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ROMSEY RUGBY CLUB 

Communications Charter 

Structure, Roles, Boundaries and Approval Process 

Purpose 

A practical operating model to help Romsey Rugby Club communicate clearly, safely and consistently while keeping existing 
volunteers involved and welcoming student media support. 

Prepared by Paul Finney 

 

Version Control 
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01/07/2026 0.10 Document creation 
02/07/2026 1.00 Doc agreed and published 
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At a Glance 
This document sets out a simple communications structure for Romsey Rugby Club. It is designed to improve organisation without 
creating unnecessary bureaucracy or reducing the contribution of existing volunteers. 

Role What they do 

Comms Lead Owns the process, content calendar and routine approvals. 

Social Media Volunteers Continue posting approved content and supporting day-to-day activity. 

Student Media & Marketing 
Assistants 

Create drafts, reports, interviews, graphics, videos and campaign ideas. 

Section Contacts Provide accurate information from teams and club areas. 

Safeguarding Contact Advises on youth, consent and safeguarding-sensitive content. 

Sponsorship Contact Checks sponsor-related posts, logos and commitments. 

Chair / Committee Representative Approves high-risk, sensitive or strategic communications. 
 

Simple decision rule 

Green content can be posted by approved volunteers. Amber content needs review. Red content requires senior approval. If 
in doubt, check before posting. 
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1. Purpose of this Charter 
Romsey Rugby Club uses its website, social media channels and digital communications to promote the club, celebrate players, 
recognise volunteers and sponsors, support recruitment, and keep members, parents and supporters informed. 

As the club grows, it is important that communications are managed in a structured, consistent and appropriate way. 

• Who is responsible for club communications. 
• How content should be requested. 
• Who can create content. 
• Who can approve content. 
• Who can post content. 
• What types of content need additional approval. 
• How volunteers, students and section representatives work together. 
The aim is not to restrict communication or reduce volunteer involvement. The aim is to make club communications better 
organised, more consistent, more professional and safer for everyone involved. 

2. Core Principles 
Romsey Rugby Club communications should be positive, respectful, inclusive, accurate, timely, professional, community-focused, 
and safe and appropriate for a rugby club with youth and adult members. 

All public communications should protect the reputation of the club, its players, coaches, volunteers, sponsors, parents, 
supporters and partners. 

Posts should avoid criticism of referees, opposition teams, league organisers, governing bodies, players, parents, coaches or 
volunteers. Where there is doubt, content should be checked before publication. 

3. Club Communication Channels 
Channel Best used for 
Facebook Community updates, fixtures, results, events and photos. 
Instagram Visual content, reels, player features and club culture. 
Website Formal news, match reports, sponsor announcements and long-form articles. 
LinkedIn Sponsors, partnerships, community impact and business-related updates. 
Spond Internal team and parent communication. 
Email Formal club updates, campaigns and important member notices. 
Local press Approved stories, major announcements and community interest pieces. 
 

4. Communications Team Structure 
Romsey Rugby Club should operate a small communications structure to avoid confusion and prevent official club channels 
becoming a free-for-all. 

Role Main purpose 
Communications Lead Oversees club communications and approval process. 
Social Media Volunteers Help post approved content to social media. 
Website Content Volunteer/Admin Uploads formal content to the club website. 
Student Media & Marketing 
Assistants 

Create content, draft posts, write articles, produce campaigns and support 
match-day media. 

Section Contacts Provide information from teams or club areas. 
Safeguarding Contact Advises on youth, safeguarding and consent concerns. 
Sponsorship Contact Checks sponsor-related content. 
Club Chair / Committee 
Representative 

Approves sensitive, strategic or reputational content. 
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5. Role Descriptions 
5.1 Communications Lead 
The Communications Lead is responsible for overseeing the club’s communications activity. This person does not need to create 
or post everything themselves, but they are responsible for making sure the process works. 

• Managing the overall communications process. 
• Maintaining the content calendar. 
• Deciding what content is suitable for which channel. 
• Reviewing content where required. 
• Supporting volunteers and student contributors. 
• Ensuring club tone, quality and standards are consistent. 
• Escalating sensitive content to the appropriate person. 
• Ensuring posting access is controlled. 
• Acting as the main point of contact for communications questions. 
• Making final decisions on routine communications where there is uncertainty. 

