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Arun Sunshine Group (ASG) Communication Policy 

Purpose

This policy sets out how ASG communicates with its stakeholders, including beneficiaries, members, funders, the public, and the media. It ensures communication is clear, consistent, inclusive, and aligned with the charity’s mission and values.

Scope

This policy applies to:

· Staff

· Volunteers

· Trustees

· Contractors or partners representing ASG
Guiding Principles

· Clarity: Use plain, accessible language.

· Respect: Communicate with kindness and respect for diversity.

· Honesty: Be truthful and transparent.

· Consistency: Ensure messages align with the charity’s goals and values.

· Confidentiality: Protect personal and sensitive information.

Internal Communication

· Use email, shared documents, and meetings to keep staff, trustees, and volunteers informed.

· Key updates will be shared in monthly team or trustee meetings.

· All team members are encouraged to raise concerns or suggestions respectfully.

External Communication

5.1 With Beneficiaries and Members:

· Keep communication accessible (language, format, technology).

· Offer clear contact methods (email, phone, in-person drop-ins if relevant).

· Respond to enquiries within 5 working days.

5.2 Public and Funders:

· Use newsletters, reports, and social media to share impact and updates.

· Communications must be approved by the manager or a trustee before publication.
· Produced inline with agreed image usage
5.3 Press and Media:

· Only the designated spokesperson (e.g., Chair or CEO) may speak to the media on behalf of the charity.

Social Media

· Posts must reflect the charity’s values—no offensive, political, or misleading content.

· Only authorised staff/volunteers may post from official accounts.

· Personal social media use should not bring the charity into disrepute.

Confidentiality and Data Protection

· Do not share personal or sensitive information without consent.

· Follow GDPR and the charity’s data protection policy.

 Crisis or Incident Communication

· In a crisis (e.g., safeguarding issue, negative publicity), all external communication must go through the Chair or designated spokesperson.

· Do not respond publicly or on social media without approval.

Monitoring and Review

This policy will be reviewed annually by the trustees or sooner if needed.
 Policy Review

This policy will be reviewed annually or in response to changes in legislation or best practice.
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