eg for financial gain) or other exploitation
of a child and includes any actions that result in actual or potential harm to a child.
'Child sexual assault' is any act which exposes a child to, or involves a child in, sexual processes
beyond his or her understanding or contrary to accepted community standards, and includes actions
deliberately undertaken with the aim of befriending and establishing an emotional connection with
the child to lower the child's inhibitions in preparation for sexual activity with the child.
'Reasonable grounds for belief' is a belief based on an objective assessment of the facts as
observed or reported. It is not the same as having proof, but a reasonable belief may be formed as
a result of a statement by a child that they have been physically or sexually abused; that they know
somebody who has had such an experience (they may be talking about their own experience);
someone who knows the child states that the child has been physically or sexually abused; there are
any behavioural signs of sexual or physical abuse.
REPORTING AND INVESTIGATION:
A person who has formed a reasonable belief as defined above must report that belief to a Member
of the Board, who will ensure that the report is passed on to the President. The President or a
person appointed by the President will investigate the circumstances of that person's knowledge,
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and reason for forming the belief. The parents will be informed of the investigation by the
President, or by a person appointed by the President.
A child who discloses sexual or physical abuse must be treated with respect, but the person to
whom such behaviour is reported is entitled to ask for details of the alleged assault, including
times, places, identities, and witnesses.
The child may be further questioned by the President, or the delegated person.
The President or delegated person is obliged to inform the person who has been named as having
abused the child; or any witnesses that have been named by the child or the informant.
All parties are entitled to up-to-date feedback on the progress of the investigation.
If the President forms a reasonable belief that such an abuse has occurred, or is likely to have
occurred, the police must be notified.
If the police are notified, it is the duty of all members, volunteers and contractors to co-operate
fully with the investigation.
Every effort will be made to keep any investigation confidential.
If an external investigation finds reason for legal action, the Board reserves the right to submit the
matter to a Discipline Sub-Committee for internal action under Clauses 19-24 of the 3BBR Rules
of Association.
The President will ensure that a full record is kept of reports, investigations, and outcomes.

RESPONSIBILITIES OF MEMBERS, VOLUNTEERS AND CONTRACTORS:
All people involved in the induction, training and supervision of children on behalf of West
Gippsland Community Radio, and all adults present while a child is on the premises, will:
1. Establish and maintain a child-safe environment in the course of their work.
2. Treat children with respect, and value their ideas and opinions. Children will also treat other
members with respect.
3. Act as positive role models in their conduct with children.
4. Respect the privacy of children and only disclose information to people who have a need to
know.
5. A person working directly with the child must have Working with Children accreditation, or
be supervised by another member with this accreditation.
It is unacceptable to:
1. Shame, humiliate, oppress, belittle or degrade children.

3BBR 103.1FM — POLICIES, GUIDELINES AND PROCEDURES

70

2. Unlawfully discriminate against any child.
3. Engage in any activity with a child that is likely to result in physical or emotional harm.
4. Initiate unnecessary physical contact with a child.
5. Develop a 'special' relationship with a specific child to satisfy their own needs.
6. Show favouritism through the provision of gifts or inappropriate attention.
7. Arrange contact, including online contact, with a child outside of the organisation's
programs and activities.
8. Photograph or video a child, or put a broadcast to air of a child, without the consent of the
child and his/her parents or guardians.
9. Work with a child or children while under the influence of alcohol or illegal drugs.
10. Engage in open discussion of a mature or adult nature in the presence of a child or children.
11. Use inappropriate language in the presence of a child or children.
12. Do anything which is in contravention of this policy.

BROADCASTING:
Once a child has been trained and accepted as a presenter, a parent must be present whilst the child
is broadcasting, whether the child is alone in the studio, or with others of any age.
A child will not be allocated a program time after 8pm.

History:
Drafted 15/12/16
Electronically submitted to the Board for approval 19/12/16
Displayed for comment for three months.

