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Social Media Guidelines & Guidance 

What is social media? 

‘Social Media‘ is the term commonly given to websites and online tools which allow users to interact 

with each other in some way – by sharing information, opinions, knowledge and interests. Common 

examples include, but are not limited to, Facebook, Twitter, Instagram, blogs, on-line forums, 

LinkedIn.  

For definition, the use of the word ‘School’ within this policy is deemed to encompass all schools 

within The Learning Trust. 

All employees, Volunteers Members, Trustees and Governors (defined in this policy by the use of the 

word ‘employees’) must follow these Guidelines whenever they are using any form of Social Media, 

otherwise this could be deemed as a breach of the Social Media Guidelines. 

Further explanations can be found in the Guidance. 

Appendix A: Guidance to support the guidelines 

 Do not bring the Trust or schools, its students, suppliers, or colleagues into disrepute by 

posting negative comments about them - remain professional at all times. 

 Do stay within the law. 

 Do not disclose anything confidential or sensitive about the Trust or schools or another third 

party associated with the Trust or schools. 

 Do not do anything that could be considered discriminatory or bullying. 

 Do avoid any conflicts of interests with third parties, such as clients, suppliers or service 

users. 

 Do not use the Trust or schools’ s name and/or logo or a Trust or schools email address in 

personal profiles ie your online name. 

 Do not make commitments or engage in activities on behalf of the Trust or schools unless 

authorised to do so. 

 Do include a disclaimer statement if providing a personal opinion/engaging in discussion and 

there is a connection to the Trust or schools. 

 Do not ‘friend’ or follow student or parent/carer social media accounts. 

 Do limit access to Social Media sites, for personal use during work time, to your own time. 

 Do act in accordance with your professional standards of conduct; any breach of the Code(s) 

or the Social Media Policy and Guidelines could result in disciplinary action.  
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Appendix B: Guidance related to the Guidelines 

1 Remain professional 

Remember that you are an ambassador for the Trust or school. Do not bring the Trust or school (or 

anyone connected with the school) into disrepute 

 criticising or arguing with students, parents, colleagues or rivals. 

 making defamatory comments about individuals or other organisations or groups. 

 posting images that are inappropriate or links to inappropriate content. 

Be aware of your association with The Learning Trust in online spaces. If you identify yourself as a 

Trust or school employee, ensure your profile and related content is consistent with how you wish to 

present yourself with colleagues, students and parents. 

Try to add value. Provide worthwhile information and perspective. The school’s brand is best 

represented by its’ people and what you publish may reflect on both the school and Trust brand. 

Employees are personally responsible for the content they publish. Be mindful that what you publish 

will be public for a long time—protect your privacy. 

2 Act within the law 

Be aware of the law relating to libel, defamation, copyright, GDPR, data protection laws and financial 

disclosure. 

Respect copyright do not use someone else's images or written content without permission; or fail 

to give acknowledgement where permission has been given to reproduce something or using 

someone else's images. 

3 Do not breach confidentiality 

Ask and seek permission to publish or report on conversations that are meant to be private or 

internal to The Learning Trust or school.  

Do not reveal information owned by the Trust or schools, about an individual (such as a colleague, 

parent or student) or another organisation (such as another Trust or schools); or discuss the Trust or 

schools internal workings (such as deals that it is doing with a partner/supplier) or its future 

development plans that have not been communicated. 

Do not quote or reference colleagues, parents or students without their approval. When you do 

make a reference, where possible link back to the source.  

Never give out personal details like home address and phone numbers. 

Do not post pictures of colleagues, parents, students or other people. Be aware of sensitivities and 

standards relating to your area of work and profession. 
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Be aware of any intellectual property or potential breaches of confidentiality on profiles such as 

‘Linkedin’ profile. 

(Whilst employees are allowed to say that they work for the organisation, the employee's online 

profile (for example, the name of a blog or a Twitter name) must not contain the Trust or schools’ 

name) 

4 Do not breach Discrimination 

Avoid anything that could be considered discriminatory against, or bullying or harassment of, any 

individual, for example by:  

 making offensive or derogatory comments relating to sex, gender reassignment, race 

(including nationality), disability, sexual orientation, religion or belief or age. 

 using social media to bully another individual (such as an employee of the organisation). 

 posting images that are discriminatory or offensive (or links to such content). 

Respect your audience. Do not use ethnic slurs, personal insults, obscenity, or engage in any conduct 

that would not be acceptable in the workplace. You should also show proper consideration for 

others' privacy and for topics that may be considered objectionable or inflammatory—such as 

politics and religion.  

Be aware of the Dignity at Work Policy and Equality and Diversity Policy 

5 Avoid any conflicts of interest 

Be aware of your responsibilities and ensure that you are not in conflict by engaging in online activity 

with colleagues, parents or students. It is not advisable to invite colleagues and you must not invite 

parents/carers or students to become your friends on social networking sites for business purposes.  

Also be aware that you may attract media interest in you as an individual, so proceed with care 

whether you are participating in a business or a personal capacity. If you have any doubts, take 

advice from your line manager. 

6 Do not use The Learning Trust’s or schools name or engage in discussion 

without a disclaimer 

Identify yourself—name and, when relevant, role at school/Trust — when you discuss school or The 

Learning Trust related matters.  And write in the first person. You must make it clear that you are 

speaking for yourself and not on behalf of Trust/school. 

Do not use a school email address, logo or name as part of your online address in personal profiles. 
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Appendix C: Guidance related to personal use of social media 

The following pages provide supplementary guidance related to particular social media and 

participation tools. 

 

1 Blogging/Bloggers/Posting on Social Media 

 If you already have a personal blog or website which indicates in any way that you work at 

school or within The Learning Trust you should tell your manager. 

