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1. Purpose 

This policy is to be accepted and observed by all members, staff and volunteers within Four 
Pillars. Breaches of the policy may be regarded as gross misconduct. 
 

2. Ownership 

This policy is the social networking policy of Four Pillars. The ownership of this policy is to 
that of the Four Pillars board of trustees, who discharges its implementation to the 
management of Four Pillars. The management may discharge duties to a nominated 
member of staff or volunteer. 
 

3. Statement of policy 

Our policy is to provide guidance on use of social networking sites to employees, volunteers 
and service users. We also accept responsibility for all other people who may be affected by 
our activities. 
 

4. Principles of policy 

Members of staff and volunteers who have adequate permission may use social 
networking sites as Four Pillars, and should consider the following points before posting 

4.1  Do Not Post, Forward or Share a link to sensitive or inflammatory content. 
Always avoid:   
4.1.1 Any abusive, obscene, discriminatory, harassing or derogatory content.  
4.1.2 Unconfirmed or potentially inflammatory statement about any person or organisation. 
4.1.3 Confidential information about any trustee, member of staff, volunteer, service user, 

supporter/funder. 
4.1.4 Any other statement that is likely to create any liability.  
4.1.5 Confidential and/or commercially sensitive information about Four Pillars or any other 

organisations and businesses (including commercial LGBT+ scene venues.) 
4.1.6 If you feel uneasy about something you are about to post, then don't post it. If in 

doubt always discuss with your line manager.  
4.2 These points should also be considered in your personal use of social media.  
4.2.1 If you have identified Four Pillars as your employer on any social networking site it 

may be best to include a short disclaimer stating that this is a personal page and that 
the views expressed are personal and not that of Four Pillars. 

4.2.2 If you are unsure if your post will fall within any of these categories, you should 
discuss it with your line manager. 

4.2.3 Do not enter into or escalate heated discussions. 
4.3 When participating in discussion on social networking sites, websites, or chatrooms: 
4.3.1 Always be respectful  
4.3.2 Quote facts along with reliable sources in order to calm emotional tension and correct 

misinterpretations. 
4.3.3 Never contribute to a discussion when you are angry or upset, return to it later when 

you can respond in a calm and rational manner and/or after consultation with your 
line manager. 

4.3.4 If you feel uneasy about something you are about to post, then don't post it. If in 
doubt always discuss with line management.  

4.4 Upon Finding Negative Posts from Other Users 
4.4.1 If you notice any negative comments about Four Pillars, on any site or chatroom, 

please report it to your line manager. Do not attempt to delete or hide a post before 
consulting line management as the act of/or external perception of censorship, no 
matter how inaccurate the statement, could be equally damaging to the reputation of 
Four Pillars and its partner organisations as the statement itself.  
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4.5 Avoid Over Posting 
4.5.1 Never post something for the sake of posting. While there is no defined amount of 

posts that can be done in one day, users should avoid over saturating social 
networking sites with information. Prior to posting something, check to see if there 
have been any other recent posts from any other offices/members (particularly those 
sharing the same information.)  

4.6 Post at the right time 
4.6.1 Please be mindful of what time of day updates are posted. Reach and exposure of 

posts can be maximised by ensuring posting occurs at a suitable time and, if need 
be, with suitable reminders. 

4.6.2 Consider the target audience. Be sure to post, if possible, at the best time to ensure 
maximum exposure to the target audience. For example, people between the ages of 
18 to 25 can be targeted anytime whereas older people are best targeted after office 
hours. 

4.6.3 When posting about events and specific activities, be sure to make the post 
sufficiently in advance to allow the target audience to make any necessary 
arrangements to attend. Allow sufficient time for any recurring reminder posts to be 
made as/when necessary.  

4.6.4 Where there is conflicting data about the best times to post for specific target 
audiences look back at previous posts to assess the number of views and their 
demographic.  

4.6.5 Remember posts can also be scheduled to appear at a later date and time and 
weeks in advance. 

4.7 When engaging with the community 
4.7.1 Don't be afraid to engage and ask questions. 
4.7.2 It is entirely acceptable and encouraged to ask people their; 

• Thoughts 

• Opinions 

• Advice 
about topics related to the work of Four Pillars. 

4.7.3 While funny or humorous posts often get a good response, it is important to consider 
both the audience and the tone of your post. Avoid any posting that is potentially 
offensive.  

