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	Policy Statement

	This Policy aims to provide managers and individual employees with information concerning the use of, or the development of, any social media application, and to help them get the best out of the tools available whilst maintaining a safe professional environment and protecting themselves, as well as the College.

	Equality Statement

	The College is committed to providing equal opportunities to ensure its students, staff, customers and visitors are treated equally regardless of gender reassignment, race, religion or belief; disability; age; marriage and civil partnerships; pregnancy and maternity; sexual orientation; sex.
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1. Introduction
1.1. West College Scotland (“the College”) is committed to making the best use of all available technology and innovation to improve the way we do business. This includes using all reasonable and cost-effective means to improve the way we communicate, reach out and interact with the different communities we serve.
1.2. Social media is the term commonly given to online tools which allow users to virtually interact with each other in some way – by sharing information, opinions, knowledge and interests online. As the name implies, social media involves the building of online communities or networks to encourage participation and engagement. This policy deals with the use of all forms of social media and messaging apps, including but not limited to Facebook, LinkedIn, X, TikTok, Snapchat, Instagram, WhatsApp and all other social networking sites, online postings and blogs. It applies to the use of social media and messaging for College business purposes as well as personal use that may affect the College in any way.
1.3. To avoid major incidents which could result in reputational, legal and ethical issues, and misuse/abuse of a social media relationship, it is important that we manage any potential risks through a commonsense approach and framework as well as proactively monitoring the development of such applications.
1.4. This policy covers members of the Board of Management, all employees, agency workers (“staff”), volunteers and consultants.
1.5. This policy does not form part of any employee's contract of employment, and the College may amend it at any time subject to consultation with recognised trade unions.
1.6. The Policy is not intended to restrict the role of individuals carrying out their responsibilities in either a Management, Teaching, Support role or as an employee representative.
2. Personnel Responsible for Implementing the Policy
2.1. The Board of Management has overall responsibility for the effective operation of this policy but has delegated day-to-day responsibility for its operation to the Director of Communications and Student Experience.
2.2. Responsibility for monitoring and reviewing the operation of this policy and making recommendations for change to minimise risks lies with Director of Communications and Student Experience who will review this policy every two years to ensure that it meets legal requirements and reflects best practice.
2.3. Managers have a specific responsibility for operating within the boundaries of this policy, ensuring that ALL staff understand the standards of behaviour expected of them and act when they are made aware of behaviour that falls below its requirements. The Employee Code of Conduct is also helpful in understanding these standards and expectations. 
2.4. All staff are responsible for the success of this policy and should ensure that they take the time to read and understand it. Questions regarding the content or application of this policy should be directed to the Director of Communications and Student Experience.

