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1. Purpose 

This procedure is to be accepted and observed by all members, paid and unpaid workers 
within Four Pillars. Breaches of the procedure may be regarded as gross misconduct. 
 

2. Ownership 

This is the social media procedure of Four Pillars. The ownership of this Procedure 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 
unpaid worker. 
 

3. Statement of procedure 

Our procedure is to provide guidance on social media posts to employees, volunteers and 
service users. We also accept responsibility for all other people who may be affected by our 
activities. This procedure should be read and utilised in conjunction with the Four Pillars 
Social Networking Procedure. 
 

4. Principles of procedure 

4.1 Social media is a tool in which we use to advertise certain information such as groups, 
services, events, funding 

4.2 Four Pillars holds several accounts under its name including those in the name of 
Grampian Pride 

4.3 These accounts are:  
4.3.1 Facebook: /4pillarsuk /grampianpride 
4.3.2 Instagram: /4pillarsuk /grampianpride 
4.3.3 LinkedIn: /4pillarsuk 
4.3.4 Discord: /4pillarsuk 
4.3.5 YouTube: /4pillarsuk 
4.4 Only employees & volunteers with specific clearance should utilise and post on the 

accounts listed in 4.3 employees/volunteers posting without clearance are in clear 
breach of this procedure and Four Pillars Social Networking Procedure and may be 
regarded as gross misconduct. 
 

5. Event/Activity Information 

5.1 Staff members & Volunteers that do not have clearance to post on social media can tag 
the appropriate team member in Microsoft planner. See Activities & Events Planning 
Procedure 

5.2 The responsible team will then publish what you have submitted following the timeline 
guidelines below 
 

6. When to post 

6.1 There is always an optimal time to post for events/activities and ad-hok information 
6.2 For regular groups; 
6.2.1 1 Week before the group takes place – but no more than once a quarter 
6.3 Large events (of more than 2 hours long);  
6.3.1 4 posts can be shared in the run up to a larger event 18 days before, 12 days before, 

6 days before and 2 days before 
6.3.2 This can be reduced as you see fit (following small events as a guide) 
6.4 Small events (under 2 hours or a maximum of 20 attendees); 
6.4.1 2 posts can be shared in the run up to a small event 6 days before and 2 days before 
6.5 Notification; 
6.5.1 These can be scheduled for the optimal times as guided by knowledge & experience 
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7. Advertisements for others; 

7.1 We often get asked to share other events, tagged in posts and asked to promote certain 
activities.  

7.2 We can only do this if the following is correct: 
7.2.1 The post is relevant to the LGBT+ community and/or Four Pillars services 
7.2.2 The post is a fundraiser on our behalf 
7.2.3 The post is in the local Grampian area 
7.3 We cannot share posts that are: 
7.3.1 Political 
7.3.2 Not relevant to our community and/or Four Pillars services 
7.3.3 Events that are chargeable, unless cleared by the CEO 
7.3.4 Promoting fundraising for another charity/group 
7.3.5 Outside of our catchment area (Grampian) 
 

8. Media Platforms 

8.1 Facebook:  Can host longer posts but users should be careful not to make posts too 
long as to keep reader interested. Demographic age is 25-50 years old 

8.1.1 Facebook should be used to advertise groups, new activities, funding shout outs, 
events (create FB event) and promotions, services, etc. 

8.1.2 Posts should be clear and concise and should have a poster or link where possible 
8.1.3 Posts should include tags where appropriate (such as partners/sponsors) 
8.1.4 Posts should never be changed or deleted once submitted and only with CEO 

permission 
8.1.5 Four Pillars are members of several external group pages and therefore if it is 

appropriate, users are encouraged to share Four Pillars and Grampian Pride posts 
within those groups. (be cautious not to over saturate the groups with information) 
 

8.2 Instagram: Always needs a picture. Demographic age is 14-24 years old 
8.2.1 Instagram is utilised for the comedy aspect and chill side of providing information 
8.2.2 Memes are used to get across the main occurrents of being in the LGBT+ 

community, either daily quote post or weekly Q&A session about services 
8.2.3 User should be conscious that Instagram does not allow links. Information in the 

description is therefore needed 
8.2.4 Posts should never be changed or deleted once submitted and only with CEO 

permission  
 
8.3 LinkedIn: Is aimed at professionals. Demographic 30-60 years old 
8.3.1 The best use of this account will be using it for connecting to companies/other 

businesses. Posting jobs and asking the corporate world for donations/fundraising 
8.3.2 Users should be promoting services such as groups, drop-in, one-to-ones to 

demonstrate how we support our community, any key charity achievements 
8.3.3 Posts should be clear and concise and should have a poster or link where possible 
8.3.4 Posts should include tags where appropriate (such as partners/sponsors) 
8.3.5 Posts should never be changed or deleted once submitted and only with CEO 

permission 
 

9. Messaging and Chat 

9.1 Only specific members can respond to messages, if you have not been given clearance 
for this submitting a response could be classed as gross-misconduct 

9.2 Messages can be received through some sites and from time to time will require a 
simple response. 

9.2.1 If you are unsure of the exact response needed, do not guess, consult your line 
manager or ; 
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9.2.2 If there are any specific requests from messages you should respond with contact 
details of the appropriate member of staff. 

9.3 Instant messaging does not mean, instant response: It is ok to get the information 
required before responding, even if this takes several days. 
 

10. Responsibilities 

Overall and final responsibility for social media procedure on site is shared collectively by 
Four Pillars Trustees, 
 
Four Pillars trustees delegate the responsibility of following this procedure to the 
management team. 
 
The Committee will: 

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

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

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

• Follow this procedure 

• 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 

 

11. Risk Assessment 

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

 

12. 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 
 

13. Reports 

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

 

14. Procedure Development 

Four Pillars board of trustees shall endeavor to progressively develop the charities 
procedure on social media use in response to risks and hazards identified. Specific 
procedures and procedures so developed shall be appended to this document and form part 
of the committee’s statement on reporting social media posts. 
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15. Review 

The effectiveness of this procedure will be reviewed annually by a senior member of Four 
Pillars staff. 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. 
 


