UnityReach Global Media Archive Coordinator
Complete Responsibilities: Appointment–January 3, 2029
1. Position Purpose
The Media Archive Coordinator is responsible for organizing, protecting, cataloging, retaining, and retrieving UnityReach Global’s approved photographs, videos, audio recordings, graphics, publications, press materials, translations, and mission communications.
The Coordinator ensures that UnityReach Global maintains a secure, searchable, consent-based historical record of the 2028–2029 Cap-Haïtien Mission without exposing confidential, sensitive, or security-related information.

2. Reporting Structure
The Media Archive Coordinator:
· Reports to the Communications Director. 
· Works under the mission-wide authority of the Mission Director. 
· Coordinates with the Photography Coordinator. 
· Coordinates with the Video Production Coordinator. 
· Coordinates public records with the Public Relations Coordinator. 
· Coordinates multilingual versions with the Translation Coordinator. 
· Coordinates website assets with the Website and Digital Content Coordinator. 
· Coordinates social-media records with the Social Media Coordinator. 
· Works with the Administrative Coordinator on record-retention requirements. 
· Works with the Safety Officer on restricted and incident-related media. 
· Coordinates clinical-media restrictions with the Medical Director. 
· Supervises assigned archive, data-entry, and media-management volunteers. 

3. Required Qualifications
The Coordinator should demonstrate:
· Experience with digital asset management, records management, photography archives, media libraries, communications, or information systems. 
· Strong organizational and file-management skills. 
· Ability to manage large volumes of digital content. 
· Understanding of file types, metadata, storage, backups, and access controls. 
· Careful attention to names, dates, locations, programs, permissions, and captions. 
· Understanding of privacy, informed consent, safeguarding, and copyright. 
· Ability to distinguish public, internal, confidential, and restricted content. 
· Ability to work accurately under deadlines. 
· Experience with cloud storage or digital asset-management platforms. 
· Commitment to UnityReach Global’s Christian values and Code of Conduct. 

4. Guiding Principles
The media archive must be:
· Secure. 
· Searchable. 
· Accurate. 
· Consent-based. 
· Properly categorized. 
· Protected against loss or unauthorized access. 
· Accessible only according to role and authorization. 
· Respectful of beneficiaries and communities. 
· Preserved in its original form. 
· Supported by clear ownership and usage information. 
· Maintained according to approved retention and deletion policies. 
A file’s presence in the archive does not automatically authorize its publication.

5. Core Responsibilities
A. Media Archive System
The Coordinator will establish a central system for:
· Photographs. 
· Raw video footage. 
· Edited videos. 
· Audio recordings. 
· Interviews. 
· Testimonials. 
· Graphics. 
· Posters. 
· Flyers. 
· Social-media content. 
· Website images and videos. 
· Press releases. 
· Media advisories. 
· News coverage. 
· Leadership messages. 
· Training recordings. 
· Multilingual materials. 
· Livestream recordings. 
· Mission reports. 
· Consent documentation. 
· Publication approvals. 
· Copyright and licensing records. 
The archive should preserve both original files and approved final versions.
B. Folder and Collection Structure
The archive should be organized by:
1. Year. 
2. Mission or campaign. 
3. Date. 
4. Department. 
5. Program. 
6. Location. 
7. Media type. 
8. Language. 
9. Approval status. 
10. Access classification. 
Suggested mission collections include:
· Leadership and governance. 
· Volunteer recruitment. 
· Each One, Reach One. 
· Training and orientation. 
· Travel and arrival. 
· Medical missions. 
· Dental outreach. 
· Vision outreach. 
· Community meals. 
· Education programs. 
· Hygiene-kit distribution. 
· Clothing and shoe distribution. 
· Clean-water project. 
· Children’s programs. 
· Youth programs. 
· Bible studies. 
· Evangelistic crusade. 
· Baptisms. 
· Partnerships. 
· Volunteer fellowship. 
· Return and post-mission reporting. 
C. File-Naming Standard
Every file should use a consistent naming convention, such as:
YYYY-MM-DD_Country_City_Program_Subject_Creator_Sequence_Status
Example:
2028-12-17_Haiti_CapHaitien_MedicalClinic_Triage_PhotoTeam_001_APPROVED.jpg
File names must not contain unnecessary medical information, sensitive personal details, or confidential identifiers.
D. Metadata Requirements
Where appropriate, each archived item should include:
· File identification number. 
· Date and time created. 
· Location. 
· Country and city. 
· Department. 
· Program or event. 
· Creator. 
· Original source. 
· People or groups depicted. 
· Preferred caption. 
· Language. 
· Keywords. 
· Consent status. 
· Guardian-consent status when children are involved. 
· Usage restrictions. 
· Copyright owner. 
· License terms. 
· Approval status. 
· Approved platforms. 
· Expiration or review date. 
· Sensitivity classification. 
· Related files. 
· Translation status. 
· Publication history. 
Names should be stored only when necessary and authorized.

