
Denby Dale and Clayton West Methodist Circuit 
USE OF SOCIAL MEDIA POLICY

1. Introduction
This policy sets out the expectations of the Denby Dale and Clayton West Methodist Circuit Meeting (‘the Circuit) on the workforce's use of social media and reminds employees of the standards of behaviour expected of them when they are posting on social media, as well as the consequences of falling below those standards.
For the purposes of this policy, social media is any online platform or app that allows parties to communicate instantly with each other or to share data in a public forum. This includes social media platforms such as X (formerly known as Twitter), Facebook, LinkedIn, Instagram, Snapchat and Tik Tok. Social media also covers blogs, forums, message boards, review sites, online polls and video and image-sharing websites such as YouTube.
Employees should be aware that there are many more examples of social media than can be listed here and this is a constantly changing area. Employees should follow these guidelines in relation to any social media that they use.
Employees should be honest and respectful at all times when using social media. All content posted on social media may be tracked back to the source so employees must ensure content posted on social media accounts, both in a work and personal capacity, fits with the Circuit’s ethos and values.
The Circuit’s Use of Social Media Policy should be read in conjunction with the Circuit’s Email, Instant Messaging and Internet at Work Policy and its Data Protection Policy. 
This policy does not form part of your contract of employment, and the Circuit reserves the right to amend or withdraw it at any time.
2. Scope of the policy
This policy applies to all employees who use social media either for work or personal reasons. It does not apply to ordained staff, agency workers, contractors, consultants or any self-employed individuals working for the Circuit.
3. Use of social media at work
The Circuit encourages employees to make reasonable and appropriate use of social media as part of their work. It is an important part of how we communicate with our audience.
Employees may contribute to the Circuit’s social media activities, for example by writing for our blogs or managing a Facebook or official X (formerly known as Twitter) account for the Circuit.
Employees must be aware at all times that, while contributing to our social media activities, they are representing the Circuit. Employees who use social media as part of their job must adhere to the following rules.
Employees should use the same safeguards as they would with any other form of communication about the Circuit in the public sphere. These safeguards include:
· making sure that the communication has a purpose and a benefit for the Circuit;
· obtaining permission from their Line Manager before embarking on a public campaign using social media; and
· where possible, asking a colleague to check the content before it is published.
Any communications that employees make in a professional capacity through social media must not:
· bring the Circuit into disrepute, for example by: 
· criticising or arguing with colleagues or other organisations;
· making defamatory comments about individuals or other organisations or groups; 
· posting images that are inappropriate, or links to inappropriate content;
· using the name of the Circuit to promote products or political opinions;
· damaging the Circuit’s reputation or brand;
· making statements that contain libel or defamatory content; or
· sharing content that has not been verified for accuracy and truthfulness;
· breach confidentiality, for example by: 
· revealing confidential information owned by the Circuit;
· giving away confidential information about an individual (such as a colleague or other contact) or organisation (such as the District or a local church); or
· discussing the Circuit’s internal workings or its future business plans that have not been communicated to the public);
· breach copyright, for example by: 
· using someone else's images or written content without permission;
· failing to give acknowledgment where permission has been given to reproduce something; or
· do anything that could be considered discriminatory against, or bullying or harassment (including sexual harassment) of, any individual, for example by: 
· making offensive or derogatory comments relating to a protected characteristic, as defined in the Circuit’s Equality, Diversity and Inclusion Policy (i.e. age, disability, gender reassignment, marriage and civil partnership, pregnancy and maternity, race, religion or belief, sex, sexual orientation).
· using social media to bully or harass another individual (such as an employee of the Circuit); or
· posting images that are discriminatory, sexual or offensive, or links to such content.
4. Excessive use of social media at work
Employees should not spend an excessive amount of time while at work engaged in personal/non-work related social media. This is likely to have a detrimental effect on employees' productivity. They should ensure that use of social media does not interfere with their other duties.
5. Monitoring use of social media during work time
The Circuit reserves the right to monitor employees' social media usage. The Circuit considers that valid reasons for checking an employee's internet usage include suspicions that the employee has:
· been using social media for personal/non-work-related reasons when they should be working; or
· acted in a way that is in breach of the rules set out in this policy.
[bookmark: _Hlk214007744]Monitoring will be conducted in accordance with an impact assessment that the Circuit has carried out to ensure that monitoring is necessary and proportionate. Monitoring is in the Circuit’s legitimate interests and is to ensure that this policy on use of social media is being complied with.
The data controller is Trustees for Methodist Church Purposes (TMCP). The Circuit has appointed Xxxxxxx Xxxxxxx as its data protection officer.
