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Media Procedure

Section 1 - Purpose

(1) This Procedure:

a. gives effect to the Brand and Reputation Policy;

b. prescribes the management of UOW media activity; and;
c. supports UOW's ability to protect and enhance its brand and reputation.

Section 2 - Scope

(2) Words and phrases used in this Procedure and not otherwise defined in this document have the meanings they
have in the Brand and Reputation Policy.

(3) This Procedure shares the same application and scope as the Brand and Reputation Policy.

Section 3 - Media Communications Activities

(4) All media liaisons will be handled by the Media and Public Relations Team. The team will engage with UOW subject
experts, senior management, staff and students to write, approve and distribute all media releases. The Media and
Public Relations Team will also provide advice and training to Staff in dealing with the media.

(5) All media enquiries must be referred to the Media and Public Relations Team to allow a timely, accurate response.
(6) The Chancellor is approved to issue statements on behalf of Council.

(7) The Chancellor, Vice-Chancellor and President, and members of the Senior Executive, or other approved officers of
the University as specified in the Delegations of Authority Policy and/or in resolutions of Council are authorised to
issue statements on behalf of the University and approve the issuing of public statements by specific UOW staff.

(8) The Vice-President Operations is authorised to approve use of the University's name by third parties.
Notifying the Media and Public Relations Team

(9) The Media and Public Relations Team must be informed of events that may attract the attention of media outlets,
including events with UOW involvement, members of the media approaching Staff for comment, or Staff wishing to
speak to the media.

(10) The Media and Public Relations Team must be advised of any expected media visits or upcoming media
opportunities as soon as possible and at least a week prior to the media visit/opportunity.

(11) The Media and Public Relations Team must be advised of any issues that may become contentious or of interest
to the media.
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Media releases

(12) UOW media releases must only be issued by the Media and Public Relations Team to ensure:

a. the content is professionally written in journalistic style;
b. the timing of the story's release is appropriately coordinated with other UOW media activities;
c. the content is correct and appropriately authorised for release.

(13) The Brand, Marketing and Communication Division will assist with managing content and the availability of
spokespersons in response to media enquiries.

Staff comment to the media

(14) Staff authorised to represent UOW in the media are representatives of UOW and must act in accordance with all
UOW policies regarding authorised spokespersons, including but not limited to, the Use of the University Name in
Public Statements Policy and the University Code of Conduct and the Brand Approvals Procedure. This includes
disclosing their official position.

(15) Where media opportunities are identified, staff are encouraged to engage with the media to share their expertise
on matters of community interest.

(16) When communicating to the media as a representative of UOW on a matter within their area of expertise,
academic staff and Directors/Chief Officers must state that they are an employee of UOW. The staff member can also
name the relevant division, academic unit or research group to which they belong.

(17) Staff must contact the Media and Public Relations Team for advice on how to represent themselves to the media
and seek advice and how to prepare for a media interview.

(18) The University is committed to the principles of academic freedom as defined in the University of Wollongong
(Academic Staff) Enterprise Agreement, 2023. Comments made by staff that are not within their area of expertise, or
in circumstances where that Staff member is not speaking as a representative of UOW, must be made in that Staff
member's private capacity. The staff member must state that the comments made by them are personal opinions.

Student comment to the media

(19) Students selected to be speak to the media as representatives of UOW must do so in accordance with the Use of
the University Name in Public Statements Policy, Brand Approvals Procedure and the Student Conduct Rules.

(20) Students must seek advice from the Media and Public Relations Team on how to represent themselves to the
media and how to prepare for a media interview.

Section 4 - Roles and responsibilities

(21) The Media and Public Relations Team within the Brand, Marketing and Communication Division is responsible for
managing all media relations for UOW and its entities, research centres and activities.

Section 5 - Definitions
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Word/Term Definition (with examples if required)

Free or paid services and products that publish news, information or entertainment to audiences in
Australia and/or other countries. Such services and products include printed publications such as

Media newspapers and magazines; television and radio broadcasting services; and online and digital products
and services such as websites, email newsletters (e-newsletters), blogs, webcasts, streaming services,
podcasts, vodcasts, online magazines and e-publications.

?rzzcéiﬂc As defined in the University of Wollongong (Academic Staff) Enterprise Agreement, 2023.
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Status and Details

Status Current

Effective Date 13th December 2023

Review Date 13th December 2028

Approval Authority Chief Operating Officer and Vice-President Operations
Approval Date 13th December 2023

Expiry Date Not Applicable

Joe Chicharo

Responsible Executive Deputy Vice-Chancellor (Growth and Global)

Lorna Farrar

e G Chief Communications and Marketing Officer

Enquiries Contact Brand, Marketing and Communication Division
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