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Introduction

Our mission at Teesdale Day Clubs (hereafter referred to as ‘us’, ‘our’, ‘we’,
or ‘the charity’) is to provide social networks that offer friendship and
hospitality as well as help and support with life’s day-to-day challenges.

This social media policy outlines the internal controls in place that are
appropriate, proportionate, and clear to everyone working for, or
volunteering with, the charity and involved in running our social media. The
charity’s online presence will be used to help us achieve our mission, in a
way that is consistent with our principles.

The social media channels will be updated as an informative outlet to the
wider community, logging past, present and upcoming events, as well as a
method of communication for current members and volunteers to turn to for
questions, queries, and directions for further support. Our communication
strategy also plans to utilise these channels to attract future service
users/participants and volunteers.

Policy

e The only approved social media platforms are Facebook, Linkedin and
Instagram.

e No one other than a designated member of staff or volunteer may post
on the charity’s social media sites.

e The elected social media channels will be managed by designated
members of staff or volunteers and will be reviewed and moderated
monthly by the manager.

e The designated member of staff is responsible for posting routine
announcements of the charity's work and upcoming events, roughly
three posts per month, as well as engaging with the public by
responding to direct messages and comments.



e The charity's social media content will only relate to our work, mission,
community, and international days of celebration or awareness. Our
pages will not include any sort of campaigning or political activity.

e Complaints raised through social media messages will be taken

seriously and handled with care and sensitivity. Wherever possible and
appropriate, complaints will be used to improve the operations and
services provided by us. Our policy on complaints raised on social
media is compliant with our Members Policy, and any other policy
invoked by a complaint.

e Our initial response to a negative comment would be to delete the
comment and log the account, and if the account made successive
negative or inappropriate comments they will be blocked from our

page.

e When additional approval over a post is needed, for example, high-
profile announcements or dealing with complaints, reputational risk, or
social media crisis, this will be immediately addressed to the manager.

e The manager can delete any content in any circumstance that it
breaches this policy, or if at their discretion, the content does not align
wholly with our mission and principles.

e Data will be held on a secure remote server which is password
protected and accessed from computers located in the office, or
laptops and mobiles being used by staff when working or operating
social media sites remotely.

e The data is only accessed and handled on a ‘need to know’ basis and
will follow all obligations imposed under our Confidentiality and
Data Protection Policy.

e In line with our code of conduct, anyone working for, volunteering with
or otherwise associated with the charity must be mindful of the nature
of the content on their own personal social media sites or pages that
refers to Teesdale Day Clubs, infers anything about the charity’s
activity, or makes any comment that could cause a reputational or
mission risk for the charity.

Responsible Posting and Content Guidelines
Our guidelines include:

e All content must be produced with respect and professionalism
e Prohibiting discriminatory, defamatory, or offensive language



Prohibiting the sharing of confidential information without permission
Encouraging the use of accurate and verified information
Consent is paramount to any post uploaded to our social media
channels. For an image to be posted on social media, we must receive
at least verbal consent from all individuals captured in an image, and
when appropriate (e.g., where minors are captured) written consent
should be obtained where possible.

e If any names are provided within written social media posts, verbal
consent must be provided by the individuals whose names are
mentioned and recorded in our communications consent log.

The board of trustees will review and update this policy to adapt to evolving
technologies, platforms, and best practices every three years or earlier if
required.
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