6. Media Classification
Every item must receive an access classification.
Public
Approved for external use on authorized platforms.
Internal
Available to authorized UnityReach Global personnel but not approved for public release.
Confidential
Contains personal, operational, personnel, partner, financial, clinical, or other protected information.
Restricted
Contains highly sensitive information, such as:
· Safeguarding incidents. 
· Security operations. 
· Medical records. 
· Crisis-response material. 
· Children without adequate consent. 
· Survivor information. 
· Active investigations. 
· Images of deceased or seriously injured persons. 
· Government identification. 
· Private contact information. 
Restricted content must be accessible only to specifically authorized personnel.
Quarantined
Content whose consent, ownership, accuracy, or safety status cannot be confirmed. It may not be published until resolved.
Rejected or Scheduled for Deletion
Content that violates policy, lacks lawful authorization, presents unacceptable harm, or has reached the end of its retention period.

7. Media Intake Workflow
All media should follow this process:
Submission → Malware/Safety Check → Original Preserved → Metadata Added → Consent Verified → Content Reviewed → Classification Assigned → Approval Recorded → Stored → Backed Up → Published or Restricted
For each batch, the Coordinator will:
1. Record who submitted the files. 
2. Preserve the original file. 
3. Check date and location information. 
4. Verify program and department. 
5. Match consent documentation. 
6. identify safeguarding or privacy risks. 
7. Add captions and keywords. 
8. Record copyright and ownership. 
9. Assign access classification. 
10. Route content for approval. 
11. Store the approved version. 
12. record where and when it was published. 

8. Consent Management
The Coordinator will maintain a secure connection between media files and consent records.
Consent records should identify:
· Person or group covered. 
· Parent or guardian when required. 
· Type of media authorized. 
· Approved uses. 
· Approved platforms. 
· Geographic or time restrictions. 
· Whether the person may be named. 
· Whether testimony may be quoted. 
· Date consent was obtained. 
· Staff member who obtained it. 
· Preferred language. 
· Withdrawal or restriction information. 
The Coordinator must not assume that:
· Participation in a program equals media consent. 
· Verbal cooperation equals unrestricted consent. 
· Group-event attendance automatically permits close-up photography. 
· A parent’s consent covers every possible use. 
· A previous consent applies permanently. 
· Internal documentation is approved for fundraising or advertising. 
When consent is uncertain, the file must be quarantined.

9. Children and Vulnerable Persons
Media involving children or vulnerable persons requires enhanced protection.
The Coordinator must ensure that:
· Required guardian consent is documented. 
· Child assent is obtained when appropriate. 
· Identifying information is minimized. 
· School names, home addresses, medical information, and family circumstances are not exposed unnecessarily. 
· Images do not present children in humiliating, undignified, or unsafe situations. 
· Media does not reveal the location of someone requiring protection. 
· Sensitive stories cannot be traced back to an individual through captions or metadata. 
· Images involving suspected abuse, exploitation, trafficking, or severe trauma are restricted. 
· Content is not selected simply because it appears emotionally dramatic. 

