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Rationale
Our Service recognises both the benefits and challenges of using social media. Social media can strengthen communication and community connection, but it also carries risks relating to privacy, safety, professionalism and the protection of children. This Social Media Policy ensures that all online activity connected to our Service upholds the safety, wellbeing and privacy of tamariki, whānau and staff.
Purpose
This Policy outlines the expected standards of behaviour when engaging with social media for official, professional or personal use. It applies to all members of the Service community, including management, staff, committee members, students, families, contractors and volunteers.
All members must also follow our service’s Privacy and Child Protection Policies.
Definition
Social media refers to Internet based tools that allow users to publish information, opinions, images and other content. For the purposes of this Policy, social media includes platforms used or accessed by our Service community, such as Facebook, Instagram, Messenger, WhatsApp, YouTube and TikTok. It also includes private Facebook Groups, messaging apps or any other online communication channels used for parent or whānau communication.
Key Principles
Online Privacy
· Staff must not use personal devices to take photos or videos of children.
· Parental consent must be obtained before any images, names or identifying details of children is posted.
· All photographic and video material of children must be used only for learning stories, centre documentation, group planning and approved communication platforms (add this here if you use such a platform e.g. Educa or Storypark)
· Confidential information about the Service, colleagues, children or families must never be shared online.
· Nothing posted online should be assumed private. Deleted content may still exist on servers or be accessible elsewhere.
· The Service will maintain up-to-date privacy settings on all official social media accounts.
Use of Official Service Social Media Accounts
Official Service accounts may be used to:
· Share updates, events and important information.
· Promote the Service and its educational work.
· Provide educational resources and community information.
Our procedure for control and moderation is:
· The Service Leader, or a delegated representative, will administer all official accounts.
· Only authorised individuals may post content.
· A moderator will regularly review comments and posts to ensure they meet policy expectations.
· No content will be published without written permission from families whose children appear in the material.
· All passwords must be kept secure and accounts must be logged out when not in use.
Personal Social Media Use by Employees
Professional Boundaries
· Employees must keep personal social networking separate from work.
· Staff may not post about their work, colleagues, children or families on personal accounts.
· Staff may refer to the Service as their employer but must ensure posts remain respectful and do not bring the Service into disrepute.
· Staff should avoid adding families to personal social media accounts unless a genuine pre-existing relationship exists outside the Service.
· Staff must not access personal social media accounts on workplace devices unless approved for a work-related purpose.
· Staff must not use social media while supervising or educating children.
Freedom of Expression
We do not prohibit staff from using social media personally – however, staff must follow clear expectations for professionalism, confidentiality and good taste. This includes:
· No obscenities, profanity or vulgar language.
· No disparaging comments about the Service, colleagues, children or families.
· No harassment, bullying or vilification of any member of the Service community.
· Conduct that aligns with the Teaching Council’s professional and ethical standards expected of teachers.
Friend Requests and Online Relationships
· Staff and management should avoid forming online friendships with families unless a genuine relationship existed prior to employment.
· Staff and management should maintain professional boundaries similar to those expected in other professions, such as health.
Posting Responsibilities
· Individuals are responsible for any material they post online.
· Permission must always be obtained before posting any photograph or image of a child or adult connected to the Service.
· Staff may share publicly available information about the Service only if it is factual, appropriate and consistent with Service values.
Good Taste and Professional Conduct
The Service defines “good taste” as behaviour that:
· Respects the dignity and privacy of others.
· Avoids offensive, inflammatory or inappropriate content.
Roles and Responsibilities
Service Leader
The Service Leader will:
· Ensure all members of the Service community are
· Ensure images of children that are NOT allowed to be used, will be communicated to all staff members at enrolment. 
· aware of this Policy.
· Ensure written parental permission has been obtained before posting any child related content.
· Ensure private information about families, children and staff is not posted online.
· Maintain appropriate privacy settings on all Service accounts.
· Keep passwords secure and confidential.
· Monitor Service social media pages for appropriate content.
· Ensure staff understand expectations and consequences for breaches.
Teaching Team
Teaching team members will:
· Communicate respectfully in all online interactions.
· Not access personal social media on workplace devices unless approved.
· Not use personal devices to take photos or videos at the Service.
· Not post any Service related information on personal accounts.
· Maintain professionalism and confidentiality at all times.
Families
Families will:
· Respect privacy and confidentiality at all times.
· Seek permission before posting images of other children.
· Provide feedback about staff conduct directly to the Service Leader rather than positing online
· Understand that staff may choose not to connect with families on personal social media accounts.
Consequences for Inappropriate Conduct or Breaches of this Social Media Policy
Inappropriate conduct includes any behaviour that:
· Is likely to cause serious damage to the relationship between an individual and the Service
· Breaches privacy or confidentiality, including bullying, harassment, mocking or sharing sensitive information
· Places children, families, staff or the Service at risk through unsafe or unprofessional online behaviour
· Fails to meet, or is unlikely to meet, the Teaching Council professional and ethical standards expected of teachers
Any individual employed by or working at our service who engages in inappropriate conduct or breaches this Policy will be subject to consequences that reflect the seriousness of the behaviour and the circumstances involved. These may include:
· A requirement to remove or correct inappropriate online content
· Review or restriction of access to Service social media platforms
· Mandatory refresher training on privacy, confidentiality or professional conduct
· Escalation where required, including reporting to the Privacy Commission, the Teaching Council or other relevant authorities when breaches involve confidentiality, safety or legal obligations
· A formal reminder or written warning
· Disciplinary action for staff which may lead to dismissal, consistent with employment agreements and relevant service policies
The responsibility for any material posted online rests with the individual who created or shared it. All staff and adults connected to the Service are expected to uphold professionalism, confidentiality and good taste in all online interactions.
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