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This is a discretionary policy which does not form part of a contract of employment. The Board 
of Trustees of Carers in Bedfordshire may vary or amend the policy as it deems necessary. 
 
The term staff is used in this document as a generic statement to refer to any person working 

for Carers in Bedfordshire in any capacity and includes volunteers, part time staff, Board 

members, sessional/ temporary workers and placement students. 

1. SOCIAL MEDIA POLICY 

 
This social media policy sets out how staff must behave when using the charity’s social 
media accounts. It also explains the rules about using personal social media accounts at 
work and describes what staff may say about the charity on their personal accounts.   
  
Social media can bring significant benefits to Carers in Bedfordshire, particularly for building 
relationships with current and potential carers and other stakeholders.  Social media is an 
excellent way for staff to make useful connections, share ideas and shape discussions.  
  
However, it’s important that staff who use social media within the charity do so in a way 
that enhances the charity’s prospects. This policy explains how staff can use social media 
safely and effectively.   
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2. SCOPE AND PURPOSE OF THE POLICY 

 

This policy applies to all staff, contractors and volunteers at Carers in Bedfordshire who use 
or access social media at work.  
  
It applies no matter whether that social media use takes place on charity premises, while 
travelling for work or while working from home or out of office hours.   
  
Social media sites and services include (but are not limited to):   
· Popular social networks like Twitter and Facebook   
· Photographic social networks like Instagram   
· Professional social networks like LinkedIn   
 

3. PERSONNEL RESPONSIBLE FOR IMPLEMENTING THE POLICY 

 

Everyone who operates a charity social media account or who uses their personal social 
media accounts at work has some responsibility for implementing this policy.   
  
However, these people have key responsibilities:   
 

· The Community Engagement Lead is ultimately responsible for ensuring that Carers in 
Bedfordshire uses social media safely, appropriately and in line with the charity’s 
objectives.   

· The Communications Officer is responsible for providing apps and tools to manage 
the charity’s social media presence and track any key performance indicators. They are 
also responsible for proactively monitoring for social media security threats.   

· The Communications Officer is responsible for working with the Community 
Engagement Lead to roll out marketing ideas and campaigns through our social media 
channels.   

· The Communications Officer is responsible for ensuring requests for assistance and 
support, and other engagements made via social media are followed up.   

4. SOCIAL MEDIA GUIDELINES 

 
The charity expects staff to use social media responsibly to support the charity’s goals and 
objectives.  Staff should take an interest in our social media content as it may apply to their 
role. They are encouraged to put forward ideas and items for posting by the authorised 
users, as they would for any of our other communication channels, as a means of engaging 
with existing or new audiences.  
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a) Authorised use of charity social media accounts owned and run by the charity.   
  
Only people who have been authorised to use the charity’s social media accounts may do so 
- they are “authorised users”. Authorisation is usually approved by the Community 
Engagement Lead. It is typically granted when social media-related tasks form a core part of 
an employee’s job.   
 

Allowing only authorised people to use the accounts ensures our social media presence is 
consistent and cohesive.   
  
Only authorised users can create a new social media account in the charity’s name on the 
explicit approval of the Community Engagement Lead.  
  

b) Purpose of charity social media accounts   
 

In general, authorised staff should only post updates, messages or otherwise use these 
accounts when that use is clearly in line with the charity’s overall objectives.  
 
For instance, staff may use charity social media accounts to:   
· Respond to enquiries and requests for help   
· Share blog posts, articles and other content created by the charity   
· Share insightful articles, videos, media and other content relevant to the charity, but 

created by others   
· Provide followers with an insight into what goes on at the charity   
· Promote marketing campaigns   
 

Charity social media accounts must not be used to share or spread inappropriate content, or 
to take part in any activities that could bring the charity into disrepute. 
  
Social media is a powerful tool that changes quickly. Staff are encouraged to think of new 
ways to use it, and to put those ideas to the Community Engagement Lead and 
Communications Officer.  
  
  

c) Use of personal social media accounts at work   
 
Carers in Bedfordshire recognises that employees’ use of their personal social media can 
generate a number of benefits to their work such as:  

 Make contacts that may be useful in their role   
 Discover content to help them learn and develop in their role   
 Help to build our profile online  

  
As a result, the charity is happy for staff to spend a reasonable amount of time using their 
personal social media at work within these rules: 
· Staff can use their personal social media for work-related purposes during working 

hours, but must ensure this is for a specific reason.   
· Use of social media for non-work purposes is restricted to non-work times, such as 

breaks and during lunch. 
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· Staff will be explicitly invited to share specific campaigns, such as recruitment, on their 
own social media in order to reach wider networks but there is no obligation to do so. 

· You must make it clear when you are speaking for yourself and not on behalf of Carers in 
Bedfordshire. 

· Staff are reminded that the usual confidentiality and professional boundary rules apply 
to social media around relationships and contacts with carers.  

· Staff are also reminded that they have a duty not to say or do anything that will bring 
the charity into disrepute. Social media is not the place to let off steam or have a 
grumble about work. 

  
  

5. RESPONSIBILITIES AND BREACH OF POLICY 

 

Everyone is responsible for their own compliance with this policy. Participation in social 
media on behalf of Carers in Bedfordshire is not a right but an opportunity, so it must be 
treated seriously and with respect. For staff, breaches of policy may incur disciplinary action, 
depending on the severity of the issue. Please refer to our Disciplinary Policy for further 
information on disciplinary procedures. Staff who are unsure about whether something they 
propose to do on social media might breach this policy, should seek advice from the 
Communications Officer.  
 

 