5.2 Social Media Volunteers 
Social Media Volunteers help manage and post content to the club’s social channels. They are valued contributors and should 
remain part of the club’s communications process. 

• Posting approved content. 
• Scheduling posts where appropriate. 
• Sharing routine updates such as fixtures, results, reminders and club news. 
• Helping keep the club’s channels active and positive. 
• Flagging any concerns before posting. 
• Avoiding posting sensitive or unapproved content. 
• Working with the Communications Lead and student contributors. 

5.3 Website Content Volunteer/Admin 
The Website Content Volunteer/Admin manages content that appears on the Romsey Rugby Club website. Website content is 
generally more permanent and formal than social media content, so it should normally be checked before publication. 

• Uploading news articles. 
• Publishing match reports. 
• Updating sponsor pages. 
• Adding event information. 
• Maintaining key club information. 
• Ensuring website content is accurate and up to date. 
• Checking formatting, images and links before publishing. 

5.4 Student Media & Marketing Assistants 
Student contributors add capacity, ideas and content quality. Their role is to support the communications team and existing 
volunteers, not replace them. 

• Writing match reports. 
• Creating player, coach and volunteer features. 
• Drafting social media captions. 
• Creating graphics and campaign ideas. 
• Supporting photography and video content. 
• Producing short-form video ideas. 
• Helping plan content around fixtures, events and sponsors. 
• Supporting recruitment campaigns. 
• Creating website articles. 
• Helping develop a consistent content calendar. 
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5.5 Section Contacts 
Section Contacts represent different areas of the club and provide information to the communications team. They provide 
information; they do not automatically decide what is posted, when it is posted or how it is worded. 

• Supplying accurate information. 
• Using the content request template. 
• Providing photos, links and key details. 
• Giving reasonable notice where possible. 
• Checking facts before submitting requests. 
• Identifying any sensitivities. 
• Confirming names, dates, times and locations. 

5.6 Safeguarding Contact 
The Safeguarding Contact should be consulted where content relates to children, young people or vulnerable individuals and 
there is any uncertainty. 

• Photos of youth players. 
• Posts naming individual children. 
• Player achievements involving minors. 
• Safeguarding-sensitive situations. 
• Tours, camps or events involving children. 
• Any concern about consent or appropriateness. 

5.7 Sponsorship Contact 
The Sponsorship Contact should review sponsor-related content where required to ensure sponsors are represented 
professionally and accurately. 

• New sponsor announcements. 
• Principal sponsor posts. 
• Paid sponsor campaigns. 
• Sponsor logos and branding. 
• Sponsor thank-yous. 
• Press releases involving sponsors. 
• Partner benefits or offers. 
• Joint events with sponsors. 

5.8 Club Chair / Committee Representative 
The Club Chair or nominated Committee Representative should approve high-risk, sensitive or strategic communications. 

• Crisis communications. 
• Complaints. 
• Disciplinary matters. 
• Safeguarding issues. 
• Serious injuries or incidents. 
• Legal or financial matters. 
• Major partnership announcements. 
• Club policy announcements. 
• Public responses to criticism. 
• Any content that could affect the reputation of the club. 

6. Content Request Process 
To avoid the communications WhatsApp group becoming disorganised, all content requests should follow a standard process. 
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6.1 Standard Content Request Template 
Information needed Details 
What is the post about? Fixture, result, event, sponsor, fundraiser, recruitment, match report, club 

announcement, etc. 
Which section/team? For example: 1st XV, Colts, U16s, Girls, Minis, Sponsors, Clubhouse, Events. 
Key message What is the main thing people need to know? 
Date and time When is the event, fixture, deadline or announcement? 
Location Where is it happening? 
Link or call to action What should people do next? Attend, book, register, donate, contact 

someone, share, buy tickets, visit a page, etc. 
Images or videos supplied Yes / No. 
Names to include Players, coaches, volunteers, sponsors, partners or organisations. 
Preferred posting deadline When would you ideally like this posted? 
Any sensitivities? Youth players, injuries, safeguarding, sponsor approval, selection, private 

information, medical details, complaints, disciplinary matters, etc. 
Requested channels Facebook, Instagram, website, LinkedIn, Spond, email, local press, other. 
Contact person Name and contact details. 
 

