Curtin University

Advertising Procedures

1. COMPLIANCE OBLIGATION SUPPORTED

Brand Communications Policy

2. PROCEDURAL DETAILS

2.1 All advertising requests relating to staff recruitment will be directed to People and Culture

2.2 All other Curtin University advertising, including production and media bookings, will be

managed through University Marketing who will provide advice to assist with the planning
process, creative direction, timing and placement of any advertising.

2.3 Advertising booking and production

2.3.1  Staff may initiate requests for advertising via the Brand Toolkit or upon request from
University Marketing.

2.3.2  All advertising will be developed in accordance with the University advertising style
detailed in the Brand Style Guide.

2.3.3 All advertising production will be managed through an appointed creative agency
unless otherwise agreed by the Director, Brand and Marketing.

2.4 Inappropriate or unauthorised advertising

2.4.1 Allinappropriate or unauthorised advertising will be investigated by University
Marketing.

2.4.2 The Director, Brand and Marketing or their nominee will contact any person or group
undertaking unauthorised advertising to resolve non-compliance issues. Where
forwarded to the responsible area to settle. The person or group responsible for non-
compliance will take all reasonable steps to ensure processes are in place within the
area within one working week to ensure such non-compliance does not reoccur. If
non-compliance is not resolved within a reasonable timeframe, the Director, Brand
and Marketing with refer the matter to Legal Services.

3. RESPONSIBILITIES

Responsibilities are as set out in Section 2.

4. SCOPE OF PROCEDURES

These procedures apply to all Curtin Council members, students, staff, University Associates, Curtin
controlled entities, global campuses and all persons participating in University business or activities,
including whether as a visitor, adjunct appointee, service provider, or contractor.

5. DEFINITIONS
(Note: Commonly defined terms are located in the Curtin Common Definitions. Any defined terms below are
specific to this document)

Advertisement

A public notice or marketing communication promoting the University or an aspect of the University.
Media types include but are not limited to publishing in press, journals, professional publications or
newsletters, digital advertising, including social media and broadcasting over the air such as by
television or radio.

Media booking
The negotiation and placement of advertising across all forms of media

Unauthorised advertising
Any advertisement appearing in any media that has not been subject to the University's official
booking and approval procedures.
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6. SCHEDULES
Nil

7. RELATED DOCUMENTS/LINKS/FORMS
Competition and Consumer Act 2010 (Cth)

Brand Toolkit

Brand Style Guide

Curtin Communications Quality Checklist
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