Policy Title: Marketing use of Social Media 
Part A-Policy
1. Policy Statement

“Once a new technology rolls over you, if you're not part of the steamroller, you're part of the road.”
Coulsdon Sixth Form College aims to establish a college presence wherever its target audiences congregate online. We will use these forums to post informative, interesting and exciting articles, photographs, blogs, stories, general news items and college information that will actively invite an interaction with our constituents.

We will ensure that colleagues are aware of the conventions and legalities surrounding use of social media websites. We will encourage employees (and students) to ‘voice an opinion’ we will also require both college policy and social media etiquette to be followed. 

2. Scope 

This policy applies to the College Community. It applies whether using College IT facilities or IT facilities at home. Its aim is to manage the potential risk of bringing the College into disrepute both personally and corporately. The focus of this policy is the use of social media for marketing purposes it is not a definitive guide on the wider effect or issues relating to social media. There is specific guidance in other college policies and documents to give guidance on the use of social media related to those particular matters.
3. Definitions used in this Policy

‘Social media can take many different forms, including Internet forums, weblogs, social blogs, microblogging, wikis, podcasts, pictures, video, rating and social bookmarking. Technologies include: blogs, picture-sharing, vlogs, wall-postings, email, instant messaging, music-sharing, crowdsourcing, and voice over IP’ Source:: http://en.wikipedia.org/wiki/Social_media
4. Legislation

Data Protection Act 1998
Copyright Design & Patents Act 1988

Defamation 

Consumer Protections Unfair Trading Regulations 2008

5. Policy Approval History
Approved by: Executive

Amendments Authorised by: Executive/Academic Board.

5b Related College Policies

Acceptable use of IT
Child Protection
Staff behaviour/Code of Conduct 

Student Code of Conduct

6. Policy Content
6.1 Social Media Presence

The Marketing Manager will be responsible for the creation and maintenance of:
· A Coulsdon College Facebook page
· A Coulsdon College Blog separate from the College website 

These will be reviewed annually via the Business Planning Cycle.

6.1a Coulsdon College Social Media users 

Initially, Coulsdon College will have a Facebook presence, College Blog site and Students and members of staff (as well as the general public) will be allowed to post on Facebook as regulating posters to this site defeats the object of having a presence. However, as the blog site will be edited before posting this opens up issues of who will be allowed/encouraged to post. All staff should be encouraged, once they have received social media site training. Student posts are managed – by individual student selection, an invited blog posting student group, the student council executive.  
6.2 Use of social media guidelines
All colleagues and students are advised to adhere to the following guidelines:

1. Be professional and be responsible for what you write – remember that the web has a long memory. Think about what you are saying – is it fair, is it balanced, would you be happy if that was written about you? You are personally responsible for the content you publish on any user generated media.

2. Respect Copyright – do not post anything from another source unless you are sure it is in the public domain or that you have permission for. Cite and link to all sources whenever you can.

3. Respect the law - Do not post material that is defamatory, libelous, hateful, obscene, or that goes against discriminatory laws on gender, sexual orientation, age, religion, race or ethnicity. 

4. Be authentic – this is your voice. Do not get others to post under your name.

5. Be transparent - exercise full disclosure. If you are mentioning Coulsdon Sixth Form College, identify us as your employer/college. You must also include a statement with your postings identifying that these are your own thoughts and not representative of the college. E.G: ‘The postings on this site are my own and don’t necessarily represent Coulsdon College’s values or strategies’
6. Don’t cite or reference students, their families or other college partners without their approval
7. Remember to protect confidential & proprietary information. Ask permission to publish or report on matters that are internal to Coulsdon Sixth Form College.

8. Bring value – make sure what you are posting is, in the words of the BBC, interesting, educational and entertaining. No-one will read your Blog if it has no relevance or just re-hashes what is available elsewhere. Be credible and write about what you know. Don’t just Blog for the sake of it.

9. Consider your audience – who are you posting for? Other teachers, current students, future students, parents? Make your Blog relevant and on-topic.

6.2.2 All colleagues will be informed of the social media guidelines at induction. The guidelines will be available on the staff intranet. There will also be social media workshop/training for staff before the sites go live. Students will be informed via first tutorial and in their handbooks.
6.2.3 The guidelines will apply to all Coulsdon Sixth Form College employees  who are posting on Coulsdon Sixth Form College sites. 
6.3 Editorial Control 

Editorial control will reside with the marketing department. Inappropriate material will be removed from the official Coulsdon College Facebook after it has been posted. 

6.4 Engagement

Colleagues will be encouraged to contribute.  
6.5 Terms of Use
The following Terms of Use will be displayed on Coulsdon Sixth Form College operated social media:

Terms of Use

Coulsdon Sixth Form College will not accept any liability nor give guarantees for the accuracy, fitness for purpose or adequacy of the contents contained within its on line social media sites (including but not exclusively, Facebook, Twitter, Coulsdon Sixth Form Blog site, YouTube).

Where possible Coulsdon Sixth Form College will moderate all responses and comments to Couldon Sixth Form College Social Media sites.  We will actively monitor posts, however, on social networking sites such as Facebook, posts appear in real-time, and it would be impossible for the college to review these before they are in the public domain. Any comment or post deemed inappropriate by Couldson Sixth Form College social media adminstrators will be removed from the wall without prior notice. Coulsdon Sixth Form College reserves the right to block posts from fans who violate this policy. Coulsdon Sixth Form College does not necessarily hold the views of post authors.

In the event of a complaint or legal action arising from a post, Coulsdon Sixth Form College reserves the right to reveal the source of the post. By contributing to this forum, you consent to your post being altered, edited, or adapted in any way we seen appropriate by the college.
