
PACE WhatsApp Group Policy and 
Guidelines 
1. Purpose of this policy 

PACE uses WhatsApp to support communication between trustees, volunteers, and project 
teams. These groups help us share information quickly, coordinate activities, and keep 
everyone connected across different projects. 

This policy sets out clear guidelines for how WhatsApp is used within PACE, to ensure all 
groups remain safe, respectful, and compliant with good data-protection practice. 

 

2. Scope 

This policy applies to all WhatsApp groups created or managed in the name of PACE, including 
groups for trustees, project leads, volunteers, and specific initiatives (e.g. events, working 
groups, or community projects). 

 

3. Why we use WhatsApp 

● To share practical information and updates quickly 
 

● To coordinate events, meetings, and volunteering activities 
 

● To strengthen collaboration between project teams 
 

● To make it easier for new volunteers to connect with the right people 

● All formal decisions must still be made through approved channels and follow the ‘Rules 
for Decision Making by Trustees between Trustee meetings’ 

 

4. Group structure 

PACE now uses WhatsApp Communities to organise related groups under a single umbrella. 
This helps: 

● Keep conversations focused and relevant 



● Reduce unnecessary notifications 
 

● Provide a clearer structure for volunteers 
 

Each group will include: 

● A short description of its purpose 
 

● A list of group admins 
 

● Clarity about who the group is for 
 

Example description: 

This group is for PACE Trustees to share updates, meeting reminders and key 
decisions. Please keep chat focused on PACE business. Admins: Bonny. 

 

5. Privacy and data protection 

● Only group members can see each other’s names and phone numbers. 
 

● Contact names appear only if you’ve saved the person’s number in your phone unless a 
user has their personal settings set so that everyone can see their name. 
 

● Group invite links will never be shared publicly. 
 

● New members will be added or approved only by admins. 
 

● Anyone uncomfortable sharing their mobile number in a group should not join that group. 

Admins will review privacy settings regularly to ensure compliance with best practice. 

 

6. Group etiquette 

To maintain a positive experience for all members, please: 

● Keep messages relevant to the group’s purpose. 
 

● Avoid long side-conversations — take these to private chat. 
 

● When replying to a specific message, swipe right on it first (or press and hold, then 
tap “Reply”) so your response appears as part of that thread. This makes it easier for 



everyone to follow the conversation. 
 

● Admins may occasionally use the “Announcements” feature to share key updates 
or event details. 
 

● Be kind, constructive and respectful in tone. 
 

● Avoid forwarding unverified information or political material. 
 

● Keep messages concise. 

● If you tag someone with @name it will give them an alert that they have been mentioned 
specifically  
 

Admins may occasionally remind members of these guidelines or tidy up inactive groups to 
maintain focus. 

 

7. Admin roles and settings 

Each group will have at least two admins. Admins are responsible for: 

● Managing membership and settings 
 

● Ensuring the group description is accurate 
 

● Setting privacy to “Only admins can add members” 
 

● Monitoring for inappropriate or off-topic content 
 

Anyone can leave a group at any time. Concerns can be raised privately with any admin or 
trustee. 

 

8. Creating new groups 

Before setting up a new group: 

1. Check whether an existing group already meets the need. 

2. Draft a clear group description (using the template above). 

3. Identify at least two admins. 

4. Set privacy controls appropriately. 

5. Add the group within the correct PACE Community category  



6. If appropriate, ensure you have each individual’s permission before adding them to a 

WhatsApp group 

7. All WhatsApp groups relating to PACE must be in the Community in order to achieve the 

overview that the Community is designed to achieve. 

8. When an Admin is going to add a WhatsApp Group to the WhatsApp Community or add 

new members to an existing WhatsApp Group, the Admin must inform members about 

the WhatsApp Community beforehand and explain that this WhatsApp Group Policy 

exists and is available. 

 

9. Closing or archiving groups 

When a project or event concludes, admins should: 

● Post a brief notice that the group will close 
 

● Give a few days’ notice 
 

● Delete the group once no longer needed 
 

This helps keep communication channels clear and organised. 

 

10. Support and training 

If any member needs help using WhatsApp or adjusting privacy settings, a trustee or admin will 
provide one-to-one support. 

 

11. Review 

This policy will be reviewed annually by the trustees, or sooner if WhatsApp introduces 
significant platform changes affecting privacy or functionality. 

Approved by: PACE Board of Trustees (March 2026) 
Review date: November 2026 

 


