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Policy statement
USHA will actively communicate with member institutions, their staff and students, leaders, decision-makers, like-minded groups, organisations, associations and strategic allies in an open, professional and consistent manner
By doing so USHA will: -
· Continue its mission of promoting excellent health and safety in higher education;
· Support, influence, develop, facilitate, deliver and drive continuous improvement health and safety; and
· Abide by its terms of reference and Articles of Association.

Strategy
There are three main vehicles for communication:
· Face-to-face meetings, including via interactive media such as Skype
· Oral/aural conversations, including via telephone and conference calls
· Electronic and interactive platforms – e.g. the web site, email (including HASNET) and social media
Whilst the first two are undoubtedly important in delivering the mission – particularly when seeking to persuade or influence – and in steering and governing the Association, electronic and interactive platforms deliver internal and external communications across USHA’s areas of work. This strategy focuses mainly, but not exclusively, on these platforms and the ways in which they are used.
1. Web Site
USHA Central Services will administer the website and take day-to-day responsibility for its content, including the removal of any out-dated or superfluous information and checking for inaccuracies, corruptions, broken links etc.
Group chairs and local network group coordinators will have access to maintain their own pages of the web site.
USHA will ensure the website is:
· Secure;
· Accessible over all devices and platforms; and
· Subject to a critical review (audit) annually. 
· Major events will have dedicated websites.
The web site will be the primary source of information for members. Where emails and social media are used to direct members these will include hyperlinks to the respective resource within the website.
2. Email and HASNET
HASNET is the primary means by which: -
· USHA communicates with its membership;
· Those within individual member institutions communicate with the wider USHA membership; and
· USHA Central, USHA’s groups, and the Executive Board communicate amongst themselves. Use of HASNET is governed by the JISC digital services.
HASNET, with its various lists, is a “unique selling point” for USHA. It is often cited by members as
the greatest benefit of USHA membership.
All HASNET lists are administered by USHA Central, overseen by the Secretary. HASNET lists will be created as the need arises; redundant lists will be closed.
3. Social Media
USHA will use social media as appropriate to promote its events and activities. USHA is currently active on Twitter and Facebook only.
a. Twitter
Access to ‘tweet’ is restricted to USHA Central and the current Executive Board.
b. Facebook
This is moderated by USHA Central, overseen by a nominated Board member.
4. Press and e-media releases
Significant events, developments and activities will be publicised subject to Board approval. All releases and comments to the media will be made by the Board member with dedicated responsibilities (Executive Development Officer, EDO) after sanction from the Chair, Vice-Chair or Secretary (in order of availability).
Where interviews with the media requiring technical knowledge beyond the expertise of the EDO are necessary, these will be made on behalf of the association by the Chair, Vice-Chair, Secretary (in order of availability) or another appropriate person appointed to do so and appropriately briefed by one of the aforementioned Officers.
5. Communications with members/stakeholders
a. Chair’s festive message
The Chair of USHA will release an annual communication to all members, associates, affiliates and other partners at the festive break. The purpose of this message is to reflect on the previous year’s activities and communicate USHA’s plans for the following year.
b. Annual General Meeting
All papers, requests and voting instructions will be communicated via HASNET-USHA as stipulated in USHA’s Articles of Association and detailed in the Terms of Reference. Access to all papers will be via links on the USHA web site. Annual Reports will be given at the AGM by the Chair, the Resources Officer and the Secretary.
c. News and all information on members’ activity
All Groups are encouraged to publicise their activities via the USHA web site, where a dedicated news page will be maintained and refreshed regularly. Members will be alerted via HASNET and social media platforms.
d. Updates and communications between Board/USHA Central and Group Chairs/Representatives
Regular reports will be provided to the Board via the Director assigned to the Group or Project. From time to time, Group Chairs may be invited to attend a Board Meeting.
e. Annual Report
An annual report will be produced with the aim of informing stakeholders within the HE Sector of USHA’s progress towards its current strategic aims, and USHA’s activities that affect or involve the sector as a whole, or any of its other stakeholder associations.
6. Events
a. Calendar
A two-year rolling calendar of all USHA events and meetings will be maintained and published on the web site by EDO. When major events are added, they will be publicised on the most appropriate HASNET list via a message which will also contain a link to the calendar. Updates will also be provided on social media.
b. Planning and Communication;
In order to prioritise resources, all events will be pre-planned and approved by the Board. Communication of Board decisions on proposed events will be given in writing by the Secretary as soon as practicable after the meeting at which the decision is made.
c. Link with the Project Support Policy
With the exception of the Annual Conference and AGM, all events are Projects under the Project Support Policy. Proposals must be submitted in accordance with that policy.
d. Roles and responsibilities for event management
A Board Director will be given the lead accountability for each event on approval. Responsibility for detailed planning and management is as follows:
· The Project Lead (i.e. the person proposing the event) is responsible for making a proposal under the Project Support Policy that includes inter alia:
· the overall quality of the event
· the technical content of the programme
· specifying the requirements of the venue
· specifying speaker names or profiles
· remaining within agreed budget
· secured or potential funding sources (other than forecast delegate attendance charges)
· The USHA Executive Officer is responsible for
· Monitoring and forecasting event spend and revenue
· Venue sourcing & programme design
· Marketing
· Arranging speakers, presenters, scripts and all communication
· All delegate information – booking, accommodation etc. and customer service pre-, during and post-event
· Sourcing and managing all event contractors – AV, photographer, event team etc.
· Event branding and livery
· Overseeing the smooth running of the event
7. Branding
The Executive Board will keep under review the appropriateness of the current logo and any strapline.
a.  Rules for use of branding and logo
The use of the USHA logo on material must be approved by the Executive Officer and/or Executive Board and use of the logo published on the USHA web site.
8. Consultation exercises
USHA will be as open and transparent as possible, and undertakes to consult with the following – directly where appropriate, and by publicising via the USHA web site, HASNET and/or social media as a minimum:
· Members
· USHA’s Groups
· Other stakeholders
USHA will consult on the following, inter alia:
· Sector Health & Safety Guidance
· Proposals by HSE and others, when USHA’s views are sought by the publisher
· Changes to USHA’s Articles of Association or Terms of Reference
· Changes to the costs and benefits of USHA membership, association or affiliation
9. Other associations
In line with USHA’s current strategy, we will seek to work collaboratively with all relevant sector Associations to achieve optimum outputs and to reach others in the sector whose primary focus is not necessarily health, safety and wellbeing. Where issues arise in which USHA’s members and their representatives expect USHA’s involvement, we will take the lead in communicating and collaborating with other relevant stakeholder Associations until and unless a more appropriate lead body can be identified and agreed.
10. Local Networking Groups
· A nominated Board Director will engage with and support each local networking group and attend a group meeting at least annually.
· The nominated networking group coordinator will maintain and update that group’s web
page with inter alia:
· Agendas and minutes
· Group activities
· The nominated networking group coordinator is also responsible for maintaining communication with USHA Central Services, and for distributing Board Communications and minutes received.
· A HASNET list is available for each Local Networking Group to use as its main email communication list.
11. Board Communications
The Board shall meet at least three times per annum as required by USHA’s Terms of Reference. Normally, agendas will include the following reports:
· Chair’s Report
· Secretary’s Report
· Resources Officer’s Report
· Group Reports
When urgent business arises between Board meetings, discussions will take place between the Board Officers and other Board Members. However, decisions cannot be ratified until a quorate Board meeting takes place, whether face-to-face or “virtual”.
12. Policies & Codes of Practice
All USHA policies will be reviewed regularly and amended as necessary. A central register of policies and other key documents will be maintained by USHA Central Services.
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