6.2 Submitting a Request 
Content requests should be submitted through the agreed communications WhatsApp group or another agreed method. A request 
should not be treated as an instruction to post immediately. 

• Edit the wording. 
• Choose a different channel. 
• Delay or schedule the post. 
• Combine it with other content. 
• Ask for more information. 
• Request approval. 
• Decide not to post it if it is unsuitable. 

6.3 Minimum Notice 
Content type Preferred notice 
Match-day score update Same day 
Fixture reminder 2–3 days 
Event promotion 2–4 weeks 
Fundraising campaign 2–4 weeks 
Sponsor announcement 1–2 weeks 
Website article 3–7 days 
Press release 1–2 weeks 
Major club announcement As early as possible 
 

Urgent posts will happen from time to time, but poor planning should not regularly become an urgent communications issue. 

7. Content Approval Levels 
To keep things simple, content should be divided into three approval levels: Green, Amber and Red. 

7.1 Green Content - Routine / Low Risk 

Green content 

Can usually be posted by approved Social Media Volunteers or the Communications Lead without additional approval, 
provided it follows club guidelines. 

• Fixture posts 
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• Results 
• Training reminders 
• Match-day arrival reminders 
• General event reminders 
• Clubhouse opening times 
• Match reports 
• Website news articles 
• Volunteer thank-yous 
• Sponsor thank-yous, where already agreed 
• General recruitment posts 
• Team photos and match photos, where appropriate 
• Good luck and congratulations posts 
• Weather-related practical updates 
• Lost property notices 
Who can create it: Social Media Volunteers, Student Media & Marketing Assistants, Section Contacts and the Communications 
Lead.  

Who can approve it: Communications Lead or approved Social Media Volunteer if clearly routine and within guidelines.  

Who can post it: Approved Social Media Volunteer, Communications Lead or Website Admin if website content is required. 

7.2 Amber Content - Needs Review 

Amber content 

Needs review before publication because it may affect the club’s reputation, involve external partners, include youth players, 
or require more careful wording. 

• Sponsor announcements 
• Partnership posts 
• Fundraising campaigns 
• Player features 
• Coach interviews 
• Volunteer profiles 
• Posts naming individual youth players 
• Representative rugby achievements 
• Tour or camp content involving children 
• School, university or external organisation mentions 
• Local press content 
• Video content with interviews 
Who can create it: Student Media & Marketing Assistants, Social Media Volunteers, Section Contacts, Communications Lead 
and Website Admin.  

Who should review it: Communications Lead. Additional review may be needed from Safeguarding, Sponsorship, Section Lead 
or Committee Representative depending on the content. 

7.3 Red Content - Senior Approval Required 

Red content 

Must not be posted without approval from the appropriate senior club representative. 

• Safeguarding matters 
• Serious injuries 
• Medical information 
• Disciplinary issues 
• Complaints 
• Legal matters 



Romsey Rugby Club | Communications Charter 

Communications Charter – Romsey Rugby Club v1.00 
Page 8 of 16 

• Financial matters 
• Club disputes 
• Public criticism of the club 
• Responses to negative online comments 
• Referee or opposition issues 
• Serious incidents at the club 
• Obituaries or death notices 
• Police, ambulance or emergency incidents 
• RFU or Hampshire RFU disciplinary matters 
• Club policy changes 
• Statements on controversial topics 
• Crisis communications 
Who can create it: Communications Lead, usually in consultation with senior club representatives.  

Who must approve it: Club Chair or nominated Committee Representative, plus Safeguarding Contact or relevant senior officer 
where appropriate.  

