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Manager and Finance & 
Operations Manager 

Policy Owner Corporate Affairs Manager 

Description Revised and to be read in conjunction with PRO-ITS-006 Social Media 
incident procedure 

1. Purpose 
The purpose of this policy is to provide clear guidance for the appropriate conduct and use of social 
media platforms and tools by SAKGF Board Directors, staff, volunteers and contractors for SAKGF 
purposes. 

2. Scope 
This policy applies to all Board Directors, employees, volunteers and contractors of SAKGF. 

3. Definitions 
 

Term Definition 
Social Media Any type of media created using digital tools that allow individuals and 

organisations to generate content, engage in conversations and share 
content within an online environment.  

Personal use Social media use that has no connection to SAKGF, its staff, volunteers or 
stakeholders. 

Professional use Social media use that is closely linked with SAKGF.  
Official use Management and administration of SAKGF social media assets, which 

includes its programs, services and managed contracts.  
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4. Policy 

4.1 Introduction 
SAKGF recognises that social media provides new opportunities for dynamic and interactive 
engagement which can complement existing communication and further improve 
information, access and delivery of programs.  

SAKGF also recognises that our people are the best ambassadors of the organisation and 
encourage Board Directors, staff and volunteers to engage in conversation about SAKGF, our 
programs and impact on the community.  

Social media refers to any type of media created using digital tools that allow individuals and 
organisations to generate content, engage in conversations and share content within an 
online environment. This content can be in the form of words, images, videos, audio, live 
streaming and more.  

Some of the more popular social media sites (as of October 2025) include, but are not limited 
to:  

• social networking sites (Facebook, LinkedIn, Instagram, TikTok).  
• rich media sharing sites (YouTube, Vimeo, Pinterest).  
• discussion forums (consumer forums, Facebook Groups, Google groups). 

4.2 Objectives 
Objectives of the SAKGF Social Media policy are to: 
 
• protect the reputation of SAKGF. 

• protect the Founder, Board Directors, staff, volunteers and contractors of SAKGF. 

• protect children and young people. 

• ensure that legal and regulatory standards and requirements are being met; and  

• ensure alignment with the expected behaviours and standard as established in the Code of 
Conduct. 

4.3 Policy Statement 
This policy outlines the standard expected by SAKGF for its Board Directors, staff, volunteers 
and contractors regarding the personal, professional and official use of social media 
platforms, and ensures that individuals who engage in such activity do not: 
 
• negatively impact the organisation’s reputation.  

• compromise efficient and effective output during operating hours.  

• make comments or share content that would contravene the Code of Conduct, the 
Bullying, Harassment and Discrimination Policy, or the Child Safety Policy.  

• speak on behalf of SAKGF on a private personal account or interact with the public 
through this private account as a representative of SAKGF.  

• suggest that the organisation endorses any personal or political views; or  

• disclose confidential information concerning SAKGF. 
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Where postings and publications on social media have the potential to damage the 
employment relationship, the organisation’s interests and reputation, or when it is 
incompatible with an individual’s duties, the Board Director, employee, volunteer or 
contractor may be subject to disciplinary action.  

4.4 Use of social media 
Interaction on social media to which this policy principally applies, can be defined as:  
 
• Professional: providing information that is linked with your employment or work at 

SAKGF; or having an interaction that can be linked to SAKGF or SAKGF staff or volunteers 
in any way.  

• Official: speaking on behalf of SAKGF, which includes its programs, services and managed 
contracts on official social media accounts. Official use of social media pages is allocated to 
specific SAKGF staff within the Communications, Fundraising & Partnerships Team. The 
Founder and CEO may also host social media channels that directly represent, promote 
and disseminate the work of SAKGF, in line with this policy. 

If individuals can be identified as a SAKGF employee or volunteer, or as having an association 
with SAKGF on any social media platform, their conduct is deemed professional, and this 
policy applies to their activity on that platform. 

4.5 Prohibited topics 
When using any type of social media – personal, professional, and official – SAKGF Board 
Directors, staff, volunteers, and contractors must not:  
 
• share confidential or sensitive information about SAKGF, its Board Directors, staff, 

volunteers, or program partners and participants.  

• breach existing policies, such as the Code of Conduct, the Bullying, Harassment and 
Discrimination Policy, or the Child Safety Policy. 

• review SAKGF, its services and programs, on social media platforms where this practice is 
banned and/or discouraged (e.g. Google reviews).  

• endorse third party products, unless they are a partner or supplier of SAKGF (professional 
and official use only).  

