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1. Policy Statement
St. Patrick’s Centre recognises that employees use social media tools as part of their daily
lives. Employees should always be mindful of what they are posting, who can see it, and how
it can be linked back to the organisation and work colleagues. To avoid any doubt in relation
to posting on social media, St. Patricks Centre provides some guidelines outlined in this
policy. Resident privacy and confidentiality, Data Protection requirements, defamation law
and basic duty of care, all still apply, to and in comments that are made while off-duty and
online. Given the vulnerabilities of residents of St Patrick’s Centre, there is a specific
expectation from staff to ensure responsible use of Social Media.

2. Scope
This policy on social media is relevant to all employees, co
read in conjunction with other employee policies. Particul
at work, equality, bullying and harassment, internet, e-m
business confidentiality policies, all of which are applicabl

ors and visitors and must be
tion is drawn to the dignity
ge, data protection, and

cial media usage.

3. Responsibilities

3.1.Responsibility of the Employee

3.2.Responsibility of the Line Manag
Line Managers have res_ponszb;hty

. ring to social and professional networking sites (for
witter), blogs wikis, boards and other similar online fora and

All employees should be aware that the organisation regularly monitors the internet and
social media in reference to its work and to keep abreast of general internet commentary,
brand presence and industry perceptions. The organisation does not specifically monitor
social media sites for employee content on an ongoing basis, however employees should not
expect privacy in this regard. The organisation reserves the right to utilise for disciplinary
purposes any information that could have a negative effect on the organisation or its
employees, which management comes across in regular internet monitoring, or is brought to
the organisation’s attention by employees, customers, members of the public, etc.

Misuse or abuse of social and digital media can cause significant injury to third parties and
can also impact negatively on the credibility of St. Patrick’s Centre. This is particularly
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relevant in the context of safeguarding patient care and personal information. St. Patrick’s
Centre is potentially vicariously liable for injury caused by misuse or abuse of social and
digital media channels by it’s employees.

All employees are reminded as per your contractual obligations, you shall not discuss or
disclose any information of a confidential nature except in the proper course of your
employment. When engaging in social media it is expected that you act in a professional
manner and uphold the integrity of the Centre. In no way, should you bring the company into
disrepute.

All employees are prohibited from using or publishing information on any social media sites,
where such use has the potential to negatively affect the organisation or its staff. Examples of
such behaviour include, but are not limited to:

» Publishing material that is defamatory, abusi

fensive in relation to any
employee, manager, office holder, shareh

Publishing material that might reason
the reputation or professional standing o

All employees must adhere to the fo

organisation."Wh
related content i

4.1.2.

4.1.3.

company events should not be posted online.

4.1.4. Material in which the organisation has a proprietary interest — such as software,
products, documentation, letters, policies or other internal information — must not be
transmitted, sold or otherwise divulged, unless the organisation has already released
the information into the public domain. Any departure from this policy requires the
prior written authorisation of your senior manager.

4.1.5. Be respectful at all times, in both the content and tone of what you say. Show respect
to your audience, your colleagues and customers and suppliers. Do not post or publish
any comments or content relating to the organisation or its employees, which would
be seen as unacceptable in the workplace or in conflict with the organisation’s
website. Make sure it is clear that the views and opinions you express are your own.
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4.1.6. Recommendations, references or comments relating to professional attributes, are not
permitted to be made about employees, former employees, service users, medical
professionals, customers or suppliers on social media and networking sites. Such
recommendations can give the impression that the recommendation is a reference on
behalf of the organisation, even when a disclaimer is placed on such a comment. Any
request for such a recommendation should be dealt with by stating that this is not
permitted in line with organisation policy and that a formal reference can be sought
through HR, in line with the normal reference policy.

4.1.7. Once in the public domain, content cannot be retracted. Therefore always take time to
review your content in an objective manner before uploading. If in doubt, ask
someone to review it for you. Think throngh the consequences of what you say and
what could happen if one of your colleagues had to defend your comments to a
customer.

4.1.8. If you make a mistake, be the first to point it out
factually point out misrepresentations, but do pi

4.1.9. It is very important that employees immediatels

sorrect it quickly. You may
ite an argument.

supervisor or another member of m
allegations made in good faith will

Regularly review:

provide you wit

4.2. Social Media Secu
You are responsible for all postings made on or to your social media accounts, This applies to:
postings or activity made directly by you, postings or activity made by any other party but
under your username/account, and/or postings made by friends or third parties to your
accounts (eg, Facebook wall posts made by Facebook friends to your timeline).

You must be conscious at all times of your overall online presence and its effect, or potential
effect, on the company, its clients or your colleagues. Disciplinary action may ensue, in line
with this policy and the disciplinary procedures, for any activity on, or related to, your social
media accounts, regardless of how such activity occurred.

You are therefore advised to maintain the security of your personal social media accounts.
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This includes, but is not limited to: using secure passwords, changing passwords regularly, not
disclosing your passwords to third parties, and logging out of accounts when leaving your
computer/devices unattended. If you are concerned about any activity on your social media
account, however created, and its interaction with your employment, please contact your
manager immediately.

4.3. Specific Managerial Responsibilities

By virtue of their position, managers have particular obligations with respect to general
content posted on social media. Managers should consider whether or not personal thoughts
they publish may be misunderstood as expressing the organisation’s opinions or positions
even where disclaimers are used. Managers should err on the side of caution and should
assume that their teams will read what is written. A public online forum is not the place to
communicate organisation policies, strategies or opinions to employees.

Managers should not make ‘friend’ requests or other uests of their team members,

as this may place undue pressure on an employee.,

The key guiding principles that employees s] ‘ ing social media tools are:
¢ Observe confidentially
s Be professional
¢ Be aware of your conduct
s Maintain integrity

4.4. Enforcement ‘
Non-compliance wi

{ this social media policy and
cies may lead to disciplinary action, up to

1 are not expressly governed by this policy, you
aedia and the internet is at all times appropriate and

business use.
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