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Social Media Policy


[bookmark: OLE_LINK6][bookmark: OLE_LINK4][bookmark: OLE_LINK3][image: ]Endeavour Foundation Group’s purpose is to make possibilities a reality for our customers and our people through having a professional, engaged, and flexible workforce that partners with people to aspire for more.
Purpose
The purpose of this policy is to ensure the proper use of social media by authorised representatives and provide clarity to the Endeavour Foundation Group, consisting of Endeavour Foundation and its subsidiaries including  Community Solutions and  BRACE employees, of their responsibilities when using social media, in keeping with the our Code of Conduct. 
Scope
Social media plays a significant role in many people’s lives, and we appreciate the value in using social media to connect, build more meaningful relationships with people with a disability, families, carers, customers, communities and other relevant stakeholders. 
This policy is designed to protect the interests of you, our employees, contractors, partners and our brand. The Social Media Policy applies to all Endeavour Foundation and Community Solutions Group (and related entities) employees, supported employees, service users, subcontractors, consultants, volunteers, Board members and Area Committee members using or having a need to participate in online social media activity. 
Non-compliance with this policy may give rise to formal performance review.
Participation includes:
· maintaining a profile page for Endeavour Foundation and Community Solutions Group on any social or business networking site
· making comments on networking sites for and on behalf of Endeavour Foundation Group
· writing, contributing or maintaining a personal or business blog and/or commenting on other people’s or business’ blog posts for and on behalf of Endeavour Foundation or Community Solutions Group
· posting comments for and on behalf of Endeavour Foundation Group on any public and/or private web-based forums, message boards or other internet sites 
· having an active profile on a social or business networking site.
Where it applies
The Social Media Policy applies to any website or application that enables sharing of content or information or supports user participation and interaction. 
Examples include, but are not limited to:
· social networking sites, e.g. Facebook, Instagram, Twitter, LinkedIn
· video and photo sharing web sites, e.g. Flickr, YouTube, Snapchat
· micro-blogging and activity stream sites, e.g. Twitter, Tumblr, Reddit
· blogs and blogging platforms, e.g. WordPress, Wix, Joomla
· forums and discussion boards, e.g. Facebook groups, Yahoo! Groups, Google Groups
· online encyclopaedias, e.g. Wikipedia
· any other web sites that allow individual users or companies to use simple publishing tools, e.g. wikis.
Policy
1.0 General
1.1 Social media is a business communication tool and users are obliged to use this tool in a responsible, effective and lawful manner. Approved representatives are encouraged to participate in social media activities, and it is expected that employees behave with common sense and comply with this policy and the Code of Conduct.

1.2 Employees should carefully consider if social media is the appropriate communication channel before publishing a post. Avoid posting any statement on social media if it is not intended for wide public distribution and maintains the confidentiality of private information obtained in the course of your work at Endeavour Foundation and Community Solutions Group.

1.3 Employees should take reasonable steps to avoid conflicts of interest and offer constructive criticism carefully and after deliberation.

1.4 Employees who do not have delegated authority to speak on behalf of Endeavour Foundation or Community Solutions Group may access social media in keeping with their role. This includes accessing official Endeavour Foundation and Community Solutions Group information and communications in social media and sharing official Endeavour Foundation Group information and communications via social media channels.


2.0 Professional Use

2.1 No employee is to engage in social media as a representative of, or on behalf of Endeavour Foundation Group unless authorised to do so by the Head of Marketing.

2.2 If you participate in social media activities as part of your job, that account is considered the property of Endeavour Foundation Group.

2.3 If an employee is directed to contribute to, or participate in, any form of social media related work, they are always to act in a professional manner and in the best interest of Endeavour Foundation Group.

2.4 Employees must ensure they do not communicate any confidential information and information not publicly available; material that violates the privacy or publicity rights of another party; and/or information, about employees, clients or stakeholders of Endeavour Foundation Group without their prior approval to do so.

2.5 Images and videos containing employees, customers, or the general public must have a signed and documented media permission form before sharing on any social media. 

2.6 The creation of any social media platform / account is only to be done by the marketing team and with approval from the Head of Marketing. No other accounts representing Endeavour Foundation or Community Solutions Group can be created without going through this process and can be shut down if found active. 
3.0 Personal Use
Employees must adhere to the Endeavour Foundation Code of Conduct in their personal use of social media. 
3.1 Endeavour Foundation Group encourages the use of social media to engage with your communities, and acknowledges its employees have the right to contribute content to websites, blogs and business or social networking sites not owned and operated by Endeavour Foundation.
However, employees must be mindful that inappropriate behaviour on such sites has the potential to cause damage to the organisation’s reputation and commercial interests, as well that of its employees, clients and stakeholders.
Our official social media activity is coordinated by the Sales and Marketing team to deliver the best experience for our community and to protect and enhance Endeavour Foundation’s and Community Solutions Group brand.
Public commentary which is detrimental to the organisation may result in disciplinary consequences.
3.2 An employee’s personal use of social media platforms must not interfere with work commitments.

3.3 Employees must ensure they do not communicate any confidential information and information not publicly available; material that violates the privacy or publicity rights of another party; and/or information about employees, clients or stakeholders without prior approval to do so.

3.4 There is a difference between speaking on behalf of Endeavour Foundation Group and speaking about Endeavour Foundation Group. Public comment by employees in their capacity as private citizens is permitted, in keeping with the Code of Conduct. The Marketing Manager specifically nominates people to speak on behalf of the organisation in an official capacity. If you are not an authorised Social Media representative of Endeavour Foundation and Community Solutions Group, every effort must be made to ensure that the opinions you express are not represented as an official view of Endeavour Foundation Group.

3.5 As someone who supports or is employed by Endeavour Foundation and Community Solutions Group, we encourage you to engage with, share and celebrate our wins. Comments made by an employee in a public or private capacity should not compromise (or be perceived to compromise) the employee’s ability to carry out his or her duties or implement Endeavour Foundation Group policies.

4.0 REVISION
This policy must be reviewed every 12 months from the date of publication, or earlier if required. The review shall be carried out by the Marketing Manager in liaison with the Digital Manager and CEO’s nominee.
This Policy applies to: 
All Endeavour Foundation and Community Solutions Group employees, volunteers and related entitles. Non-compliance with this policy may give rise to formal performance review.
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