10. Medical Media
Medical photographs and videos must receive clinical and communications approval.
The Coordinator will ensure that:
· Patient consent is verified. 
· Clinical information is not embedded in file names. 
· Medical charts, prescription labels, wristbands, forms, and computer screens are not visible. 
· Identifiable clinical images are restricted unless explicitly approved. 
· Before-and-after claims are not misleading. 
· No diagnosis, treatment result, or medical outcome is claimed without clinical verification. 
· Images do not interfere with treatment. 
· Raw clinical footage has stricter access than approved public content. 
· Medical media is never treated as a substitute for the official patient record. 

11. Copyright and Licensing
The Coordinator will document:
· Who created each asset. 
· Whether the creator was staff, volunteer, contractor, partner, journalist, or community member. 
· Whether UnityReach Global owns the asset. 
· Whether a license was granted. 
· Permitted uses. 
· Attribution requirements. 
· Editing restrictions. 
· Geographic limitations. 
· Expiration dates. 
· Music, font, stock-image, and third-party content licenses. 
The Coordinator must prevent unauthorized use of:
· Copyrighted music. 
· News footage. 
· Partner logos. 
· Stock photographs. 
· Commercial fonts. 
· Third-party graphics. 
· Personal social-media content. 
· Images supplied for limited purposes. 

12. Version Control
The archive must distinguish among:
· Original or raw file. 
· Working draft. 
· Edited version. 
· Translation. 
· Captioned version. 
· Accessible version. 
· Approved final version. 
· Published version. 
· Retired version. 
· Corrected version. 
Final approved files should not be silently overwritten. Corrections should create a new version with an audit record.

13. Backup and Data Protection
The Coordinator will maintain an approved backup process that includes:
· Primary secure storage. 
· At least one separate backup. 
· Regular synchronization. 
· Encryption where required. 
· Role-based access. 
· Multi-factor authentication where available. 
· Recovery testing. 
· Storage-capacity monitoring. 
· Protection against accidental deletion. 
· Device-loss procedures. 
· Offboarding access removal. 
· Documented restoration steps. 
During the mission, files should be transferred from cameras and field devices according to a daily backup schedule.
No single camera, phone, laptop, memory card, or individual account should contain the only copy of important mission media.

14. Field Media Transfer
During mission operations, the Coordinator will establish:
· Daily file-transfer deadlines. 
· Secure upload locations. 
· Memory-card control procedures. 
· Photographer and videographer submission logs. 
· Check-in and check-out procedures for storage devices. 
· Backup verification. 
· File-integrity checks. 
· Emergency transfer alternatives during connectivity failures. 
· Rules for deleting files from field devices after confirmed backup. 
· Procedures for lost, stolen, or damaged devices. 
Personal messaging applications should not be used as the sole archive for official media.

15. Media Retrieval and Requests
When someone requests media, the Coordinator will verify:
· Requester’s identity. 
· Intended use. 
· Requested platform. 
· Audience. 
· Required resolution or format. 
· Consent status. 
· Copyright conditions. 
· Approval requirements. 
· Sensitivity classification. 
· Deadline. 
Only the approved version should be distributed.
The Coordinator will record:
· Who received the file. 
· Which version was provided. 
· When it was provided. 
· The approved purpose. 
· Any restrictions. 
· Publication outcome. 

16. Publication Tracking
The Coordinator will track use across:
· UnityReach Global’s website. 
· Social-media accounts. 
· Email campaigns. 
· Training materials. 
· Fundraising materials. 
· Volunteer materials. 
· Public-relations releases. 
· Printed publications. 
· Partner communications. 
· Presentations. 
· Reports. 
· Livestreams. 
· News coverage. 
This record is necessary if consent is withdrawn, content is corrected, or a licensing restriction changes.

17. Corrections and Removal
When media must be corrected or removed, the Coordinator will:
1. Document the reason. 
2. Confirm authorization. 
3. Identify every known publication location. 
4. Notify responsible platform owners. 
5. Replace or remove the material. 
6. Preserve an internal audit record when required. 
7. Update approval status. 
8. Mark all related versions. 
9. Notify partners who received the content. 
10. Verify completion. 
Removal from public platforms does not automatically mean deletion from required internal records. Retention decisions must follow policy.