Who can post it: Communications Lead or nominated senior person only. 
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8. Approval Matrix 
Content type Create Review Final approval Post 
Fixture post Volunteer / Student / Section 

Contact 
Optional Comms Lead or approved volunteer Approved volunteer / Comms 

Lead 
Result post Volunteer / Student / Section 

Contact 
Optional Comms Lead or approved volunteer Approved volunteer / Comms 

Lead 
Training reminder Volunteer / Student / Section 

Contact 
Optional Comms Lead or approved volunteer Approved volunteer / Comms 

Lead 
Match report Volunteer / Student / Section 

Contact 
Optional Comms Lead / Section Lead if 

needed 
Approved volunteer / Comms 
Lead 

Player feature Volunteer / Student / Section 
Contact 

Comms Lead Comms Lead / Safeguarding if youth Approved volunteer / Comms 
Lead 

Youth player achievement Volunteer / Student / Section 
Contact 

Comms Lead Comms Lead / Safeguarding if 
needed 

Approved volunteer / Comms 
Lead 

Sponsor thank-you Volunteer / Student / Sponsorship 
Contact 

Sponsorship Contact Comms Lead / Sponsorship Contact Approved volunteer / Comms 
Lead 

New sponsor 
announcement 

Volunteer / Student / Sponsorship 
Contact 

Sponsorship Contact Comms Lead / Sponsorship Contact Approved volunteer / Comms 
Lead 

Fundraising campaign Volunteer / Student / Section 
Contact 

Comms Lead Committee Representative if 
significant 

Approved volunteer / Comms 
Lead 

Club event Volunteer / Student / Section 
Contact 

Comms Lead Comms Lead Approved volunteer / Comms 
Lead 

Press release Volunteer / Student / Section 
Contact 

Comms Lead Chair / Committee Representative Comms Lead 

Complaint response Comms Lead Chair / relevant officer Chair / Committee Representative Comms Lead / Chair 
Safeguarding-related 
content 

Comms Lead Safeguarding Contact Safeguarding Contact / Chair Comms Lead only 

Serious incident statement Comms Lead Chair / relevant officers Chair Comms Lead / Chair 
Website article Volunteer / Student / Section 

Contact 
Comms Lead Comms Lead / relevant owner Approved volunteer / Website 

Admin 
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9. Who Owns What? 

9.1 Fixtures and Results 
Owned by: Relevant Section Contact, Communications Lead and Social Media Volunteers. 

1. Section Contact provides fixture or result details. 
2. Social Media Volunteer or Student Assistant drafts the post if required. 
3. Routine posts can be posted by approved volunteers / Student. 
4. Any sensitive wording should be checked by the Communications Lead. 

9.2 Match Reports 
Owned by: Student Media & Marketing Assistants, Section Contacts, Communications Lead and Website Admin. 

1. Student or nominated writer drafts the report. 
2. Relevant coach/team contact checks factual accuracy if required. 
3. Communications Lead reviews tone and suitability. 
4. Website Admin publishes to the website. 
5. Social Media Volunteer / student shares a short version with a link to the website. 

9.3 Social Media Posts 
Owned by: Communications Lead and Social Media Volunteers. 

1. Content is requested using the template. 
2. Volunteer or student drafts content. 
3. Approval level is checked. 
4. Approved person posts / schedules content / authorises post to go out. 
5. Comments are monitored where appropriate. 

9.4 Website News 
Owned by: Communications Lead and Website Admin. 

1. Draft content is prepared. 
2. Communications Lead reviews and approves. 
3. Website Admin uploads and formats. 
4. Social media post is created to link back to the website. 

9.5 Sponsor Content 
Owned by: Sponsorship Contact and Communications Lead. 

1. Sponsorship Contact provides or checks sponsor details. 
2. Student or volunteer drafts content. 
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3. Sponsor logos, names and offers are checked. 
4. Sponsorship Contact approves. 
5. Communications Lead or approved volunteer / student posts. 

9.6 Youth Rugby Content 
Owned by: Relevant Youth Section Contact, Communications Lead and Safeguarding Contact where required. 

1. Youth section provides the content request. 
2. Communications Lead checks suitability. 
3. Safeguarding Contact is consulted if there is any doubt. 
4. Content is posted only when appropriate. 

9.7 Events and Fundraising 
Owned by: Event Organiser, Fundraising Lead where applicable and Communications Lead. 

1. Event organiser provides details and call to action. 
2. Communications team builds a simple promotion plan. 
3. Posts are scheduled in advance where possible. 
4. Final reminders are posted close to the event. 
5. Follow-up thank-you posts are published afterwards. 