DOCUMENTS RELATED TO THIS POLICY:
Child Protection Toolkit published by Our Community Pty Ltd
West Gippsland Community Radio Inc. Rules of Association
West Gippsland Community Radio Inc. Standing Orders
West Gippsland Community Radio Inc. Volunteer Policy
West Gippsland Community Radio Inc. Disciplinary Procedure
West Gippsland Community Radio Inc. Privacy and Confidentiality Policy
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Bullying and Sexual Harassment
INTRODUCTION:
West Gippsland Community Radio Inc. (3BBR FM) aims to provide a safe and healthy work
environment, in which all volunteers and workers (referred to as “workplace participants”) are
treated fairly, with dignity and respect. Bullying and sexual harassment (further referred to as “such
behaviours”) are risks to health and safety in the workplace, and will not be tolerated by 3BBR FM.
PURPOSE:
This Policy outlines 3BBR FM’s commitment to a safe workplace. It also details the legal
responsibilities of 3BBR FM and workplace participants in relation to preventing such behaviours
in the workplace.
DEFINITIONS:
In this policy, the term “workplace participants” is used to include officers, Board members,
employees, volunteers and contractors.
Workplace bullying is repeated, unreasonable behaviour by an individual or group of individuals,
directed towards a work place participant or a group of work place participants that creates a risk to
health and safety. It includes both physical and psychological risks and abuse.
Sexual harassment is any unwelcome sexual advance or other unwelcome conduct of a sexual
nature which causes a person to feel offended, humiliated or intimidated and where that reaction is
reasonable in the circumstances.
LEGAL RESPONSIBILITIES:
Everyone is obliged to preserve health and safety in the workplace.
Under Australian health and safety legislation 3BBR FM must minimise any risks to health and
safety in the workplace. Workplace participants are also required under the same legislation to
take reasonable care for their own health and safety, as well as that of others at their workplace.
POLICY:
a. The 3BBR FM Board has a responsibility to ensure that any allegations of bullying and sexual
harassment will be investigated promptly, thoroughly, and fairly. Complaints Allegations will
be treated in confidence, and all parties will be treated with respect.
b. The person against whom an allegation is made has the right to natural justice – that is, the right
to know what is alleged against them, the right to put their case in reply, and the right to an
impartial decision-maker.
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c. This policy deals with identifying and eliminating objectionable workplace behaviour and
developing attitudes to avoid it and procedures to deal with incidences. It should be read in
conjunction with the 3BBR FM Complaints Policy and the Rules of Association – (Division 3 –
Grievance Procedure).
Bullying includes, but is not limited to:
a) verbal abuse
b) excluding or isolating another person/s
c) humiliation through sarcasm, constant criticism or insults
d) displaying written or pictorial material which may degrade or offend
Sexual harassment can be experienced by both men and women, and includes, but is not limited
to:
a) Intrusive enquiries into a person’s private life
b) Reference to their physical appearance or sexuality
c) Unwanted brushing against another person’s body, body touching or physically molesting a
person
d) Pornographic or offensive posters, handouts or screen savers
e) Sexual jokes, innuendos or anecdotes
Intentions are irrelevant. Actions which are not intended to offend or threaten will be offences if
they have that effect on the victim.
All members have a right to seek further assistance from the Victorian Equal Opportunity and
Human Rights Commission in resolving such behaviours.
The principles set out in this policy are intended to apply to any 3BBR FM related context,
including work sessions, social functions, meetings, conferences and excursions.
Behaviour that directly inflicts physical pain or harm amounts to assault and will not be dealt with
under this policy (refer to Procedure Clause 5 below).
PROCEDURES:
1. If you feel you are suffering such behaviours, you should make the perceived offender/s aware
that their behaviour is offensive, and unacceptable, and that it needs to stop immediately.
2. Where the behaviour continues, or you feel unable to speak directly to the perceived offender,
report the matter to the Secretary or the President immediately.
3. The President or a delegate, will support you and investigate your wishes in relation to the
allegations with a view to settling the matter through counselling and conciliation.
4. You may opt to submit a written complaint and have the matter dealt with in accordance with
3BBR FM’s Complaints Policy.
5. Some forms of severe bullying or harassment, for example, physical attack or obscene phone
calls, may constitute criminal conduct and should be handled by the criminal justice system.
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Complainants will be advised of the option of police intervention. It is the obligation of the
complainant to report such matters to Victoria Police.
RESPONSIBILITY:
The Board is responsible for developing, implementing, reviewing and publishing this policy. This
includes:
a) all reasonable steps being taken to eliminate such behaviours
b) fostering an environment that discourages these behaviours, and setting an example by their
own conduct
c) all complaints being treated promptly, seriously and confidentially
d) corrective action when they become aware of any offensive action
e) guidance and education provided after decisions relating to such behaviours.
The President is responsible for ensuring that 3BBR FM’s Bullying and Sexual Harassment Policy
is complied with and that any complaints arising from alleged bullying and sexual harassment are
handled in accordance with 3BBR FM’s Complaint Policy and Rules of Association – Grievance
Procedure.
The Secretary is responsible for:
a) receiving and responding to enquiries about this policy
b) receiving complaints about such behaviours and for bringing a complaint to the immediate
attention of the President.
It is the responsibility of all members to ensure that:
a) they understand and are committed to the rights of all members to attend 3BBR FM
premises and activities without fear of such behaviours
b) they help foster an environment that discourages such behaviours.
History:
This policy was adopted by the 3BBR FM Board on the 30th October, 2019
Revised 17 Jan 2020.
Review:
This policy will be reviewed and updated where necessary, and as part of the overall policy review
undertaken following the Strategic Planning review cycle.
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APPENDIX
3BBR Program Proposal Form (Dec 2021)