• list SAKGF or be recognised as a staff or volunteer member of SAKGF, on social media 
dating sites (e.g. Tinder).  

• align SAKGF with a political party, movement, or campaign which the organisation does 
not endorse; and/or 

• violate terms of a tender or ongoing contract (e.g. embargoes during tender submission 
phase).  

4.6 Duty of care 
SAKGF is committed to ensuring our staff, volunteers and participants are all treated fairly 
and are safe within our programs and services. This is the same on social media. When using 
official social media platforms, staff must always: 
 
• adhere to the SAKGF written and visual style guides.   

• always ensure written permissions are sought for the use of images, video and 
recordings of everyone under the age of 18. A parent, guardian or carer must give their 
signed consent using the official SAKGF Image Permission Form. 
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• refrain from sharing content from a third party that does not align with SAKGF values.  

• monitor and respond appropriately to comments and posts made by members of the 
public on official pages. 

• use inclusive language and terms as outlined in the SAKGF House Style and referenced in 
the Australian Government Inclusive Language Guide and 

• wherever possible make content accessible. Include subtitles in videos, and image 
descriptions (i.e. short description in brackets to detail what the photos features).  

4.7 Moderation of public comments 
SAKGF actively seeks ideas, questions, complaints and feedback from the public. SAKGF 
encourages open conversation and debate and expects participants to behave in a respectful 
manner. 
 
SAKGF reserves the right to delete comments that are: 
 
• knowingly false or mischievous complaints or statements about individuals, companies or 

the government. 

• misleading, obscene, off-topic, sexist, racist or spam. 

• promotional or commercial in nature. 

• unlawful or incite others to break the law. 

• defamatory or harassing of our Founder, Board Directors, employees, volunteers or the 

participants in our social media channels. 

• defamatory or harassing of children and young people on our social media channels in 
breach of our responsibilities outlined in our Child Safety Policy. 

• information that may compromise the safety or security of the public and SAKGF program 
participants. 

• repetitive posts copied and pasted or duplicated by single or multiple users; and/or 

• any other inappropriate content or comments as determined by SAKGF. 

5. Roles and Responsibilities 

5.1 Board 
SAKGF Board Directors, individually and collectively will always: 

• provide leadership and support to the organisation to develop and maintain a culture 
that welcomes feedback, communication and engagement through social media 
channels. 

• support and direct the CEO regarding the implementation of this policy; and 
• lead any review of this policy and associated procedures with the support of the Risk 

and Governance Committee. 

5.2 CEO and Management 
The CEO and all Managers are accountable for implementing this policy across the 
organisation. They must therefore: 

• demonstrate a commitment to open and responsive engagement and representation of 
the SAKGF through social media channels. 

• meet any required key performance indicators relating to social media engagement 
and interaction. 

https://www.stylemanual.gov.au/accessible-and-inclusive-content/inclusive-language
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• provide regular reporting to the Risk and Governance Committee and the Board in 
relation to social media engagement; and  

• ensure the organisation meets all legal and regulatory requirements regarding 
communication and engagement through social media channels. 

5.3 All staff 
All employees and volunteers are expected to appropriately engage on social media regarding 
SAKGF programs, activities and operations in accordance with this policy. This includes 
undertaking regular training as directed by the CEO and management.  

6. Legislative and Regulatory Requirements 
• Age Discrimination Act 2004 (Cth) 
• Australian Human Rights Commission Act 1986 (Cth) 
• Criminal Code Act 1995 
• Disability Discrimination Act 1992 (Cth) 
• Equal Opportunity Act 2010 (Vic) 
• Fair Work Act 2009 (Cth) 
• Occupational Health and Safety Act 2004 (Vic) 
• Online Safety Act 2021 
• Online Safety Amendment (Social Media Minimum Age) Act 2024 
• Privacy Act 1988 (Cth) 
• Racial Discrimination Act 1975 (Cth) 
• Sex Discrimination Act 1984 (Cth) 

7. Related Policies and Procedures 
• Artificial Intelligence (AI) 
• Bullying, Harassment and Discrimination 
• Child Safety 
• Code of Conduct 
• Complaints Management 
• Cyber Security 
• Data Retention and Destruction 
• End User 
• Fraud and Corruption Prevention 
• Grievance and Dispute Resolution 
• Privacy 
• Records Management 
• Social Media incident procedure 
• Whistleblower Protection 

8. Approval and Review 
This policy will be reviewed every two years and/or following a critical incident or serious 
complaint. 