9.8 Photography and Video 
Owned by: Content creator, Communications Lead and Safeguarding Contact where required. 

1. Photos/videos are collected from approved sources. 
2. Images are checked for appropriateness. 
3. Youth/safeguarding considerations are reviewed. 
4. Content is edited if required. 
5. Approved images/videos are posted or stored. 

9.9 Press and External Media 
Owned by: Communications Lead and Club Chair or Committee Representative. 

1. Media request or opportunity is shared with Communications Lead. 
2. Draft response or press release is prepared. 
3. Chair or nominated representative approves where needed. 
4. Communications Lead sends or publishes the final version. 

10. Tone of Voice 
Romsey Rugby Club’s tone should be friendly, proud, community-minded, respectful, positive, welcoming and professional without feeling corporate. 
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Use Guidance 
Good examples “A brilliant effort from the squad today.” 

“Great to see so many families supporting the club.” 
“Huge thanks to our volunteers who made the day possible.” 
“We’re proud to welcome our new sponsor.” 

Avoid Criticism of referees; negative comments about opposition teams; sarcastic or 
confrontational posts; overly personal comments about players; jokes that could be 
misunderstood; political or controversial opinions; public arguments in comments; 
unverified information. 

 

11. Safeguarding, Consent and Youth Content 
Because Romsey Rugby Club includes children and young people, safeguarding must be central to communications. 

• Photos and videos of children. 
• Names of youth players. 
• Player achievements. 
• Tours and camps. 
• Injuries. 
• Changing-room areas. 
• Medical information. 
• Personal details. 
• School information. 
• Travel details. 

11.1 Youth Content Guidelines 
• Keep wording positive and appropriate. 
• Avoid unnecessary personal details. 
• Avoid publishing private travel or personal arrangements. 
• Do not post medical information. 
• Do not post disciplinary information. 
• Do not post anything that could identify a vulnerable child. 
• Avoid tagging children directly. 
• Check with the Safeguarding Contact if unsure. 

11.2 Photos and Video 
Images should not be posted if they show changing rooms, injuries being treated, children in distress, embarrassing moments, inappropriate gestures, private information in the 
background, or anything that could raise safeguarding concerns. 
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12. Posting Access and Account Security 
Access to official Romsey Rugby Club channels should be limited to approved individuals only. 

• Login details should not be shared casually. 
• Access should be reviewed regularly. 
• People should only have access to the channels they need. 
• Access should be removed when someone leaves their role. 
• New contributors should not receive direct posting access immediately. 
• Students should start by drafting content for approval. 
• Where possible, scheduled posting tools or role-based access should be used. 
Direct posting access may be given to the Communications Lead, approved Social Media Volunteers, Website Admin, and other nominated individuals agreed by the club. It 
should not automatically be given to every team manager, coach, committee member, parent, player, new volunteer or student contributor during their initial period. 

13. WhatsApp Group Structure 

13.1 RRC Comms Requests Group 
This group is for section contacts, coaches, volunteers and committee members to submit content requests. 

• Use the content request template. 
• Include images, links and deadlines where possible. 
• Make it clear if something is urgent. 
• Do not assume immediate posting. 
• Do not use the group for long debates. 
• Do not post sensitive information unless necessary. 
• Do not share safeguarding, disciplinary or medical details in the group. 
• The communications team decides wording, channel and timing. 

Suggested group description 

Use this group to submit club website and social media requests. Please include the key details: what, who, when, where, link/call to action, image, deadline and any 
sensitivities. Requests may be edited, scheduled or referred for approval before posting. 

13.2 RRC Comms Team Group 
This smaller group is for the people actively managing content, including the Communications Lead, Social Media Volunteers, Website Admin, Student Media & Marketing 
Assistants and Sponsorship Contact if required. 
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14. Weekly Communications Rhythm 
Day Suggested focus 
Monday Weekend results, match reports, photos, thank-yous 
Tuesday Training updates, team/admin notices, upcoming events 
Wednesday Sponsor feature, volunteer spotlight, community story 
Thursday Weekend fixtures, match previews, clubhouse reminders 
Friday Final weekend reminders, team news if appropriate, events 
Saturday Match-day updates, photos, scores 
Sunday Results, roundups, next week planning 
 

15. Content Calendar 
The Communications Lead should maintain a simple content calendar covering fixtures, events, sponsor posts, fundraising campaigns, recruitment pushes, rugby camps, 
awards nights, volunteer features, key club dates, website articles, press opportunities and seasonal campaigns. 