18. Authority
The Media Archive Coordinator may:
· Establish archive naming and metadata standards. 
· Require proper submission information. 
· Quarantine questionable content. 
· Reject incomplete archive submissions. 
· Prevent distribution of unapproved files. 
· Restrict access based on classification. 
· Require consent verification. 
· Request corrections to captions or metadata. 
· Suspend access when misuse is suspected. 
· Initiate backup and recovery procedures. 
· Escalate privacy, safeguarding, copyright, or security concerns. 
· Recommend removal or deletion according to policy. 

19. Limitations
The Coordinator may not:
· Approve public content solely because it is stored in the archive. 
· Alter consent records. 
· Publish restricted media. 
· Release medical or safeguarding information. 
· Change an image in a misleading manner. 
· Delete material subject to an investigation, complaint, legal hold, or audit. 
· Give archive access to unauthorized individuals. 
· Use mission media for personal or commercial purposes. 
· Upload confidential content to unapproved services. 
· Remove copyright information. 
· Claim ownership without supporting documentation. 
· retain personal copies after authorization ends. 
· Allow AI systems to process protected media unless specifically approved. 

20. Timeline of Responsibilities
August–September 2026: Foundation
· Review the Communications and Brand Standards manuals. 
· Design the archive structure. 
· Establish naming and metadata standards. 
· Create classification levels. 
· Develop submission and approval workflows. 
· Create consent-linking procedures. 
· Establish copyright and licensing records. 
· Recommend secure storage and backup systems. 
· Assign archive roles and permissions. 
October–December 2026: Campaign Launch
· Archive original campaign materials. 
· Store English, Haitian Creole, and French poster versions. 
· Record Each One, Reach One campaign assets. 
· Archive website-launch materials. 
· Track approved logos, graphics, photographs, and videos. 
· Begin press-coverage collection. 
· Establish publication-history tracking. 
January–December 2027: Archive Expansion
· Collect volunteer recruitment media. 
· Archive partnership and fundraising materials. 
· Store training-content assets. 
· Conduct quarterly archive audits. 
· Resolve missing metadata and consent information. 
· Monitor storage capacity. 
· Test backup restoration. 
· Train communications volunteers on submission standards. 
January–June 2028: Readiness Period
· Archive payment and readiness communications. 
· Organize department-specific media collections. 
· Verify consent forms and media releases. 
· Prepare mission field-transfer procedures. 
· Audit copyright and licensing status. 
· Review archived content for outdated information. 
· Remove retired versions from active-use libraries while preserving required records. 
July–September 2028: Operational Preparation
· Finalize mission folder structures. 
· Configure field upload procedures. 
· Create photographer and videographer submission logs. 
· Prepare memory-card and equipment controls. 
· Train assigned archive volunteers. 
· Conduct a backup and recovery simulation. 
· Establish offline transfer procedures. 
· Confirm storage capacity for raw footage. 
October–November 2028: Final Preparation
· Confirm permissions and access roles. 
· Review all mission consent templates. 
· Test field equipment and upload workflows. 
· Prepare daily archive checklists. 
· Establish crisis-media restrictions. 
· Review retention and deletion requirements. 
· Coordinate metadata terminology with every department. 
· Verify that approved public assets are easy to retrieve. 
December 1–13, 2028: Pre-Departure
· Back up all pre-mission content. 
· Confirm field-storage devices. 
· Assign archive team schedules. 
· Review device-security procedures. 
· Prepare submission labels and instructions. 
· Confirm emergency transfer methods. 
· Verify that no critical file depends on a single account or device. 
· Establish the daily field-archive reporting process. 
December 14, 2028: Departure and Arrival
· Archive approved departure media. 
· Begin the travel collection. 
· Record airport and arrival materials. 
· Back up critical travel media. 
· Protect itinerary and location-sensitive information. 
· Verify the first field transfer after arrival. 
December 15–23, 2028: Active Mission and Crusade
· Collect files throughout each day. 
· Preserve original media. 
· Verify backups. 
· Add preliminary metadata. 
· Match files to consent records. 
· Quarantine uncertain material. 
· Protect medical, child, security, and safeguarding content. 
· Supply approved files to authorized communications teams. 
· Track daily publication. 
· Archive crusade recordings and translations. 
· Report missing files, consent problems, or storage risks. 
· Maintain at least one verified backup separate from field devices. 
December 24, 2028–January 2, 2029: Fellowship and Vacation
· Continue archiving official activities. 
· Organize mission collections. 
· Complete missing metadata. 
· Reconcile consent documentation. 
· Identify high-priority post-mission content. 
· Audit backups. 
· Prepare the secure return transfer. 
· Begin the archive after-action report. 
January 3, 2029: Final Day and Return
· Collect all remaining official files. 
· Verify that each important collection has a backup. 
· Reconcile memory cards and storage devices. 
· Secure sensitive media for travel. 
· Restrict access to incomplete or unreviewed files. 
· Document missing media and unresolved consent issues. 
· Transfer archive custody to the Communications Director or designated records owner. 
· Submit the preliminary archive summary. 