 If you want to start blogging, and your blog/website will say that you work for school or 

within The Learning Trust you should tell your manager. 

 If your blog makes it clear that you work for school or within The Learning Trust, it should 

include a simple and visible disclaimer such as “The views expressed here are my own and 

don't necessarily represent the views of the school/Trust.”. 

 Find out who else is blogging or publishing on the topic, and cite them. 

 Do not reveal confidential information. This might include aspects of school policy or details 

of internal school discussions. Again, consult your manager if you are unclear about what 

might be confidential. 

 You should not use your blogs to attack or abuse colleagues. You should respect the privacy 

and the feelings of others. Remember that if you break the law on your blog (for example by 

posting something defamatory), you will be personally responsible. 

 If you think something on your blog or website gives rise to concerns about a conflict of 

interest and in particular concerns about impartiality or confidentiality this must be 

discussed with your manager. 

 If someone offers to pay you for blogging this could constitute a conflict of interest and you 

must consult your manager. 

 If someone from the media or press contacts you about posts on your blog that relate to 

school you should talk to your manager before responding. The Headteacher and Trust 

Business Director must be consulted. 

2 Managers 

 Under these guidelines managers in each area will decide what is appropriate. They should 

not adopt an unnecessarily restrictive approach. Managers should ensure that any special 

instructions on blogging/posting are reasonable and explained clearly to staff. 

 Managers should bear in mind concerns about impartiality, confidentiality, conflicts of 

interest or commercial sensitivity. In some cases individuals may be dealing with matters 

which are so sensitive that rules may have to be set on what they can and cannot talk about 

on their personal blog. 

 Those involved in media relations must take particular care to ensure that they do not 

undermine the integrity or impartiality of the school or its output on their blogs. For 

example those involved in factual areas should not advocate a particular position on high 

profile controversial subjects relevant to their areas. 
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3 Social networks, discussions forums, wikis etc 

 Use the privacy settings available - background information you choose to share about 

yourself, such as information about your family or personal interests, may be useful in 

helping establish a relationship between you and your readers, but it is entirely your choice 

whether to share this information. 

 Ask permission before posting someone's picture in a social network or a conversation that 

was meant to be private. 

 Do not be afraid to be yourself, but do so respectfully. This includes not only the obvious (no 

ethnic slurs, personal insults, obscenity, etc.) but also proper consideration of privacy and of 

topics that may be considered objectionable or inflammatory—such as politics and religion. 

 Under no circumstance should offensive comments be made about The Learning Trust 

colleagues (or other connected parties) on the Internet.  This may amount to cyber-bullying 

and could be deemed a disciplinary offence. 

 You must not add students, parents or carers as friends or follow them on social media. 

 Use your best judgment. Remember that there are always consequences to what you 

publish. If you're about to publish something that makes you even the slightest bit 

uncomfortable, review the suggestions above and think about why that is. 

 Ensure that your entries, articles or comments are neutral in tone, factual and verifiable. In 

addition, there are usually guidelines in sites such as wikipedia on adding links. Read the 

guidelines carefully before submitting or editing an article. 

 If staff members edit online encyclopaedias at work the source of the correction will be 

recorded as a school IP address.  The intervention may therefore look as if it comes from the 

school itself.  School employees should therefore act in a manner that does not bring The 

Learning Trust/school into disrepute and should not post derogatory or offensive comments 

on any online encyclopaedias. 

 When correcting errors about the school, we should be transparent about who we are.  We 

should never remove criticism of school or The Learning Trust.  Instead, we should respond 

to legitimate criticism.  We should not remove derogatory or offensive comments but must 

report them to the relevant administrators for them to take action. 

 Before editing an online encyclopaedia entry about the school, or any entry which might be 

deemed a conflict of interest, staff should consult the house rules of the site concerned and, 

if necessary, ask permission from the relevant wikieditor.  They may also need to seek advice 

from their line manager. 

4 Video and media sharing 

 Ensure that all video and media (including presentations) are safe to share and do not 

contain any confidential or derogatory information. 

 If the content is official and corporate school content then it must be labelled and tagged as 

such and must not be affiliated with an individual. 

 Individual work must be labelled and tagged as such and where appropriate a disclaimer 

used. 
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Appendix D: Guidelines on the creation and use of a school initiated social 

media page 

Requests to create a social media group must be documented within the minutes of a department 

meeting and the request passed to SLT for approval. The name of the group will be logged for 

monitoring purposes. Groups should only be setup for use with KS4 and KS5. All sites need to be 

approved by Headteacher and /or Deputy / Assistant Headteacher and/or Trust Business Director 

prior to usage. The site will be listed on the school website. 

The group should be set up following the guidelines below: 

 Use an open group - anyone can see the group, who is in it and the content of members’ 

posts. 

 Membership approval required - only administrators can approve requests to join the group 

thus preventing unwanted visitors joining the group. 

 Group email address should not be used. 

 Posting permissions - only members can post in this group - this prevents unwanted visitors 

posting within the group. 

 Remove the group once it is no longer required. 

Following the above will allow the group to be open so that parents, other students and staff can all 

see the communication yet they will not be able to enter into dialogue within the group.  This gives 

greater safety to both staff and students as there is no private dialogue taking place. 

The public will be able to see the group and what is being said; therefore it will need to be self-

monitoring and action taken against students who post inappropriate material (expulsion from the 

group for a period of time) 

 There is still no need for staff to be friends with students on Facebook and any ‘friends’ 

requests from students should be declined. 

 Facebook ‘pages’ should not be used as the owner of messages can become lost if they are 

from admin. 

 Staff must ensure their own profile is suitably secured and their profile photograph is 

appropriate at all times. 

 Being a member of a group does not automatically make you friends with a person and 

allow them to see additional information. 

 

 

 

 


