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       COMMUNICATION GUIDELINES 2026-2027 

Welcome to our Communication Guidelines. This document outlines the processes for promoting 
ABAi events and activities, connecting with our community, and sharing interesting external arts 
activities, while explaining how we use our communication platforms.  

All ABA members undertaking communication on behalf of ABAi must abide by the guidelines. 

Our  objectives are to:  

●​ Communicate and promote ABAi activities and events to the region, members and subscribers 
●​ Engage with members and volunteers 
●​ Support and promote aligned arts events, including regional arts initiatives, and opportunities. 

 

Communications from the ABAi Committee to members are managed by the Secretary, including the 
distribution of minutes, and issuing of guidelines or policies to members.  

How we refer to Apollo Bay Arts events and activities:  

●​ “This is an Apollo Bay Arts event / activity” (choose one) 
●​ “(Event / Activity) is proudly presented by Apollo Bay Arts” 

The Apollo Bay Art Show is the flagship event for Apollo Bay Arts and serves as ABAi’s sole source of 
income. This revenue funds crucial operations, including grants, infrastructure, sponsorships, RAV 
membership, and activity insurance. To maintain unified branding, the Art Show does not use separate 
social media accounts or a unique logo. 

ABAi activities and events are communicated through the ABAi website, e-newsletter, Instagram, 
Facebook.  

Each activity or event that has its own website must provide a link back to the ABAi website and the 
site must reference itself as an activity or event of Apollo Bay Arts. 

 

COMMUNICATIONS PLATFORMS 

ABA Internal Communication Platforms: 

●​ ABA Newsletter (Mailchimp) - communication with members and volunteers 

●​ ABA email (direct) - communication with members and volunteers 

●​ ABAi Website - accessible to both internal stakeholders and the public 

●​ ABAi Socials - Instagram and Facebook 

External Platforms can include: 

●​ National Tourism platform (ATWD) 
●​ Colac Otway Shire platform 
●​ Apollo Bay Tourist Information Centre 
●​ Town Billboard – (contact Garry van Someren) 
●​ Flyers/Posters (to shop windows and public places) 
●​ Sandwich Boards (street sign) 
●​ Print media: AB News Sheet; Colac Heral);Surf Coast Times; Geelong Advertiser  
●​ Apollo Bay Radio –subscription providing recorded ads, programs – Book Club Tuesday 5-6pm 

and AB Arts, ad hoc interviews 
●​ Other radio such as The Pulse 97.3 FM Geelong radio; ABC 774 Melbourne Radio 
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COMMUNICATION GUIDANCE 

Website: apollobayarts.com.au 

Purpose: Central communication platform for all Apollo Bay Arts information, activities and events.  

The ABAi website contains information on all ABAi activities and events, arts grant program and 
committee information. This site is managed by the Communications person for the overall website, with 
sub-committees providing content for their respective pages, activities and events.  

Volunteer members with access must only update the page with approval from the communications 
person responsible. Do not update / change website content without appropriate approval.  

E-Newsletter (Mailchimp) to members and subscribers 

Purpose: to promote our activities and events, funding program and collaborative events.  

●​ Frequency: Bi-monthly. No more than one newsletter a month.  
●​ Content: Segments for promotion of relevant ABAi information for each ABAi event/activity when 

relevant, and ABAi general and governance requirements.  
●​ Our key events (Art Show and WordFest) can issue extra newsletters for promotion. These are 

capped at one per month for the two months before the event. They must be sent at the mid-cycle 
point of the standard ABAi newsletter schedule.  

●​ Months for these additional newsletters are generally: Art Show: February - April; WordFest: June, 
July. 

●​ To minimise the likelihood of unsubscribes, newsletter content is to be kept to relevant information on 
ABAi activities and events. For cross promotion of aligned events and activities use stories on 
socials. 

Direct email to all members 

Purpose: Communicate directly with members only. 

●​ Direct emails may be used by the Secretary for notice of AGM / SGM, proxies form, issue of updated 
forms, policies or guidelines. Ideally no more than 1- 4 direct emails per year to all members. 

●​ Organised by the Secretary. 

Socials Instagram and Facebook 

Purpose: To promote ABAi events and activities, cross promote / share details of other activities relevant 
to ABAi members. 

●​ Share Facebook posts to groups such as Apollo Bay Forum, Colac Otway Forum,  Colac Otway 
Noticeboard, Great Ocean Road Visitor Information Centre etc  

●​ Directly tag the social pages of our ABAi events and activities, and where appropriate, invite them to 
‘collaborate’ on posts for unified sharing.  

●​ Frequency: Ideally up to 3 posts per week and min 4 posts per month. Ensure each post is visually 
different, keep images clean and use clear bold colours for text / information. Use Snapseed or 
Canva to create visually interesting content.  

●​ Gallery exhibitions, and events: Promote via the gallery Instagram account which operates all year 
long. Promote each gallery event once only on the main ABAi account, plus the opening night details 
where applicable. Share as Stories for top of mind.  

●​ For cross promotion of aligned events and activities use stories on socials. 

 

Accounts: Apollo Bay Arts (covers Art Show), Apollo Bay WORDFest, Arts Inc. Gallery 
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Apollo Bay News Sheet 

Purpose: Update Apollo Bay community on key ABAi activities and events. No more than once a month; 
generally, at the start of each month.  

Organised by the Secretary or  Communications person 

Apollo Bay Tourist Information Centre 

Purpose: Promote activities and events to tourists. 

●​ Forward key ABAi activities and events to the tourist information centre for promotion on the 
upcoming months activities sheet issued to tourists. 

●​ Event/activity posters will be displayed inside and in the window 

Colac Otway Shire Platform 

Purpose: Promote activities and events to region and tourists 

Upload key ABAi activities and events to the Colac Otway shore website for promotion. 

 

ABAi COMMUNICATIONS SOFTWARE  

ABAi Website - central portal with separate pages for each event/activity. These pages give a brief 
overview and link visitors directly to the relevant event/activity platform for detail. 

●​ WORDFest, Art Show and Gallery each have their own websites 
●​ Pottery Club, Theatre Collective and Open Studio have social media accounts.  

Apollo Bay Arts provides the following software platforms for use by event and activity volunteer team 
members for ABAi purposes. For access to these accounts contact the ABAi Secretary  

ABA Software and Uses: 

●​ MailChimp (ABA newsletter) – for use by the ABAi communications team 
●​ Canva – for creation of socials and ABA graphics 

 

 

At Apollo Bay Arts, we champion ethical and equitable communication. As a member, please ensure 
your interactions always align with our Rules of Association. 
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