
 

 

  

 

 

Social Media Policy 

 

1. About this Policy 

1.1. This policy is in place to minimise the risks to our business through use of social media and as 

a guide for staff and volunteers on using social media to promote the work of ReachOut and 

in a personal capacity. Social media is the term given to web-based tools and applications 

which enable users to create and share content (words, images and video content), and 

network with each other through the sharing of information, opinions, knowledge and 

common interests. This policy sets out guidelines on how social media should be used to 

support the delivery and  

promotion of ReachOut, and the use of social media by staff, Trustees, committee  

members, sessional staff, contractors and volunteers in both a professional and personal 

capacity. 

 

1. This policy is for ReachOut staff and volunteers and aims to: 

• Give clear guidelines on what they can say about the organisation; 

• Comply with relevant legislation and protect staff and volunteers; 

• Help supervisors manage performance effectively; 

• Help staff and volunteers draw a line between their private lives and their work / 

volunteering; 

• Protect ReachOut against liability for the actions of staff and volunteers; 

• Be clear about sensitive issues such as monitoring and explain how problems with 

inappropriate use will be addressed. 

 

2. Policy Statement 

 

2.1. ReachOut recognises that the internet provides unique opportunities to participate in 

discussions and share information on particular topics relevant to our work using a wide variety 

of social media, such as Facebook, Twitter, Snapchat, WhatsApp and blogs etc. This policy 

aims to protect individuals working or volunteering with us in any role and to encourage you 

to take responsibility for what you write, exercise good judgement and common sense.  

 

2.2. Inappropriate use of social media can pose risks to our confidential and proprietary information 

and reputation, and can jeopardise our compliance with legal obligations. To minimise these risks, 

to avoid loss of work time and to ensure that our IT resources and communications systems are 

used only for appropriate business purposes, we expect volunteers to adhere to this policy.  

 

3. Scope and Purpose of this Policy 

 

3.1. This policy deals with the use of all forms of social media, including Facebook, Twitter, 

WhatsApp, Snapchat, YouTube and all other social networking sites and all other internet 

postings, including blogs.  

3.2. It applies to the use of social media for work, volunteering and personal purposes, whether 

while working or volunteering or otherwise. The policy applies regardless of whether the social 

media is being accessed using ReachOut IT facilities and equipment or equipment belonging 



 

 

to staff and volunteers.  

3.3. If staff or a volunteer is found to be in breach of this policy their line manager or supervisor will 

address this using ReachOut’s policies and procedures. 

3.4. Staff and volunteers may be required to remove internet postings which are deemed to 

constitute a breach of this policy.  

3.5. This policy links to all other policies therefore social media should never be used in a way that 

breaches any of our policies such as equal opportunities, privacy, safeguarding etc.  

 

4. Personnel Responsible for Implementing this Policy 

 

4.1. All line managers and supervisors have a specific responsibility for operating within the boundaries 

of this policy, ensuring that all staff and volunteers understand the standards of behaviour expected 

of them and taking action when behaviour falls below this.  

4.2. All staff and volunteers are responsible for the success of this policy and should ensure that they take 

the time to read and understand it. Any misuse of social media or questions regarding the content 

or application of this policy should be reported to the Senior Management Team.  

4.3. Any content which raises a safeguarding concern must be reported to the Designated 

Safeguarding Lead in line with the reporting procedures outlines in ReachOut’s Safeguarding Policy.  

 

5. Guidelines for using ReachOut’s Social Media Channels 

 

5.1. The Marketing & Communications Manager is responsible for setting up and managing 

ReachOut's social media channels.  

5.2. Be an ambassador for our brand. Staff, Trustees committee members, sessional staff, 

contractors and volunteers should ensure they reflect ReachOut’s values in what they  

post and use our tone of voice. Our brand guidelines set out our tone of voice that all staff  

should refer to when posting content on the ReachOut’s social media channels. 

5.3. Make sure that all social media content has a purpose and a benefit for ReachOut and 

accurately reflects the ReachOut's agreed position.  

5.4. Bring value to our audience(s). Answer their questions, help and engage with them. 

5.5. Take care with the presentation of content. Make sure that there are no typos, misspellings or 

grammatical errors. Also check the quality of images. 

5.6. Always pause and think before posting. That said, reply to comments in a timely manner, when 

a response is appropriate. 

5.7. Staff, Trustees committee members, sessional staff, contractors and volunteers shouldn't post 

content about supporters/partners/contractors without their express permission. If they are 

sharing information about supporters/partners/contractors, or third-party organisations, this 

content should be clearly labelled so our audiences know it has not come directly from the 

ReachOut. If using interviews, videos or photos that clearly identify a child or young person, 

they must ensure they have the consent of a parent or guardian before using them on social 

Media. 

5.8. Always check facts. Staff, Trustees committee members, sessional staff, contractors and 

volunteers should not automatically assume that material is accurate and should take 

reasonable steps where necessary to seek verification, for example, by checking 

data/statistics and being wary of photo manipulation. 

5.9. Staff, Trustees committee members, sessional staff, contractors and volunteers should refrain 

from offering personal opinions via the ReachOut's social media accounts, either directly by 

commenting or indirectly by 'liking', 'sharing' or 'retweeting'. If you are in doubt about our 

position on a particular issue, please speak to your line manager. 



 

 

5.10. It is vital that the ReachOut does not encourage others to risk their personal safety or that 

of others, to gather materials. For example, a video of a stunt.  

