1.7    Social Networking Policy

Policy Statement

This policy sets guidelines that employees/students/volunteers should follow for all on-line communications which refer to Acorn Pre-School.

This policy includes (but is not limited to) the following:

· Personal blogs
· Twitter
· Facebook
· My Space
· Personal web sites

Social networking sites allow for more personal information to be accessed by the public than ever before, with this in mind, because of the very nature of our business we have a strict policy regarding its employees/students/volunteers use of these social networking sites.

Whilst we do not forbid employees/students/volunteers from using social networking sites we need to impose certain restrictions on an employee/student/volunteer as to their profile content in relation to Acorn Pre-School and the passing of certain work related information and must comply with the Law with regard to copyright, plagiarism and the Data Protection Act.

Procedures

· Pre-School holds you the employee/student/volunteer individually responsible for reading, knowing and complying with any Social Networking Terms of Service documents of the sites they use.

· Employees/students/volunteers of Acorn Pre-School must not list the name of the Pre-School on any Social Networking Sites.

· They must not identify themselves as an employee/student/volunteer of the Pre-School.  A social networker becomes, to some extent, a representative of their workplace and everything he/she posts has the potential to reflect on the group and its image.  If a connection to the Pre-School has already been revealed by a staff member, posts should contain disclaimers that make it clear that opinions expressed are solely those of the author and do not represent the views of the group.

· Employees/students/volunteers must NOT identify themselves as working with children – this can lead to being a specific target of unscrupulous member of the web in order to gain assess to children for paedophile purposes.

· All information regarding anything to do with the group is not to be discussed or referred to on any such sites, even in private messaging with restricted access between site members.

· There must not be any disclosures of personal information with regard to other members of Pre-School staff, children using the Pre-School, parents and/or carers.

· Employees/students/volunteers must not refer to children or their parents in any way.  These include coded reference of people or incidents surrounding them.  These can easily be worked out or misinterpreted.  Pre-School relationships with parents is considered an important and valuable asset that can be irrevocably damaged through a thoughtless comment. 

· Employees/students/volunteers must not have as or request parents of children currently attending the group or their known family members to be friends.  In this social setting it is easy to cross the line inadvertently discussing the child even with parent’s permission.  All staff must comply with the Data Protection Act in and out of work time.

· Staff must equally not accept friendship requests from parents or their family members.  Polite refusal is perhaps embarrassing initially but carefully chosen words stating it is a Pre-School policy (without naming the group) that disallows it.  Remember it is other people too that can see posts.

Photographs

· Pre-School employees/students/volunteers must never share or post photographs that show any child from the group in any form, even with the parental consent.  This is strictly not allowed even if the picture format has no connection with the setting ie taken in a social aspect.

Information kept on computers

· It is acceptable for observations and reports to be typed and printed off of computers but due to the Data Protection Act they must be deleted after printing. 
· If this policy has been agreed and signed, and not adhered to, disciplinary procedures will be followed (refer to disciplinary policy).



Name of employee/student/volunteer		…………………………………………………………………………..

Signature of employee/student/volunteer	……………………………………………………………………….....



This policy was adopted by			Acorn Pre-School

On                                                                                  January 2020					

[bookmark: _GoBack]Date to be reviewed                                                   January 2021

Signed on and behalf of the provider

Name of signatory					J Smith

Role of signatory					Manager