3. Compliance with Related Policies and Agreements
3.1. Social media should never be used in a way that breaches any of the College’s other policies or procedures. If an online commentary, internet or blog post would breach any of the College’s policies or procedures, it will also breach the terms of this Policy.
For example, staff are prohibited from using social media to:
a. breach the College’s Policy on Acceptable Use of IT
b. breach of the College’s Employee Code of Conduct
c. breach the College’s obligations with respect to the rules of relevant regulatory bodies
d. breach any obligations contained in College policies or contractual requirements relating to confidentiality
e. breach the College’s Staff Disciplinary Procedure
f. breach the College’s Safeguarding Policy
g. harass or bully other staff in any way or breach the College’s Anti-Bullying and Harassment Procedure for Staff
h. unlawfully discriminate against other staff or third parties or breach the College’s Equality, Diversity and Inclusion
i. breach the College’s Data Protection Procedure (for example, staff must never disclose personal information about a colleague, student, customer or contractor online)
j. criticise or argue with students, customers, colleagues, contractors or competitors
k. post images or links to images or other content which are inappropriate
l. breach any other laws or regulatory requirements
3.2. References and/or endorsements, positive and negative, can be attributed to the College and create legal liability for both the author of the reference and the College. Staff should therefore never provide professional references for other employees via social or professional networking sites. Staff should refer to the Staff Reference Policy and Guidelines which are available on the staff intranet.
3.3. Staff who breach any of the above policies may be subject to disciplinary action.
4. Personal Use of Social Media
Occasional and reasonable personal use of social media during working hours, as may be determined by the College in its reasonable discretion, is permitted so long as it does not involve unprofessional or inappropriate content, does not interfere with a member of staff’s employment responsibilities or productivity, and complies with this policy. Access to particular social media websites using College systems may be blocked by the College at any time.
5. Prohibited Use
5.1. Staff must avoid making any social media communications that could damage the College’s interests or reputation. This includes endorsements, reactions, and comments on other people’s communications.
5.2. Staff must not use social media to defame or disparage the College, its staff or any third party; to harass, bully or unlawfully discriminate against staff or third parties on any grounds including those of protected characteristics (age, disability, gender re-assignment, marriage and civil partnership, pregnancy and maternity, race, religion and belief, sex, or sexual orientation); to make false or misleading statements; or to impersonate colleagues or third parties.
5.3. Staff must not express opinions on the College’s behalf via social media, unless expressly authorised to do so by the Director of Communications and Student Experience. Staff may be required to undergo training to obtain such authorisation.
5.4. Staff must not post comments about sensitive business-related topics, or do anything to jeopardise the College’s trade secrets, confidential information and intellectual property.
5.5. Staff must not discuss the College’s internal workings or structure or its future business plans or projects where these are not already in the public domain other than through their or another member of staff’s authorised disclosure.
5.6. While staff are permitted to say that they work for the College on social media, their online profile name (for example the name of a blog or an account name/handle) must not contain the College’s name.
5.7. If staff do discuss their work on social media (for example, giving opinions on their specialism or the sector in which the College operates), they must make it clear that the views expressed are their own.
5.8. Any communications that staff make in a professional capacity through social media must not breach copyright, for example by:
1. using someone else's images or written content without permission
1. failing to acknowledge permission which has been given to them or the College to reproduce something
5.9. Staff must not set up or join Class/Course WhatsApp or other messaging application groups where students may also be members. Group messaging by staff to students may only take place through the College’s Microsoft Teams application.
Any misuse of social media should be reported to the individual’s Line Manager or the Director of Communications and Student Experience, for appropriate investigation and instigation of disciplinary proceedings if required. 
6. Use of Social Media for College Business
6.1. The College encourages staff to make reasonable and appropriate use of social media websites as part of their work. For example, it is an important part of how the College communicates with its customers and promotes its services. Some social media sites can also be used effectively to support learning and teaching.
6.2. Staff may contribute to the College's social media activities, for example by writing for its blogs, managing an Instagram account for a class, or contributing to an official TikTok account or YouTube channel for the College.
6.3. When using social media in a professional capacity staff should use the same safeguards as they would with any other form of communication about the College in the public sphere. These safeguards may include:
1. ensuring that the communication has a purpose and a benefit for the College
1. obtaining permission from an appropriate manager before embarking on a public campaign using social media
6.4. If staff create a Facebook, Instagram or other social media account for College business they must let Marketing know when the account is set up and the log-in details. This is not to involve Marketing itself in its content but to make it aware for reputational and brand reasons what is available for the public to view. It also allows Marketing to step in to manage the account if required.
6.5. If staff duties require them to speak on behalf of the College in a social media environment, the College may require them to undergo training before they do so and impose certain requirements and restrictions regarding their activities.
6.6. Likewise, if staff are contacted for comments about the College for publication anywhere, including in any social media outlet, they must direct the enquiry to Marketing and must not respond without written approval.
6.7. The use of social media for business purposes is subject to the provisions of this policy.
7. Guidelines for Responsible use of Social Media
7.1. Staff must be respectful to others when making any statement on social media and be aware that they are personally responsible and legally liable for all communications which they cause to be published on the internet for anyone to see.
7.2. If staff disclose their affiliation with the College on their profile or in any social media postings, they must state that their views do not represent those of the College (unless they are authorised to speak on the College’s behalf as set out in paragraph 5.3). Staff should also ensure that their profile and any content they post are consistent with the professional image they are expected to present to students, customers and colleagues.
7.3. If staff are uncertain or concerned about the appropriateness of any proposed statement or posting, or if they see anything that disparages or reflects poorly on the College they should discuss this with their line manager.
7.4. Even though communication methods such as WhatsApp/Snapchat messaging and Facebook have become a standard part of everyday life, these methods are not always the most reliable when the sender needs to be certain a message has been received, nor the most appropriate means of communication on personal or sensitive matters. In cases of long-term absence, the curriculum team will need to consider the effects such absence is having on the student’s ability to progress and achieve. During a period of long-term absence, the student should maintain contact with the College, normally via the guidance tutor and through College endorsed channels (Email, Teams or Text/Phone), as outlined in the Attendance and Progress Procedure. Where there are grounds for consideration of withdrawal from a programme, any confirmation of the decision to withdraw should be confirmed in writing, identifying the last date of attendance. 
The use of social media and/or messaging apps is not appropriate in conveying messages around student personal progress.
8. Monitoring and Privacy
Please refer to the College’s Policy on the Acceptable Use of IT.
9. Breach of this Policy
9.1. Employees should be aware that use of social media in a way that may be deemed as deliberate or inadvertent misuse could be a breach of this policy may lead to disciplinary action under the College Disciplinary Policy and Procedure. Serious breaches of the policy may constitute gross misconduct under the Disciplinary Policy, which will normally be regarded as grounds for summary dismissal.
9.2. Any member of staff suspected of committing a breach of this policy will be required to co-operate with the College’s investigation.
9.3. Staff may be required to remove any social media content if possible that the College reasonably considers to constitute a breach of this policy. Failure to comply with such a request may result in disciplinary action.
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This stage establishes whether a policy, procedure or decision will have a differential impact from an equality perspective on people who share protected characteristics or whether it is “equality neutral” (i.e. have no effect either positive or negative).