21. Emergency and Incident Responsibilities
If media contains evidence of an emergency, abuse, exploitation, unsafe conduct, criminal activity, or serious policy violation, the Coordinator must:
· Preserve the original file. 
· Stop public distribution. 
· Restrict access. 
· Record chain of custody. 
· Notify the appropriate authorized leader. 
· Avoid editing or renaming the evidentiary original. 
· Prevent deletion or overwriting. 
· Follow safeguarding, incident-reporting, and legal-hold procedures. 
· Avoid conducting an independent investigation unless assigned. 
Incident media must not be shared through ordinary communications channels.

22. Required Records
The Coordinator must maintain:
· Digital asset register. 
· Media submission log. 
· Original file inventory. 
· Metadata records. 
· Consent references. 
· Guardian-consent references. 
· Copyright and licensing register. 
· Approval records. 
· Classification records. 
· Publication history. 
· Retrieval and distribution log. 
· Media correction and removal log. 
· Backup logs. 
· Restoration-test results. 
· Device and memory-card transfer logs. 
· Access-permission records. 
· Quarantined-media register. 
· Incident-media chain-of-custody records. 
· Archive audit reports. 
· Post-mission archive report. 

23. Key Performance Indicators
Performance should be measured through:
· Percentage of official media archived. 
· Percentage of files with complete metadata. 
· Percentage linked to verified consent where required. 
· Number of unauthorized disclosures. 
· Number of lost or unrecoverable files. 
· Daily field-backup completion rate. 
· Time required to retrieve approved content. 
· Number of copyright or licensing violations. 
· Number of unapproved files distributed. 
· Accuracy of captions and program classifications. 
· Completion of backup-restoration tests. 
· Percentage of published content with traceable approval. 
· Resolution time for quarantined files. 
· Completeness of the post-mission archive. 

24. Major Risks to Manage
The Coordinator must actively manage:
· Loss or corruption of mission media. 
· Publication without consent. 
· Unauthorized access. 
· Exposure of medical or safeguarding information. 
· Child-identification risks. 
· Misleading captions. 
· Copyright violations. 
· Confusion between draft and approved files. 
· Loss of original-resolution files. 
· Unsecured personal devices. 
· Incomplete publication records. 
· Undocumented editing. 
· Failure to honor consent restrictions. 
· Deletion of files under investigation or audit. 
· Cybersecurity threats. 
· Archive dependence on a single account or device. 

25. First 30-Day Action Plan
Within the first 30 days, the Media Archive Coordinator should:
1. Meet with the Communications Director. 
2. Inventory existing media. 
3. Design the archive structure. 
4. Establish file-naming standards. 
5. Define metadata requirements. 
6. Create access classifications. 
7. Establish consent-linking procedures. 
8. Create copyright and licensing records. 
9. Develop the media submission workflow. 
10. Establish backup requirements. 
11. Define retrieval and publication tracking. 
12. Create quarantine and incident-media procedures. 
13. Identify storage and staffing needs. 
14. Submit the archive plan for approval. 

26. Closing Responsibility
The Media Archive Coordinator ensures that UnityReach Global’s mission history is preserved accurately, securely, ethically, and in a manner that respects every person represented.
The Coordinator must ensure that valuable media is not lost—but must also recognize that privacy, dignity, informed consent, safeguarding, security, and lawful use are more important than preserving or publishing any particular image or recording.