5.11. Staff, Trustees committee members, sessional staff, contractors and volunteers should not 

set up other Facebook groups or pages, Twitter accounts or any other social media 

channels on behalf of ReachOut. This could confuse messaging and brand awareness. By 

having official social media accounts in place, the Marketing & Communications Manager 

can ensure consistency of the brand and focus on building a strong following. 

5.12. If a complaint is made on the ReachOut’s social media channels, staff should seek advice 

from the Marketing & Communications team before responding. 

 

6. Guidelines for Personal Use of Social Media 

 

6.1. We want you to help protect our business reputation. Staff, Trustees committee members, 

sessional staff, contractors and volunteers must not post disparaging or defamatory statements 

about: 

6.1.1. ReachOut; 

6.1.2. ReachOut staff, our clients, volunteers, young people or members past or present; 

6.1.3. Funders and partners; 

6.1.4. Suppliers and customers; and 

6.1.5. Other affiliates and stakeholders.  

6.2. Staff, Trustees committee members, sessional staff, contractors and volunteers should also 

avoid social communications that might be misconstrued in a way that could damage our 

business reputation, even indirectly.  

6.3. Staff and volunteers are personally responsible for what they communicate in social media (as part 

of their role or on personal sites). Remember that what you publish might be available to be read 

by the masses (including ReachOut), colleagues, volunteers, future employers and social 

acquaintances for a long time. Keep this in mind before you post content.  

6.4. Consent must be obtained prior to posting ReachOut images or text which may be used on social 

media.  

6.5. ReachOut does not permit any contact with or tagging of ReachOut young people on any social 

media.  

6.6. There is no obligation for Staff, Trustees committee members, sessional staff, contractors and 

volunteers to link their personal social media to any ReachOut social media.  

6.7. Staff and volunteers are not permitted to set up social media accounts for work purposes without 

prior consultation with their line manager or supervisor.  

6.8. If you disclose your affiliation as a Staff, Trustees, committee member, sessional staff, contractors 

and volunteers of ReachOut you must also state that your views do not represent those of the 

organisation you are connected with. For example, you could state, “the views in this posting do 

not represent the views of ReachOut.” You should also ensure that your profile and any content 

you post are consistent with the image you present to those you work with as part of your role.  

6.9. You are responsible for the security settings of any social media sites you use and should ensure 

they are set to the appropriate level if you wish to limit who can see your information.  

6.10. Remember that you must respect confidentiality at all times and protect confidential information. 

You should be mindful of Data Protection issues, if in doubt speak to the Senior Management 

Team. Confidential information includes things such as unpublished details about our work, details 

of current and future projects including the young people we work with, financial information or 

information held on our supports, staff, young people or volunteers.  



 

 

6.11. Avoid posting comments about sensitive ReachOut related topics, such as our performance. Even 

if you make it clear that your views do not represent those of our charity, your comments could 

still damage our reputation.  

6.12. If you are uncertain or concerned about the appropriateness of any statement or posting, refrain 

from making the communication until you discuss it with your line manager or supervisor.  

6.13. If you see content in social media that disparages or reflects poorly on ReachOut or our 

stakeholders, you should report it to the SMT. All staff and volunteers are responsible for protecting 

our reputation.  

6.14. The contact details of business contacts made during the course of your work are regarded as 

confidential information, and as such you will be required to delete all such details from your 

personal networking accounts, should you finish working or volunteering with ReachOut. 

6.15. Contact details of staff and volunteers are subject to data protection. Staff are not permitted to 

access or store information on staff and volunteers that would breach data protection.  

 

7. Personal Use of Social Media in the Office Environment 

 

7.1. We recognise that Staff, Trustees committee members, sessional staff, contractors and 

volunteers may occasionally desire to use social media for personal activities in the office or 

by means of our computers, networks and other IT resources and communication systems. We 

authorise such occasional use during rest breaks so long as it does not involve unprofessional 

or inappropriate content and does not interfere with your role. You should not use ReachOut 

IT resources and communications systems for any matter that you wish to be kept private or 

confidential.  

7.2. If using social media while working or volunteering at ReachOut, circulating chain letters or 

other spam is never permitted. Circulating or posting commercial, personal, religious or 

political solicitations, or promotion of outside organisations unrelated to ReachOut’s work is 

also prohibited.  

 

8. Discrimination & Harassment  

 

8.1. Staff, Trustees committee members, sessional staff, contractors and volunteers should not post 

content that could be considered discriminatory against, or bullying or harassment of, an 

individual, on either an official social media channel or a personal account. For example: 

8.1.1. Making offensive or derogatory comments relating to sex, gender, race, disability, sexual 

orientation, age, religion or belief; 

8.1.2. Using social media to bully another individual; 

8.1.3. Posting images that are discriminatory or offensive or links to such content 

 

9. Breaches of this Policy 

 

9.1. Everyone is responsible for their own compliance with this policy. Participation in social media 

on behalf of ReachOut is not a right but an opportunity, so it must be treated seriously and 

with respect 

9.2. Breach of this policy may lead to disciplinary action that can result dismissal. Any member of 

staff suspected of committing a breach of this policy will be required to co-operate with our 

investigation, which may involve handing over relevant passwords and login details. 

9.3. You may be required to remove any social media content that we consider to constitute a 

breach of this policy. Failure to comply with such a request may in itself result in disciplinary 

action up to and including dismissal without notice. 
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