
  
  
    [image: WhatDoTheyKnow]
  

  
    Download original attachment
    
(PDF file)
  

  
    This is an HTML version of an attachment to the Freedom of Information request
    'Social Media policy'.
  




  
    
      
[bookmark: 1][image: ]

 

 

 

 

 

INVEST NI 
SOCIAL MEDIA POLICY 
MARCH 2016 
 
 
 
 

 

Invest Northern Ireland Social Media Policy 

VERSION: 

ISSUE DATE: 

REVIEW DATE: 

Page 1 of 13 

1.1 

8 March 2016 

7 March 2017 

Uncontrol ed Copy When Printed



[bookmark: 2]Contents 
 

1.  Policy scope ................................................................................................................................ 3 

2.  Introduction ................................................................................................................................. 3 

3.  Why this policy exists ............................................................................................................... 3 

4.  The role of social media ........................................................................................................... 3 

5.  Corporate accounts ................................................................................................................... 3 

6.  Responsibilities .......................................................................................................................... 4 

6.3.  Social Media Team ............................................................................................................. 4 

6.4.  Staff making requests ....................................................................................................... 5 

6.5.  Staff using personal accounts ........................................................................................ 5 

6.6.  Third party suppliers ......................................................................................................... 5 

6.7.  General social media guidelines .................................................................................... 5 

7.  Use of Invest NI social media accounts ............................................................................... 6 

7.1.  Authorised users ................................................................................................................ 6 

7.2.  Creating social media accounts ..................................................................................... 6 

7.3.  Use of personal social media accounts at work ........................................................ 6 

8.  Responsible use of social media ........................................................................................... 7 

8.1.  Users must not ................................................................................................................... 7 

8.2.  Responding to enquiries .................................................................................................. 7 

8.3.  Copyright .............................................................................................................................. 7 

9.  Security and data protection ................................................................................................... 7 

9.1.  Maintain confidentiality .................................................................................................... 7 

9.2.  Protect social accounts .................................................................................................... 8 

10. 

Potential sanctions ................................................................................................................ 8 

10.1. 

Dealing with social media misuse ............................................................................. 9 

11. 

Things to remember .............................................................................................................. 9 

Appendix 1 ......................................................................................................................................... 10 

Appendix 2 ......................................................................................................................................... 11 

Appendix 3 ......................................................................................................................................... 12 

 

 

 

 

Invest Northern Ireland Social Media Policy 

VERSION: 

ISSUE DATE: 

REVIEW DATE: 

Page 2 of 13 

1.1 

8 March 2016 

7 March 2017 

Uncontrol ed Copy When Printed



[bookmark: 3]1.  Policy scope 

 
This policy applies to all Invest Northern Ireland (Invest NI) employees, including those in 
overseas offices, contractors, agency workers, casual workers, interns and third party 
suppliers who carry out social media activity on behalf of Invest NI.  
 
This policy is not part of an employment contract. 
 

2.  Introduction  

 
This covers all social media channels including, but in no way limited to, Facebook, 
Twitter, LinkedIn, YouTube and any other online platform that allows you to post or 
publish to the web.   
 

3.  Why this policy exists 

 
This document provides information on how you should use social media channels in a 
professional capacity on behalf of Invest NI and also the responsibilities you have in a 
personal capacity if your personal social media account identifies you as an Invest NI 
employee. 
 

4.  The role of social media 

 
Social media is being used by businesses and individuals as a way of communicating, 
networking and interacting. It allows Invest NI and nibusinessinfo.co.uk to communicate 
with the wider business base and engage users based on interests, demographics and 
content. Used responsibly, social media enhances the work of Invest NI.  
 
Invest NI social media accounts should not be used to give character references, portray 
opinions or use Invest NI trademarks or any third party intellectual property without 
consent. 
 

5.  Corporate accounts 

 
We have a number of corporate social media accounts with presences on Facebook, 
Twitter, LinkedIn, Google+ and YouTube.  
 
Please view Appendix 1 for a full list of social media accounts for Invest NI and 
nibusinessinfo.co.uk along with the staff responsible for managing the accounts.   

 

In addition to the Invest NI corporate accounts, some staff members have set-up 
individual Invest NI work-related personal accounts on Twitter and LinkedIn groups to 
network and engage with industry stakeholders. This is something that is encouraged 
however only on Twitter and LinkedIn as these are the most business specific social 
networks and you must speak to a member of the Digital Communications team before 
you decide to set-up a personal, work-related account.  
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[bookmark: 4]Also, refer to Appendix 2 for further guidance on becoming a Social Media Ambassador, 
Appendix 3 for a general understanding of Facebook, Twitter and LinkedIn.  
 

