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Use of Social Media 
 

1. Background 
Social media is a term commonly used for web-based tools that allow people to communicate 
instantly with each other sharing information, knowledge, opinions and interests. 

This includes online social, or public platforms and apps such as Twitter, Facebook and LinkedIn. 
Social media also covers blogs and video and image-sharing websites such as YouTube. 

This is a non- exhaustive list which is constantly changing. 

Abbeyfield The Dales Ltd (ATD) uses social media to promote ATD values and opinions and to 
support our marketing activities, promote our services and engage with the public. 

ATD recognises that employees may use social media which is a useful way of interacting with 
families and friends. While ATD does not wish to discourage employees from accessing such sites, 
they expect certain standards of conduct to be observed to protect the legitimate business 
interests and employees from the dangers of inappropriate use. 

 

2. Objectives 
ATD is committed to providing services that enhance the quality of life for older people and 
developing services that will meet the needs of future generations. This commitment is based on 
the Mission and Values of ATD. ATD will also comply with all relevant and current legislation. 

The aim of this policy is to: 

• Set out employees’ responsibilities, the acceptable and unacceptable behaviour and 
guidelines when using the internet, emails, smart phones and networking websites. 

• Explains the implications of using social media and networking sites inappropriately and where 
employees can obtain further advice and support. 

• Sets out the roles and responsibilities for ATD Social Media Accounts, their output and 
management. 

 

3. Scope 
This policy applies to all ATD staff, agency, casual workers and volunteers. 

This policy does not form part of an employee’s contract of employment and it may be amended 
at any time. We may also vary the procedures set out in this policy, including any time limits, as 
appropriate in any case. 

 

4. Policy 
4.1. Use of Social Media at Work 

Employees can make reasonable and appropriate use of social media from the organisation's 
computers or devices, or personal devices but only during their official lunch / break times 
(provided that they are not undertaking overtime). 
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4.1.1. Monitoring use of Social Media During Work Time 
ATD reserves the right to monitor and retain information of an employees' internet 
usage if there are reasonable grounds to believe that there has been a breach of the 
rules set out in this policy. 

The information obtained through monitoring may be shared internally, including 
with members of the HR team, an employee's line manager and managers in the 
business area in which the employee works. However, Information obtained through 
monitoring will not be disclosed to third parties (unless we are under a duty to report 
matters to a regulatory authority or to a law enforcement agency). 

Reasons ATD considers are valid for checking an employee's internet usage include 
suspicions that the employee has: 

• been using social media websites when he/she should be working; or 

• acted in a way that is in breach of the rules set out in this policy. 

Access to social media websites may be withdrawn if misused. 

4.2. Employee Responsibilities for Using Social Media 
Employees can comment and engage with ATD social media channels but need to consider 
the following points. 

4.2.1. Social media in your personal life 
Staff must not post anonymously, using pseudonyms or false screen names, always 
use your real name and be clear who you are and identify that you work for ATD. 

Staff should make total separation between their personal accounts and any accounts 
they monitor or update on behalf of ATD. 

Employees must not copy ATD’s logo onto their own social media / networking sites 
or use a photo of themselves in ATD uniform as their profile picture as this could give 
the impression the site is an official site. If staff post any photos of themselves or 
colleagues in uniform, or in an identifiable work setting; they must ensure that these 
represent a professional image of ATD. 

It is also prohibited to publish images or details of residents on personal social media 
accounts 

4.2.2. Equality & Diversity 
Employees must not discriminate on the grounds of the following protected 
characteristics: 

• Age 

• Disability 

• Gender 

• Marriage 

• Civil partnership 

• Pregnancy and maternity 

• Race 

• Religion or belief 

Any form of comments, images, symbols etc. which may be threatening, offensive, 
disrespectful, abusive, harassing, incite criminal activity, could bring the organisation 
into disrepute or other unlawful comments must not be published, this includes links 
to such content. All employees must follow the Equality and Diversity policy. 
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4.2.3. Confidentiality 
Employees must not publish information on social media / networking sites which is 
confidential to ATD, its staff, volunteers, agency and casual workers, Trustees, 
residents, customers and suppliers. Such publications may not include pictures, 
comments, anniversaries etc. unless consent is given by the individuals concerned.  

4.2.4. Safeguarding 
Posts made on social media and networking sites must not encourage bullying, luring 
and exploitation, theft of personal information, encouraging self-harm or violence, 
glorifying activities such as excessive drinking or drug taking, or incite people to 
commit a crime. Please see Safeguarding Vulnerable People policy. 

