TUO 18/2026
Guidance for using Group Messaging Apps

Introduction:

Why is Napo introducing this guidance?

We know that there are many benefits of group messaging Apps, like WhatsApp for sharing information with members; arranging branch activities e.g. attendance at AGM and having communication away from the employers’ systems. On the vast majority of occasions these groups positively support the work of Napo, however, on occasions there have been issues with these groups and we therefore want to offer guidance to branches and members about using these Apps for Napo purposes.

Setting up of Groups

Essential

· Groups must be created and joined from personal mobiles/devices. 
· Members must opt-in to joining the group; this could be an explicit request to be added to the group or joining via a QR code/link.
· All those who are eligible to join a group should have the opportunity to do so (e.g. all members of a branch who are attending AGM, should be offered the chance to join if there is an AGM WhatsApp group). 
· Groups must have identified administrators.

Recommend

· We recommend that you have an agreement for the times of the day when messages can be posted in group; respecting that members and activists need downtime when they/you are not thinking about work. 

Administration of Groups

· Pin group rules at the top of the chat so they are always visible.
· Have an agreement of the consequences of breaking these rules – i.e. a friendly reminder; and have an agreement already in place about what will happen if rules are persistently broken i.e. removal from the group.
· Try and have a group of administrators so that this role does not always fall to one person. This is to ensure so that when people are on leave/not available due to workload pressures this role is still undertaken. 

Conduct in Groups

· Contributions to groups should be in line with Napo’s values and objectives as detailed section 2(b) of the constitution: To combat racism, oppression and discrimination and to actively oppose all forms of harassment, prejudice and unfair discrimination whether on the grounds of sex, race, ethnic or national origin, religion, colour, class, caring responsibilities, marital status, sexuality, disability, age, or other status or personal characteristic.
· If a group has agreed hours messages should only be sent within these.
· Messages should be on topic
· If you have concerns about conduct within the group; if you feel able to, please contact the person concerned (outside of the group and in confidence). If you do not feel able to, please raise with your branch executive. If this does not resolve the matter, please raise request to speak to branch’s link Officer or Official. 