16. Student Contributor Process 

16.1 Initial Period 
For the first 4-6 weeks, students should attend games, training or events where appropriate; draft content for review; create ideas for posts and campaigns; write articles and 
match reports; submit all work for approval before publication; work alongside existing volunteers; and learn the club’s tone, standards and safeguarding expectations. 

16.2 After Initial Period 
After trust has been built, the club may allow students to schedule low-risk posts, draft regular weekly content, help manage Instagram stories or reels, create website articles, 
support sponsor campaigns and attend events as club media contributors. Any direct posting rights should be limited and reviewed regularly. 

16.3 Student Boundaries 
• Do not post sensitive content. 
• Do not respond publicly to complaints. 
• Do not comment on disciplinary matters. 
• Do not share medical or injury information. 
• Do not publish youth content without review. 
• Do not speak to external media on behalf of the club. 
• Do not use club content for personal portfolios without permission. 
• Do not share unpublished club information externally. 
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17. Comment Management 
Approved page admins may respond to simple positive comments, questions or practical queries. Complaints, criticism, safeguarding concerns, allegations, media enquiries, 
sponsor concerns or abusive comments should be referred to the Communications Lead before responding. 

Comments may be hidden or deleted if they are abusive, discriminatory, threatening, defamatory, spam, safeguarding-related, inappropriate towards children, or harmful to the 
club or individuals. Where possible, screenshots should be taken before removing serious comments. 

18. Crisis or Sensitive Communications 
In a sensitive situation, the club should pause before posting. Examples include serious injury, safeguarding concern, disciplinary issue, police or ambulance attendance, 
complaint, death or serious illness, public criticism, legal issue, incident involving children or media enquiry. 

5. Do not post immediately. 
6. Inform the Communications Lead. 
7. Escalate to the Chair or relevant senior officer. 
8. Agree whether a statement is needed. 
9. Draft carefully. 
10. Obtain senior approval. 
11. Publish through the agreed channel only. 
12. Monitor responses. 
No volunteer, student, parent, coach or player should make public statements on behalf of the club in a crisis unless authorised. 

19. Use of Club Branding 
All official content should use club branding appropriately. This includes the correct club name, correct logo, correct colours where possible, consistent sponsor logos, 
respectful use of partner branding and good-quality images and graphics. Sponsor logos should not be stretched, distorted or used without permission. 

20. What Should Not Be Posted 
• Medical details. 
• Injury updates without approval. 
• Disciplinary details. 
• Safeguarding matters. 
• Selection disputes. 
• Internal disagreements. 
• Private messages. 
• Personal contact details without consent. 
• Negative comments about referees or opposition teams. 
• Political opinions. 
• Offensive jokes. 
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• Poor-quality or inappropriate images. 
• Changing-room images. 
• Content that embarrasses players, parents or volunteers. 
• Unverified rumours. 
• Financial or legal matters without approval. 
• Anything that could damage the reputation of the club. 

21. Decision-Making Rule 

If in doubt, check before posting 

If content is clearly routine, positive and low-risk, it can be posted by approved volunteers. If content involves youth players, sponsors, partners, press, fundraising, 
complaints or reputational risk, it should be reviewed. If content involves safeguarding, medical matters, discipline, legal issues, complaints or crisis situations, it must be 
escalated. 

22. Review of the Charter 
This charter should be reviewed periodically to ensure it remains practical and effective. Suggested review points include the start of each season, when new volunteers join, 
when student contributors join or leave, after any major communications issue, and before major club campaigns or events. 

23. Summary 
Romsey Rugby Club depends on volunteers, parents, coaches, students and supporters to help tell the story of the club. This structure is designed to keep existing volunteers 
involved, give new student contributors a clear role, improve the quality of club content, protect the club’s reputation, make content requests easier to manage, ensure 
safeguarding and approval boundaries are clear, and help the club communicate in a more professional and joined-up way. 

The goal 

More good content, better organisation, clearer ownership and safer communication. 
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