4.2.5. Grievances 
Staff should not post/comment to ATD social media sites to air grievances or publish 
content that risks bringing ATD into disrepute. Staff should speak to their line 
manager or follow appropriate grievance procedures. 

4.2.6. Corporate sites 
Employees must make it clear when posting information or comments on the 
corporate social media and networking sites that any personal views which are 
expressed do not represent those of the organisation. 

4.2.7. Personal Responsibility 
You are personally responsible for the content you publish on social media and 
networking sites. Whatever is posted on a social media site could be in the public 
domain immediately or, if initially shared with a limited group of followers or friends, 
could still be copied and shared or published elsewhere without permission 

Before you publish anything on social media or networking sites think whether this is 
appropriate and the extent to which information can be in the public domain.   

When posting or commenting on official ATD social media platforms all staff have a 
responsibility to ensure the content is factually correct and legal. No derogatory 
comments regarding any posts are allowed on official ATD social media platforms. 

If you are unsure please speak with your line manager before you publish any content 

4.3. Official ATD Social Media Platforms 
No person has the authority to set up a corporate site, or site resembling an official ATD site, 
without the authorisation of the Chief Executive (CE) or member of the Senior Management 
Team (SMT). 

Staff wishing to submit content for any official ATD social media sites should contact the 
Business Support Manager (BSM) or onsite administrator. Content must not be for personal 
affairs. 

4.3.1. Monitoring of official ATD social media platforms 
To ensure no reputational risk occurs to ATD, and ATD social media output is in line 
with ATD marketing strategy, the BSM and assigned administrators will ensure all 
social media content: 

• Is monitored to ensure it is consistent, accurate, displays the right tone of voice, 
quality, brand, messages and values of ATD. 

• Is respectful towards residents, employees, volunteers and the public. 

• Does not disclose confidential information concerning ATD information, 
residents, staff, volunteers and any associated parties. 
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• Monitors and controls security of administrator access. 

The BSM and assigned administrators will also: 

• Removes any content posted that is considered offensive or derogatory. 

• Remove access to a ATD social media accounts in any case of misuse. 

• Responds in a professional manner to user posts. 

4.4. Further Support and Advice 
Employees who are in any doubt about what is acceptable to post on a social media and / or 
networking sites, must contact your line manager in the first instance before publishing. 

If an employee discovers online content that may harm the reputation of ATD they should 
inform their line manager or a member of SMT. 

If a member of staff is contacted by the media for any reason regarding ATD related 
information posted by them, they should refuse to comment and inform their line manager 
who will escalate this to a member of SMT or the CEO. Only the CEO or delegated member 
of SMT can speak publicly on behalf of ATD. 

For general good practice guidelines, you can also view the Communication policy. 

4.5. Use of Social Media in the Recruitment Process 
Unless it is in relation to finding candidates (for example, if an individual has put his / her 
details on social media websites for attracting prospective employers), a member of SMT 
may conduct searches, either themselves or through a third party, on social media only when 
these are directly relevant to the applicant's skills or claims that they have made in the 
recruitment process. For instance: 

• a prospective employee might claim that they have used social media in his/her previous 
job (for example, as a publicity tool); or 

• a prospective employee's social media use may be directly relevant to a claim made in 
their application (for example, if he / she runs a blog based around a hobby mentioned 
in their CV or a skill in which they claim to be proficient). 

There should be no systematic or routine checking of prospective employees' online social 
media activities, as conducting these searches during the selection process might lead to a 
presumption that an applicant's protected characteristics (see 4.2) played a part in a 
recruitment decision. 

4.6. Disciplinary Action Over Social Media Use 
All employees are required to adhere to this policy. Employees should note that any breaches 
of this policy may lead to disciplinary action. Serious breaches of this policy, for example 
incidents of bullying of colleagues or social media activity causing serious damage to the 
organisation, may constitute gross misconduct and lead to summary dismissal. 

 

5. Finance, Value for Money & Social Value 
N/A 

 

6. Supported Appendices 
N/A 
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7. Linked Policies 
Communication (M002P) 
Computer and Internet Usage (LG009P) 
Data Protection (LG013P) 
Dignity at Work (S007P) 
Disciplinary (S008P) 
Equality and Diversity (LG016P) 
Safeguarding Vulnerable People (LG031P) 

 

8. Legislation/Regulation 
General Data Protection Regulations 2016 
The Equality Act 2010 
 

9. Review 
Every 3 years, subject to any regulatory or legislative updates. 

 

10. Procedure/Guidance 
Where an employee fails to follow this policy, they may be subject to ATD’s disciplinary policy and 
procedure. 