4.8 Posting/Sharing Images 
4.8.1 The use of photographic images and graphics is encouraged in order to: 

• Illustrate a point and/or article 

• Encourage community involvement (Tags, likes, comments and shares) 

• Provide user attraction to a particular post 
4.8.1.1 Ensure all picture posts / illustrations are accompanied by written text for use with 

screen readers. 

4.8.2 Do NOT post/share images that are: 

• Copyrighted (unless you have the tangible permission of the owner) 

• Obscene 

• Inappropriate 

• Not relevant to the discussion topic/post 
4.8.3 It is unacceptable to post/share images that contain: 

• Excessive Profanity 

• Extreme Political views  

• Illegal Material 

• Pornography 

• Substance Use Promotion 

• Racial Abuse or Discrimination 
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• Graphic and Violent Material 
4.8.4 When posting/sharing any images to/or as Four Pillars on social networking accounts 

you must maintain the organisations ethics and ensure that the image is age and 
audience appropriate. If you are uncertain of an image’s suitability, consult line 
management before posting. 

4.9 Posting/Sharing Video 
4.9.1 The use of videos is encouraged in order to: 

• Illustrate a point and/or article 

• Encourage community involvement (Tags, likes, comments and shares) 

• Provide user attraction to a particular post 

• Refer to 4.8.1.1 
4.9.2 Do NOT post/share videos that are: 

• Copyrighted (unless you have the tangible permission of the owner) 

• Obscene 

• Inappropriate 

• Not relevant to the discussion topic/post 
4.9.3 It is unacceptable to post/share videos that contain: 

• Excessive Profanity 

• Extreme Political views  

• Illegal Material 

• Pornography 

• Substance Use Promotion 

• Racial Abuse or Discrimination 

• Graphic and Violent Material 
4.9.4 When posting/sharing any videos to or as Four Pillars on social networking accounts 

you must maintain the organisations ethics and ensure that the video is age and 
audience appropriate. If you are uncertain of an image’s suitability, consult line 
management before posting. 

4.10 Linked Video 
It is acceptable to link videos from video sharing sites such as YouTube as these videos 
are intended for sharing and, by linking, retain all video publisher information. 

4.11 Embedded Video 
If you are posting a video to Facebook or uploading a video to YouTube it must comply 
with all relevant copyright legislation. The full copyright must either belong to Four Pillars 
or belong to somebody else that has given Four Pillars full, recorded consent for usage. 

4.12 Messaging and Chat  
Messages can be received through some sites and from time to time will require a 
simple response. If there are any specific requests from messages you should respond 
with contact details of the appropriate member of staff.  
 

5. Responsibilities 

Overall and final responsibility for Social Networking Policy is shared collectively by the 
trustees, 
 
The trustees delegate the responsibility of following this policy to the management team. 
 
The management will: 

• Arrange for the implementation of this policy in consultation with staff and volunteers 

• Arrange for the adequate instruction and training of staff and volunteers in all matters 
related to this policy 

• Arrange for the contents of this policy to be known to all staff and volunteers 
 
The staff and volunteers of Four Pillars have a duty to: 
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• Follow this policy 

• Co-operate with the management to ensure that the requirements of relevant 
statutory provisions are complied with 

• Report potential or actual hazards as soon as possible 
 

6. Risk Assessment 

The trustees will ensure that all risk assessments are undertaken for any part of the charity’s 
activities to which they are applicable, copies of these risk assessments are available upon 
written request. 

 

7. Premises 

The management team will ensure that for all premises used by Four Pillars whether owned, 
leased or rented are: 

• Health and safety compliant 

• A full risk assessment has been completed 

• Insurances are in place and displayed 

• Fences are erect and secure at all times, if applicable 

• Gates are manned at all times, if applicable 

• Any potential danger is reported to the management 
 

8. Reports 

The delegated manager/person in charge at each event shall be responsible for making any 
necessary reports relating to this policy or ensuring that others make such reports. 
 

9. Policy Development 

The trustees shall endeavour to progressively develop the charity’s policy on social 
networking in response to risks and hazards identified. Specific procedures and policies so 
developed shall be appended to this document and form part of the charity’s statement on 
reporting social networking sites. 
 

10. Review 

The effectiveness of this procedure will be reviewed annually by a member of the Four 
Pillars board of trustees. If appropriate, action will be taken as necessary to update our 
procedure to ensure effective delivery on the objectives laid out at the start of this document. 


