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Purpose 
This policy/procedure outlines the necessary requirements for the production of NSW CAG’s publications, including updating, deleting or changing the NSW CAG website, the E-News and newsletter. 
1 General

a) All publications must be approved by the Executive Officer or their delegate prior to release.
b) All publications must be consistent with the purpose, vision, values and strategic plan of the organisation.

c) All requests to advertise for the recruitment of participants for research must be accompanied by the completed Research Advertising Form.

d) Research must have received human research ethics approval before NSW CAG will advertise for the recruitment of participants for the research.

e) All contributions to NSW CAG’s publications, including requests to advertise consumer consultations, stakeholder consultations and enquiries, must be approved by the Executive Officer or their delegate prior to publication.

f) NSW CAG retains the right to not include any contribution or request for advertisement in their publications. 

g) Any contribution that is considered to be contrary to the purpose or values of the organisation will not be included in any of NSW CAG’s publications. 

h) NSW CAG may amend contributions prior to publication. NSW CAG will endeavour to seek the approval of the contributor for any proposed amendments prior to publication.

2 NSW CAG Website
a) NSW CAG’s website is hosted by the Mental Health Association.   
b) NSW CAG’s website is primarily an information contact point for the organisation and as it does not have dedicated website resources, changes, additions or deletions can only be made at certain times.     
c) For internal purposes, the website will be updated as needed, but at least once a month.

d) For external requests for additions to the website, the website will be updated once a month, at the end of each month. 

e) For external requests, only information and a website address link will be added to the NSW CAG website. No documents from external organisations will be added to the NSW CAG website. 

f) Information that may be published on NSW CAG’s website includes:

a. Updates and information on NSW CAG’s work

b. Opportunities for participation, including research participation, events, conferences, forums, consultations, inquiries, training, positions vacant

c. Updates on research related to consumer participation and mental health systemic advocacy

d. Information pertaining to state and national:

i. Mental health policies

ii. Mental health legislation

iii. Any policy that impacts upon mental health consumers

e. General information relating to systemic advocacy and consumer participation

g) Specific information from external organisations will be included on the website:

a. Until the event has occurred

b. In all other cases, for one month.

h) All changes, additions or deletions to the NSW CAG website, must be approved by the Executive Officer.   
3 NSW CAG E-News

a) NSW CAG’s E-News is produced weekly, with the exception of the month of January when it is not produced.

b) E-News is sent out to all people on Network NSW who have an email address on the Tuesday of each week.

c) Contributions to E-News must be received by the Executive Support Officer by close of business on the Monday prior to the publication.

d) Unless otherwise arranged, contributions from external organisations will be included for two weeks. 

e) Information that may be published in NSW CAG’s E-News includes:

a. Updates and information on NSW CAG’s work

b. Opportunities for participation, including research participation, events, conferences, forums, consultations, inquiries, training, positions vacant

c. Updates on research related to consumer participation and mental health systemic advocacy

d. Information pertaining to state and national:

i. Mental health policies

ii. Mental health legislation

iii. Any policy that impacts upon mental health consumers

e. General information relating to systemic advocacy and consumer participation

f) A copy of all each E-News edition is to be kept on file in hard and soft copy.

g) The E-News will be made available through NSW CAG’s website.

4 NSW CAG Info-Link Newsletter

a) NSW CAG Info_Link is NSW CAG’s newsletter that is produced quarterly.

b) NSW CAG Info_Link is to be:

a. Placed on the website

b. Included as a link in the next two editions of E-News

c. Sent in hard copy to all people on Network NSW who either do not have an email address or who have requested a hard copy

c) Contributions for NSW CAG Info_Link are to be sought from consumers through advertising via the E-News, consumer networks, Consumer Workers and other such means.

d) Contributions for NSW CAG Info_Link are to be provided by:

a. Policy Team – updates on consultations, submissions, projects, state and national policies

b. Committee Representatives – on the progress and work of the committee on which they sit; approval may need to be sought from the relevant secretariat and/or chairperson for publication

c. Project Teams – updates on projects
d. Executive Officer – Executive Officer’s report, updates on projects

e. Chairperson – Chairperson’s report

e) Contributions for NSW CAG Info_Link are to be received by the Executive Support Officer by the nominated due date for inclusion.

f) Information that may be published in NSW CAG Info_Link includes:

a. Updates and information on NSW CAG’s work

b. Opportunities for participation, including research participation, events, conferences, forums, consultations, inquiries, training, positions vacant

c. Updates on research related to consumer participation and mental health systemic advocacy

d. Updates from consumer networks, consumer workers

e. Information pertaining to state and national:

i. Mental health policies

ii. Mental health legislation

iii. Any policy that impacts upon mental health consumers

f. General information relating to systemic advocacy and consumer participation and NSW CAG’s focus for advocacy for the year

g. Individual’s stories relevant to participation, systemic advocacy or NSW CAG’s focus for advocacy for the year

h. Consumer views relating to systemic advocacy issues

g) A copy of each edition of NSW CAG Info_Link is to be kept on file in hard and soft copy.

FORMS:

Research Advertising Form
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