
Volunteers’ Social Media Policy - Template

Introduction
This policy is intended for volunteers of [Organisation name]. Before engaging in social media activity, you must read this policy, which contains guidance that will help you adhere to our standards.
Some volunteers may choose to support the group’s work using their personal social media accounts.
Social media helps us to:
☐ Promote our campaigns 
☐ Share our news and updates with our audiences
☐ Celebrate our successes
☐ Raise awareness of important issues and challenges
☐ Advertise job and volunteering opportunities 
☐ Support our fundraising activities
☐ Raise our public profile and strengthen our reputation 
While social media brings the organisation to a wide audience, it can also present risks. The purpose of this policy is to ensure that volunteers using social media represent and reflect [Organisation name] in the best way possible. It is also important to mitigate risks (such as reputational or legal issues) associated with the use of social media to protect our supporters, clients, staff and volunteers.
Publication and commentary on social media carry similar obligations and is subject to the same laws as other kinds of publication or commentary in the public domain.  
Application
This policy applies to all social media platforms used by volunteers in a professional and personal capacity. Social media can be accessed in various ways, including from a desktop or laptop computer, tablet or smartphone. This policy applies to the use of all such devices.
Breach of policy
Breaches of policy may result in certain steps being taken by volunteer supervisors depending on the severity of the issue. Please refer to our volunteer handbook for further information on our problem-solving processes. Volunteers who are unsure about whether something they propose to do on social media might breach policies should seek advice from their supervisor or the person in charge.
Use of personal social media accounts — appropriate conduct
Personal social media use by volunteers can sometimes be attributed to the organisation or bring other risks for the organisation or individual staff or volunteers. This policy does not intend to inhibit personal use of social media, but instead flags up those areas in which risks or conflicts might arise. [Organisation name] volunteers are expected to behave appropriately, and in ways that are considerate of [Organisation name]'s values and policies, both online and in real life.
1	Separate your personal views
Be aware that any information you make public could affect how people perceive [Organisation name]. You must make it clear when you are speaking for yourself and not on behalf of [Organisation name]. If you are using your personal social media accounts to promote and talk about [Organisation name]’s work, you must use a disclaimer such as: “Views are my own” or "The views expressed on this site are my own and don't necessarily represent [Organisation name]’s positions, policies or opinions."
2	Discuss risks and conflicts of interest
Volunteers who have a personal blog, social media profile or website which indicates in any way that they volunteer at [Organisation name] should discuss any potential risk or conflicts of interest with their supervisor. Similarly, volunteers who want to start blogging and wish to say that they volunteer for [Organisation name] should discuss any potential risk or conflicts of interest with their supervisor.
3	Keep your political activity separate from the organisation 
Volunteers who are politically active in their spare time need to be clear in separating their personal political identity from [Organisation name] and understand and avoid potential risks and conflicts of interest. 
4	Protect your privacy
Be careful with your privacy online and be cautious when sharing personal information. Remember that a simple ‘like’ can draw attention to your personal accounts. What you publish is widely accessible and could be around for a long time, so do consider the content, and your privacy, carefully.
All volunteers who wish to engage with any of [Organisation name]’s social media platforms are strongly advised to ensure that they set the privacy levels of their personal sites as strictly as they can and to opt out of public listings on social networking sites to protect their own privacy. All volunteers should keep their passwords confidential and change them often. 
In their own interests, volunteers should be aware of the dangers of putting personal information onto social networking sites, such as addresses, home and mobile phone numbers.
5	Help us to raise our profile (where appropriate)
We encourage volunteers to share posts that we have issued. When online in a personal capacity, you might also see opportunities to comment on or support [Organisation name] and the work we do. Where appropriate and using the guidelines within this policy (and taking into consideration the information above), we encourage volunteers to do this as it helps users connect to us and raises our profile. 
However, please take care to think about the reputation of the organisation. If your personal social media account is not professional or otherwise appropriate for our audiences, please do not use it to amplify or promote the organisation, as to do so brings risks both to you personally and to the organisation. 
6	Avoid logos
Never use [Organisation name]’s logo unless approved to do so. Permission to use logos must be requested from the person in charge of the organisation and any content created must adhere to our brand guidelines. If permission is granted, content must be approved by the person in charge of the organisation before publishing.
7	Staying safe online
Volunteers should be vigilant regarding suspicious content or links and must not reveal personal, confidential or sensitive information about themselves, other staff members, clients, volunteers or supporters of [Organisation name]. Volunteers should be wary of fake accounts that may claim to be [Organisation name] and should immediately notify the person in charge of the organisation.
Please consult our relevant policies and procedures for the safeguarding of our staff and volunteers.


Further guidance
Defamation 
Defamation is when a false statement that is damaging to a person's reputation is published in print (such as in media publications) or online (such as Instagram Story, Facebook Live, Snapchat post). Whether staff or volunteers are posting content on social media as part of their job or in a personal capacity, they should not bring [Organisation name] into disrepute by making defamatory comments about individuals or other organisations or groups.
Copyright law
It is critical that all staff or volunteers abide by the laws governing copyright, under the Copyright, Designs and Patents Act 1988, when representing the organisation. Never use or adapt someone else's images or written content without permission. Failing to acknowledge the source/author/resource citation, where permission has been given to reproduce content, is also considered a breach of copyright.
Confidentiality
Any communications that staff and volunteers make must not breach confidentiality. For example, information meant for internal use only or information that [Organisation name] is not ready to disclose yet. For example, a news story that is embargoed for a particular date, or information from people who the organisation has worked with which is private. 
Discrimination and harassment
Staff and volunteers should not post content that could be considered discriminatory against, or bullying or harassment of, any individual, on either an official [Organisation name] social media channel or a personal account. For example:
●	Making offensive or derogatory comments relating to sex, gender, race, disability, sexual orientation, age, religion or belief.
●	Using social media to bully another individual.
●	Posting images that are discriminatory or offensive or links to such content.

Accessibility 
In line with [Organisation name]’s equity, diversity and inclusion policy we endeavour to ensure our social media is as accessible as possible. This includes: 
●	Using plain English, accessible fonts and avoiding small text sizes
●	Using contrasting colours
●	Using subtitles where appropriate
●	Using alt text for videos and images 
●	Explaining text contained in an image in the copy that accompanies it

Please note: While all attempts have been made to cover an extensive range of situations, it is possible that this policy may not cover all eventualities. There may be times when professional judgements are made in situations not covered by this document, or which directly contravene the standards outlined in this document.  
It is expected that in these circumstances staff will always consult with the Chief Officer where possible.

[bookmark: _Toc170739722]Related policies, laws and guidance 
· IT Acceptable Use Policy
· Data Management & Protection Policy
· Confidentiality Policy
· Code of Conduct Policy
· Safeguarding Adults at Risk Policy
· Complaints Policy
· Reporting serious incidents to the Commission, police or other regulators 
· Disciplinary Policy 
· Equal Opportunities Policy
· Whistleblowing Policy
· Employment Law

[bookmark: _Toc170739723]Further external guidance
The Organisation Commission guidance for charities on social media
The Organisation Commission checklist for developing a social media policy 
National Cyber Security Centre’s guidance on social media and how to use it safely 
National Cyber Security Centre’s guidance on protecting your published content 
The Organisation Commission guidance on campaigning and political activity guidance for charities 
Government guidance on the Online Safety Bill
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