Presenter / Program / Show
Proposal Form
We will ask you to present this form at a "Welcome" interview. Here, you can ask questions relating to
this form and about 3BBR. Please make sure you send us a copy beforehand, details at the end of the
form!

1. Name:
2. Have you paid the training levy of $55.00?
! Yes

! No, then use: Community Bank Drouin (Bendigo Bank)
Account: West Gippsland Community Radio Inc.
BSB: 633-000 Account No: 1371-72-110

3. Your details:
Home Address:
Mobile Phone:
Home Phone:
Email:

4. Proposed program name:
5. Description of show / format:

6. Do you have any previous radio / media experience?
! Yes - If so, please outline what and where, and provide examples where
possible

! No

7. Sample Playlist / Running Sheet:
Please attach an example playlist that would represent 30 minutes of your show
Please scan and email to production@3BBRFM.org.au and / or post to:
3BBR FM, PO Box 350, Drouin, 3818 marked "For the attention of The Production Team"
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8. What are the preferred days of the week / times of the day for your show?
! Monday

! 06:00 - 09:00

! Tuesday

! 09:00 - 11:00

! Wednesday

! 12:00 - 14:00

! Thursday

! 14:00 - 16:00

! Friday

! 16:00 - 18:00

! Saturday

! 18:00 - 20:00

! Sunday

! 20:00 - 22:00
! 22:00 - 00:00
! 00:00 onwards

Note: You may be asked to "fill in" on another show due to holidays / sickness etc.
9. Are you a current 3BBR full member?
! Yes

! No

I wish to apply to become a presenter with 3BBR FM, based on the information given here and
confirm all details on this form are correct. I have also read the "3BBR Presenter Agreement" and
will complete this form at my interview.
Signed:

_______________________________________

Print Name: _______________________________________
Date:

_______________________________________

Kind Regards
3BBR Programming & Production

Office Use Only

Date Received ______/______/ 202_

!

Additional Info Attached? Yes / No

Action Req.

!

!

Board Approved

Yes / No

Please scan and email to production@3BBRFM.org.au and / or post to:
3BBR FM, PO Box 350, Drouin, 3818 marked "For the attention of The Production Team"
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3BBR Presenter Agreement

3BBR Presenter Agreement
Program Scheduling:
Programming on 3BBR is scheduled in 12 monthly cycles, commencing on 1 July. Each show will need to
reapply to be included in the next year’s programming. There is no automatic rollover process and no
guarantees of inclusion in the programming grid.
Fees:
Before new presenters can go to air, they must be fully paid up members and complete a training
schedule. A training fee for this service exists which is currently $55 as at May 2021. This must be paid
before any training can commence. Ongoing training for on-air presenters is free of charge.
Program Conditions:
Financial
Membership