Monitoring will consist of checking the social media sites that an employee has visited, the duration of such visits and the content that the employee has contributed on such sites.
[bookmark: _Hlk214007779]Monitoring will normally be conducted by a Circuit Officer. The information obtained through monitoring may be shared internally, including with members of the District Lay Employment Team and an employee's Line Manager. However, information would normally be shared in this way only if the Circuit has reasonable grounds to believe that there has been a breach of the rules set out in this policy.
The information gathered through monitoring will be retained only long enough for any breach of this policy to come to light and for any investigation to be conducted. Data is normally securely destroyed after 26 weeks, depending on the reasons for monitoring.
Information obtained through monitoring will not be disclosed to third parties (unless the Circuit is under a duty to report matters to a regulatory authority or to a law enforcement agency).
Employees have a number of rights in relation to their data, including the right to make a subject access request and the right to have data rectified or erased in some circumstances. You can find further details of these rights and how to exercise them in the Circuit’s Data Protection Policy. If employees believe that the Circuit has not complied with their data protection rights, they can complain to the Information Commissioner.
Access to particular social media may be withdrawn in any case of misuse.
6. Social media in your personal life
The Circuit recognises that many employees make use of social media in a personal capacity. While they are not acting on behalf of the Circuit, employees must be aware that they can damage the Circuit if they are recognised as being one of our employees.
Employees are allowed to say that they work for the Circuit, which recognises that it is natural for employees to sometimes want to discuss their work on social media. However, the employee's online profile (for example, the name of a blog or an X (formerly known as Twitter) name) must not contain the Circuit’s name.
If employees do discuss their work on social media (for example, giving opinions on their specialism or the sector in which the Circuit operates), they must include on their profile a statement along the following lines: "The views I express here are mine alone and do not necessarily reflect the views of my employer."
Any communications that employees make in a personal capacity through social media must not:
· bring the Circuit into disrepute, for example by: 
· criticising or arguing with colleagues or other organisations;
· making defamatory comments about individuals or other organisations or groups; 
· posting images that are inappropriate, or links to inappropriate content;
· using the name of the Circuit to promote products or political opinions;
· damaging the Circuit’s reputation or brand; or
· making statements that contain libel or defamatory content; 
· breach confidentiality, for example by: 
· revealing confidential information owned by the Circuit;
· giving away confidential information about an individual (such as a colleague or other contact) or organisation (such as the District or a local church); or
· discussing the Circuit’s internal workings or its future business plans that have not been communicated to the public);
· breach copyright, for example by: 
· using someone else's images or written content without permission;
· failing to give acknowledgment where permission has been given to reproduce something; or
· do anything that could be considered discriminatory against, or bullying or harassment (including sexual harassment) of, any individual, for example by: 
· making offensive or derogatory comments relating to a protected characteristic, as defined in the Circuit’s Equality, Diversity and inclusion Policy;
· using social media to bully or harass another individual (such as an employee of the Circuit); or
· posting images that are discriminatory, sexual or offensive, or links to such content.
7. Use of social media in the recruitment process
Unless it is in relation to finding candidates (for example, if an individual has put their details on social media websites for the purpose of attracting prospective employers), the Circuit will not, either themselves or through a third party, conduct searches on applicants on social media. This is because conducting these searches during the selection process might lead to a presumption that an applicant's protected characteristics (as defined in the Circuit’s Equality, Diversity and Inclusion Policy) played a part in a recruitment decision. This is in line with the Circuit’s Equality, Diversity and Inclusion Policy.
8. Disciplinary action over social media use
All employees are required to adhere to this policy. Using social media in a way which breaches this policy will result in content being removed from Circuit accounts and the employee’s authorisation to use social media at work being suspended and removed.  Employees should also note that any breaches of this policy may lead to disciplinary action. Serious breaches of this policy, for example incidents of bullying or harassment (including sexual harassment) of colleagues or social media activity that might cause serious damage to the Circuit, may constitute gross misconduct and lead to summary dismissal.
If you believe that social media has been used in a way which breaches this policy, you should report the matter to your Line Manager.
9. Complaints
The Circuit is committed to promoting a working environment based on dignity, trust and respect, and one that is free from all forms of bullying, harassment, including sexual harassment, victimisation and discrimination.
For further information on the proactive measures that we take to prevent bullying and harassment (including sexual harassment) in the workplace, you should refer to the Circuit’s Anti-Harassment and Anti-Bullying Policy.
	
If you find yourself in a situation where you are bullied or harassed while you are at work, including on social media, we encourage you to raise a complaint under the Circuit’s Anti-Harassment and Anti-Bullying Policy.
10. Further guidance
If you need further guidance or support on this policy, you can contact your Line Manager.
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