
Kushti Bok Social Media Use Policy 

What this policy covers 

This policy explains how staff, trustees, and volunteers should use social media, both when 
representing our charity and in their personal lives. 

Social media includes: Facebook, X (Twitter), Instagram, LinkedIn, TikTok, YouTube, blogs, 
and any other platforms where you share content publicly. 

Why we have this policy 

Social media is a valuable tool for our charity, but we need to use it responsibly to protect 
our beneficiaries, maintain our reputation, and ensure everyone stays safe online. 

Using social media for the charity 

Who can post on behalf of the charity? 

Only people authorised by the CEO can post on our official charity social media accounts. 

If you'd like to help with our social media, please speak to your manager. 

Guidelines for official posts 

Do: 

●​ Be positive, respectful, and professional 
●​ Check your posts for spelling and grammar 
●​ Respond to comments and messages promptly and politely 
●​ Share our impact and celebrate our community 
●​ Get permission before posting photos or stories about beneficiaries 
●​ Follow our brand guidelines 

Don't: 

●​ Share confidential information 
●​ Post anything discriminatory, offensive, or inappropriate 
●​ Engage in arguments or respond to trolls (report them instead) 
●​ Make political statements on behalf of the charity 
●​ Share beneficiaries' personal information 
●​ Post when angry or upset - take time to think first 
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Your personal social media use 

You're free to use social media personally, but please remember that what you post can 
reflect on our charity. 

If you mention the charity 

If you identify yourself as connected to our charity on your personal accounts: 

Do: 

●​ Make it clear you're sharing personal views (e.g., "Views are my own") 
●​ Be respectful and professional 
●​ Think before you post 
●​ Support and share our official posts if you'd like to 

Don't: 

●​ Claim to speak on behalf of the charity 
●​ Share confidential information about our work, beneficiaries, or finances 
●​ Post anything that could damage the charity's reputation 
●​ Share photos of beneficiaries without proper consent 
●​ Post anything discriminatory, hateful, or illegal 
●​ Criticise colleagues, beneficiaries, donors, or partners publicly 

Privacy and safety 

●​ Check your privacy settings regularly 
●​ Be careful about sharing your location in real-time 
●​ Don't accept friend/follow requests from beneficiaries if this creates a conflict of 

interest 
●​ Be aware that "private" posts can still be shared or screenshotted 

Protecting beneficiaries 

This is critical: We have a duty of care to the people we support. 

Never post: 

●​ Photos or videos of beneficiaries without written consent 
●​ Names or identifying details of beneficiaries 
●​ Stories about beneficiaries without permission 
●​ Anything that could identify vulnerable people 
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Always: 

●​ Get proper consent using our consent forms before posting anything 
●​ Consider whether sharing something is in the beneficiary's best interest 
●​ Store consent forms securely 
●​ Remember that children and vulnerable adults require special protection 

Confidentiality 

Even on your personal accounts, you must not share: 

●​ Internal charity discussions or decisions 
●​ Financial information 
●​ Details about funding applications 
●​ Staff or volunteer personal information 
●​ Anything discussed in confidence 

Dealing with negative comments 

If you see negative comments about our charity on social media: 

1.​ Don't respond immediately or get into arguments 
2.​ Take a screenshot 
3.​ Report it to your manager 
4.​ We'll decide together how to respond 

Political activity 

The charity must remain politically neutral. On our official accounts, we don't: 

●​ Endorse political parties or candidates 
●​ Campaign on party political issues 
●​ Allow our platforms to be used for political campaigning 

You can express political views on your personal accounts, but make it clear these are your 
own views, not the charity's. 

Copyright and intellectual property 

●​ Don't share content that isn't yours without permission 
●​ Give credit when sharing others' work 
●​ Don't use copyrighted images, music, or videos without the right licenses 
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●​ Our charity's logo, name, and materials are protected - don't use them without 
permission 

Monitoring 

We may occasionally monitor what's said about our charity on social media. This isn't about 
checking up on your personal accounts, but ensuring we can respond to issues and protect 
our reputation. 

What happens if this policy is broken? 

Breaking this policy could result in: 

●​ Damage to our beneficiaries or the charity 
●​ Data protection breaches 
●​ Legal issues 
●​ Disciplinary action, including dismissal in serious cases 

If you make a mistake, please report it to your manager immediately. We can usually fix 
things quickly if we know about them. 

If you're unsure 

If you're not sure whether to post something, don't post it. Ask your manager first. 

Good questions to ask yourself: 

●​ Would I be happy if my manager/beneficiaries/trustees saw this? 
●​ Could this identify or harm anyone? 
●​ Am I sharing anything confidential? 
●​ Could this damage the charity's reputation? 
●​ Would I say this face-to-face in public? 

Questions or support? 

If you have questions about this policy, or if you're experiencing online harassment or 
bullying, please speak to your manager. We're here to support you. 
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 Version: 1.0 
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