The protected characteristics are: age, disability, gender reassignment, pregnancy or maternity, race, religion or belief, sex and sexual orientation.


[image: image5]

[image: image6]

[image: image7]
Name of policy/procedure/decision: WCS Social Media Policy 





Provide a brief summary of the aims of the policy/procedure/decision and main activities:





This Policy sets out the requirements in relation to Social Media and where roles and responsibilities sit within the organisation. 





Assessed By:   Nathan Tyler    Date: March 2026





Who will benefit from this (students/staff/stakeholders)? Is there likely to be a positive impact on people who share protected characteristics, and if so, how? Or is it clear at this stage that it will be equality “neutral”? i.e. will not have a differential impact on any equality group/s?


This Policy is anticipated to have a positive impact on equality, particularly in promoting dignity, respect and safety for individuals with protected characteristics. 


By reinforcing inclusive values and appropriate conduct, the policy supports a culture where diversity is respected and celebrated across digital platforms.





2.   Is there likely to be an adverse impact on people who share protected characteristics? 


If so, who may be affected and why? Or is it clear at this stage that it will be equality “neutral”?


The policy sets expectations around respectful communication and unacceptable behaviour online. 


This particularly benefits individuals who share protected characteristics (such as race, disability, sex, sexual orientation, religion or belief, gender reassignment, age, pregnancy/maternity, and marriage/civil partnership) by helping to reduce the risk of online harassment, bullying, or discriminatory language.





3.  What action will you take to ensure that you are monitoring the impact of this Policy?


The policy will be reviewed on a scheduled basis to ensure it remains up to date with legislation, 


best practice, and emerging social media trends.


Data relating to reported breaches of the policy (including complaints of bullying, harassment,


discrimination on social media) will be recorded.


The effectiveness of guidance will be evaluated to ensure that all users understand expectations


and that inclusive practices are being promoted.











