

Parish Logo 

Page 2 of 2

Social Media Policy


Issue date: Month Year	
Last review date: Month Year	
Next review date: Month Year 


Purpose
Social media offers exciting possibilities to share the Gospel and to interact with people we might not otherwise connect with the Church/PCC. Employees can communicate with people faster and more cheaply than ever before. However, social media takes us into territory where we need to think carefully. It is interactive, conversational and open-ended and happens in a public space and we need to keep in mind some basic principles to protect ourselves and the Church/PCC. 

This policy does not form part of an employee’s contract of employment and the Church/PCC may change this policy from time to time and employees will be notified of any such changes.  

The Social Media policy is to be read in conjunction with the Digital Safeguarding policy.


Scope
[bookmark: _Hlk24372500]The policy applies to all temporary and permanent employees.

General Principles
This policy provides a framework for using social media (a place where people exchange information, opinions and experiences to learn, develop and have fun). Whether employees are handling a corporate account or use one of their own, they should remain productive. This policy provides practical advice to avoid issues that might arise by careless use of social media in the workplace.

There are three types of social media accounts: Personal accounts; the Church/PCC’s accounts and Associated accounts:

1. Personal accounts are those which are in the employees’ own name, and which are used privately
2. Church/PCC accounts are those which are in the name of the Church/PCC’s brand and are used for work
3. Associated accounts are those which are in the employee’s own name but due to a link from the Church/PCC’s site or social media page, a reference on their social media page, or their position and reputation, will be regarded as having an association with the Church/PCC. 

While the ideal way of distinguishing between personal and professional posts would be to have two separate accounts, it is recognised that this is not always possible or even desirable. Therefore, where an employee has one social media account used both personally and professionally, they must always bear in mind that everything they post on that account will be deemed to be associated with the Church/PCC and could have a detrimental effect on the Church/PCC, its colleagues, clients or suppliers, as well as on their own professional reputation.

Employees should also bear in mind that while using personal accounts their actions may still be seen as associated with the Church/PCC and have the same detrimental effect. 

As a broad and national church, the Church of England’s members and employees have a wide range of interests, life experiences, church traditions and political opinions. Many of its employees belong to other Christian churches, other faiths or are of no religion. Many colleagues will take part in a range of public Christian activities as members of their own local churches and other Christian Church/PCCs.

Any online activities associated with work for the Church/PCC, as opposed to purely personal activities, should be discussed with XX.

Responsibilities 
Line Managers 
Line Managers are responsible for:
· ensuring this policy is disseminated effectively to their teams and that teams understand and adhere to this.
· investigating breaches of the Social Media policy. 

Employees 
Employees are responsible for:
· ensuring personal views or actions on social media do not breach the principles of the Social Media Policy, Digital Safeguarding Policy or Safeguarding Policy.
· ensuring that Posts on Social Media about the Church/PCC include a statement along the following lines: "The views I express here are mine alone and do not necessarily reflect the views of my employer, the Church/PCC." Shortened versions, for space-restricted contexts such as Twitter profiles, can work, e.g., “Views may not be my employer’s”.


Procedure
Using personal social media
We allow employees to access their personal accounts during breaks at work, but we expect them to act responsibly and ensure their productivity isn’t affected. Using social media excessively while at work can reduce efficiency and concentration. Whether employees are using their accounts for business or personal purposes, they may easily get sidetracked by the vast amount of available content. 

We advise our employees to:
· Use their common sense. If employees neglect their job duties to spend time on social media, their decline in productivity will show on their performance reviews. 
· Ensure others know that personal account or statements don’t represent the Church/PCC. Employees shouldn’t state or imply that their personal opinions and content are authorised or endorsed by our Church/PCC. We advise using a disclaimer such as “opinions are my own” to avoid misunderstandings.
· Avoid sharing intellectual property like trademarks on a personal account without approval. Confidentiality policies and laws always apply.
· Avoid any defamatory, offensive or derogatory content. It may be considered as a violation of our Church/PCC’s harassment policy if directed towards employees, clients or partners.
· Think carefully before posting anything as social media is a public place. Personal social media accounts are not private. Anything that is posted can be picked up and shared widely with speed − it’s very hard to retract.
· Maintain confidentiality - the Church/PCC’s employees are privy to private or confidential information relating to the Church/PCC and its clients and partners. These confidentialities must be maintained at all times – including on professional sites such as LinkedIn. 
· Not infringe anybody’s copyright or trademark. A tweet is long enough in length to constitute copyright infringement. Be sure to have the right to publish material that is not Church/PCC-owned and be sure to credit the owners to help limit the risk. Listing someone else’s trademark in a manner which creates confusion as to whether there has been an endorsement, may create a liability for the Church/PCC. Employees should therefore make posts that are their own creation or which they have the right to use. 
· Refer to legal guidelines before posting. There are extensive guides to copyright, trademarks, passing off, defamation and more on the internet. 


Representing the Church/PCC
Some employees represent the Church/PCC by handling corporate social media accounts or speak on our behalf. We expect them to act carefully and responsibly to protect the Church/PCC’s image and reputation. Employees should: 
· be respectful, polite and patient, when engaging in conversations on the Church/PCC’s behalf. They should be extra careful when making declarations or promises towards customers and stakeholders
· avoid speaking on matters outside their field of expertise when possible. Everyone should be careful not to answer questions or make statements that fall under somebody else’s responsibility
· follow our confidential policy and data protection policy and observe laws on copyright, trademarks, plagiarism and fair use
· avoid deleting or ignoring comments for no reason. They should listen and reply to criticism, unless deemed inflammatory to do so.
· in this instance, ‘hiding’ the comment may be necessary, but this action should be discussed with the ‘team’ before actioning
· never post discriminatory, offensive or libellous content and commentary
· correct or remove any misleading or false content as quickly as possible

Safeguarding
In all communications online, there is a risk that loss of privacy can have a detrimental effect on individuals in a way that was not initially intended, and this is particularly the case for a child or adult at risk:
 
Communicating through social media 
Employees should maintain clear boundaries with between themselves, children, and adults at risk when using social media. Private media accounts should not be used to conduct Church/PCC’s business, instead a separate account should be set up and used for work purposes only. Should a Church/PCCs colleague’s work include the use of social media, all communications with children or at risk adults should be public and message sent to groups, rather than to individuals. 

Photos on social media 
Sharing photographs of children and adults at risk online can put them at risk of harm. The Church/PCCs colleagues should only share photos of people if their/legal guardian’s permission has been obtained. If in doubt contact the senior clergyperson of the church in question and check that those in the image are content for it to be displayed on social media. 

For more information on Digital Safeguarding, read the Digital Safeguarding Policy.

Breach of this policy
We monitor our corporate digital footprint, which includes all social media postings on our corporate accounts. We may have to take disciplinary action leading up to and including dismissal if team members do not follow this policy’s guidelines. Examples of non-conformity with the team member social media policy include but are not limited to:
· Disregarding job responsibilities and deadlines to use social media
· Disclosing confidential information through personal or corporate accounts
· Directing offensive comments towards other members of the online community
· 


 

