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SOCIAL MEDIA POLICY
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This policy contains Ord valley Aboriginal Health Service (OVAHS) rules in relation to social media. It has been developed to inform all staff and board members about using social media, so they feel empowered to participate, while being mindful of their responsibilities and obligations under the OVAHS Code of Conduct.
Social media are online services and tools used for publishing, sharing, and discussing information.  It can include Facebook, Twitter, forums, blogs, wikis, TikTok, social networking websites, and any other websites that allow individual users to easily upload and share content.
Personal use of social media: 
OVAHS acknowledges that staff may choose to use social media in their capacity as private citizens, however they should not:
· access personal social media accounts whilst at work
· make any comment about OVAHS, Member Services and any related work, issues, services, or initiatives.
· include OVAHS logos in your postings.
· use an ‘alias’ or pseudonym to breach the above guidelines.
Content published on social media sites is publicly available — even on personal accounts.  Inappropriate public comment on such sites could put staff at risk of breaching the Code of Conduct.
As such, staff should ensure:
· They are mindful that their behaviour is still bound by the Code of Conduct – even outside work hours.
· They don’t make comments that are obscene, defamatory, threatening, harassing, discriminatory or hateful to or about their work or about another person or entity.
· Comments are not or could not be perceived to be made on behalf of OVAHS, rather than an expression of a personal view.
· That if they identify as an employee of OVAHS in a social media site, they should be aware that this information may be searchable, even by people who are not your ‘friends’ or ‘followers’ online.
· To familiarise themselves with the terms and conditions and privacy notices of the social media sites used and adjust privacy settings accordingly.
· Respect copyright, privacy, financial disclosure, and other applicable laws when publishing on social media platforms.
· Comments not directly related to their work but draws on expertise in a field, such as Social Work, IT, would be considered personal. However, staff should not reveal information about OVAHS that isn’t publicly available.
· If they find information online that they think OVAHS should respond to, they report this to their line manager who will notify the CEO; and
· They seek advice within OVAHS if they have any concerns relating to OVAHS.
It is important to understand that failure to adhere to the Code of Conduct can result in a range of outcomes in accordance with OVAHS Disciplinary Policy. 
Examples of failure to adhere to the Code of Conduct using social media include but are not limited to:
· An OVAHS employee makes derogatory and obscene posts about their manager on Facebook. They are not Facebook ‘friends’ with their manager, but they happen to have mutual friends.
· An OVAHS employee tweets derogatory comments about OVAHS members from their personal Twitter account.
· An OVAHS employee discloses non-publicly available information about funding agreements and arrangements.
· An OVAHS employee posts unauthorised photos or video of patients or clients on their personal Facebook page.
Where necessary, concerns about staff behaviour online will be reported to their manager to address with the staff member.  If the behaviour breaches the Code of Conduct, the issue will be referred to Human Resources for investigation and action.
Using social media on behalf of OVAHS
All approvals to use social media for OVAHS purposes must be endorsed by the CEO and Senior Management Team.  The relevant Senior Manager is ultimately responsible for the management of the Social Media site and ensuring staff are aware of their responsibilities.
One staff member will be appointed as the administrator of that social media site and will be responsible for:
· Advising the Operations & Risk Manager of the login details (email, password) and the settings applied to the social media site.
· Understanding and adhering to the social media Policy and External Communications Policy.
· Moderating discussions or comments (if comments are allowed).
· Reporting to the Operations & Risk Manager if they find information online that they think OVAHS should respond to.  The Operations & Risk Manager will notify the CEO.
· Adhering to the intent of the social media site.
· Undertaking training when requested to do so.
· Being aware of the terms and conditions of use of the social media site.
· Respecting copyright, privacy, financial disclosure, and other applicable laws when publishing on social media platforms; and
· Adhering to the OVAHS Code of Conduct and keeping in mind the requirement for all OVAHS employees to act honestly, professionally, and with respect and courtesy.
Providing information in social media
When providing information on behalf of OVAHS the appointed staff member should:
· Disclose only publicly available information, or other information that they are authorised to release.
· Only use photos or videos where individuals have provided consent to use (refer to Photo/ Video Release Form Permission to Publish or Display)
· Only offer information, support or comment on topics that fall within their area of responsibility.
· Provide a direct link to information where it is available on the internet, so if changes are made to the content/rules, people continue to access the most current information.
· Ensure any content published is factually accurate and complies with privacy guidelines.
· Not disclose their own or other people’s personal information on social media sites. (Note: if you email a client directly to resolve an issue outside of the social media site, be sure to classify all emails with personal information as ‘sensitive’, as emails are not a secure communication channel).
In order to respect online etiquette, the appointed staff member should:
· Adhere to the terms of use and seek to conform to the cultural and behavioural norms of the social media platform being used.
· Be respectful of all individuals and communities you interact with.
· Be polite and respectful of others’ opinions, even in times of heated discussion and debate; and
· Ensure you do not post material that is obscene, defamatory, threatening, harassing, discriminatory or hateful to another person or entity.

Variations
OVAHS reserves the right to vary, replace or terminate this policy from time to time.
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Social Media Policy

I agree that I have read, understood, and will comply with the above stipulations of the OVAHS doc_790_ social media Policy.
I am aware that if I ever have any questions related to social media and the workplace, I am able to discuss these with OVAHS management.

Please review, acknowledge and accept this via LOGIQMS Document Acknowledgement.
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