All presenters, regular co-presenters, and regular guests must be financial
members. No program can proceed without current membership

Show
Sponsorship
Volunteer Work

We encourage you to attract a Show Sponsorship. This will reflect most
favourably on your annual show application.
Each presenter must volunteer an extra 2 to 4 hours per year. This is
outside of their show and show preparations. Examples such as assisting
with special events / outside broadcasts / fund raising / mowing / cleaning
etc.
Presenter
You are required to attend at least 50% of presenter meetings held in each
Meetings
calendar year. Failure to do so will result in suspension of your program(s)
Program Duration Standard daytime programs are a maximum of two hours. The only time a
program may extend beyond two hours is after 6pm, at weekends, and
special approved by the Board. Programs are required to run weekly.
Program Renewal The right to broadcast a program is automatically renewed unless advised
by the Station that scheduling will not be renewed for the program.
Notification will be by phone and email with a period of 13 weeks notice.
Where notice has been provided that a program will discontinue presenters
may opt to discontinue their programming immediately
Community
Any presenter with more than one program may have to relinquish the
Equity
additional programs depending on new applications received. Where
possible the presenter will retain their preferred timeslot.
Code of Conduct
Each presenter is required to follow the 3BBR Code of Conduct
Procedures
Each presenter is required to follow the 3BBR Procedures
Smoking / Drugs / All presenters (and their guests) are advised that smoking / drugs / alcohol
Alcohol
consumption is strictly prohibited anywhere on the entire 3BBR Drouin
premises. Presenters will be held responsible for their guests. Breaches of
this rule puts 3BBR’s lease at serious risk and will result in the immediate
termination of the presenter’s show.
Do you agree to have your program / personal details, photographs etc. made available on our website
and online socials? Yes / No
and I understand & accept the 3BBR Presenter Conditions:
Name:

Signature:

Emergency Contact Name:

Emergency Contact Tel. No.:

Date:

Please list any Medical Conditions that you feel we should know about:
Please scan and email to production@3BBRFM.org.au and / or post to:
3BBR FM, PO Box 350, Drouin, 3818 marked "For the attention of The Production Team"
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Program Renewal Application

Program Renewal
Application
3BBR needs to record extra and updated information for presenters. This form is also your
annual program renewal application and helps us to identify if you are happy with your
current time slot(s). Please remember that presenting on the radio is a privilege, not a right.
As new applications for presenting are received, the information provided here will assist the
programming committee.
To help us improve our records we would like you to fill out this short questionnaire.

1. Name:
2. Are you an active presenter?
! Yes

! No

3. Has any of the following changed in the last year?
! Address

New:

! Mobile Phone

New:

! Home Phone

New:

! Email

New:

4. Does your show have a title?
! Yes - if so what?

! No

5. Does your show have a SPONSOR?
! Yes - if so who?

! No

6. What are the broadcast times of your show?
Day of week

Time (From - To)

Day of week

Time (From - To)

7. Is your current time slot OK? If not, what would be your preference?
! Yes

! No, my preference would be:

Mail: PO Box 350, Drouin, 3818 | Telephone 5625 1103 | Email production@3bbrfm.org.au
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8. List all activities that you have performed on behalf of 3BBR in the past
year. This does NOT include presenting!
!
!
!
!
!
!

9. Are you aware of our Presenters Agreement and Codes of Conduct?
! Yes

! No

10. Are you aware of our Complaints Policy?
! Yes

! No

11. Do you know whom to contact if you have any issues or concerns?
! Yes

! No

I wish to apply for continuation as a presenter based on the information given here
and confirm all other details on this form are correct.

Signed:

_______________________________________

Print Name: _______________________________________
Date:

_______________________________________

Thank you for taking the time to fill out our questionnaire.
Kind Regards
3BBR Programming & Production

Office Use Only

Date Received ______/______/ 202_

!

Additional Info Attached? Yes / No

Action Req.

!

!

Board Approved

Yes / No

Mail: PO Box 350, Drouin, 3818 | Telephone 5625 1103 | Email production@3bbrfm.org.au
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