6.  Responsibilities  
 

6.1. Policy  
 
This policy is the responsibility of the Digital Communications team and will be 
maintained and updated on an annual basis or when changes are required. Staff should 
notify the Digital Communications team of any instances of non-compliance.  
 
6.2. Corporate accounts 
 
There is a team of staff from the Communications Group and the nibusinessinfo.co.uk 
Team who are responsible for managing the various Invest NI Corporate Accounts. They 
will publish updates to these accounts based on the latest events, calls for applications, 
press releases and business guidance that is available to them.  
 
Quite often updates will be aligned to the wider communications activity for a specific call 
for applications, programme recruitment, event or business update. You can view a list of 
staff who manage our corporate accounts in the Guide to social media.  
 
6.3. Social Media Team 
 
As a member of the social media team you are responsible for ensuring the quality, 
accuracy and relevancy of the information that you post. You have the right to rewrite 
and optimise information for the network you manage and indeed turndown the request if 
you feel it is not appropriate.   
 
Before engaging on social media channels, be clear about what you are trying to 
achieve. You are personally responsible for al  the content you publish, so make sure 
that it meets the guidance contained in this document. 
 
You must ensure you do not disclose official information without authority, on occasions 
when you are unsure of sensitivity of the information you are going to share on social 
media check with the PR & Media Relations Team for information relating to Invest NI or 
the Corporate Information team for statistical information.  
 
You should not take part in any political or public activity which compromises, or might 
be seen to compromise, your impartial role within Invest NI. 
 
Invest NI Corporate Accounts and Invest NI work related personal accounts should not 
be used to disclose any information identifying a living person without their consent. 
When sharing information relating to news stories, case studies and other 
communications materials which include a living person it can assumed consent has 
been granted when the person agreed to the initial communications medium.  
 
If you feel even slightly uneasy about something you are about to publish, then the 
chances are you should not do it. Remember that once you have posted something on 
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[bookmark: 5]the internet it is very difficult to remove, so always check the accuracy and sensitivity of 
what you are saying before you post. 
 
Posting content that is considered inappropriate may result in disciplinary action, please 
refer to Section 8. Responsible use of social media, for further information. Remember 
that by interacting with any of our Facebook pages or Twitter channels, you agree to 
comply with the Terms and Conditions of Twitter and Facebook.  

 

6.4. Staff making requests 
 
Staff are encouraged to consider social media in their day-to-day activities and bring to 
the attention of the social media team any opportunities for posting content. However, 
before engaging on social media channels, be clear about what you are trying to 
achieve. Whilst the social media team are personally responsible for all the content 
published through official Invest NI and nibusinessinfo.co.uk social media accounts, the 
staff member making the request will also have a responsibility to ensure relevance, 
context and authority to disclose information.  
 
6.5. Staff using personal accounts  
 
On certain social networks it is possible to add your place of work to your account. If you 
decide to populate this field you are making it identifiable that you are an employee of 
Invest NI and as a result you are required to adhere to the guidelines in this policy, in full.  
 
Invest NI may consider requiring access to all accounts which identify Invest NI as an 
employer, and obtaining the right to remove any content in breach of the policy. These 
accounts may also be required to have a disclaimer that views expressed are not those 
of Invest NI, and also use sufficient password protection; 
 
6.6. Third party suppliers  
 
Third party suppliers, contractors, agency workers, casual workers, interns who have 
responsibility to engage on social media activity on behalf of Invest NI have to adhere to 
the same guidance set out in this policy, in addition to any other instructions provided by 
the person responsible for managing the relationship with the supplier.  
 
It is not Invest NI’s responsibility and it is out of our control to monitor or influence the 
personal accounts of employees of third part suppliers.  
 
6.7. General social media guidelines  
 
Be careful how you represent yourself on social media as the lines between public and 
private, personal and professional, are becoming increasingly blurred. Remember that 
your colleagues, customers, stakeholders, suppliers and even potential future employers 
will be able to read what you publish. 
 
When using social media, either an Invest NI Corporate Account, Invest NI work related 
personal accounts or personal accounts identifying you as an Invest NI employee, staff 
are bound by the same principles as those that apply with any other activity associated 
with working for Invest NI and as outlined in the Staff Handbook and Code of Ethics.   
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[bookmark: 6]Be mindful of our duties not to disclose official information without authority, and not to 
take part in any political or other public activity which compromises, or might be seen to 
compromise, our impartial service to the government of the day or any future 
government. 
 
We must take care about commenting on government policies and practices and should 
not do so without the proper authorisation. We should avoid commenting altogether on 
politically controversial issues and avoid making any kind of personal attack or tasteless 
or offensive remarks to individuals or groups. 
 
You should also read Appendix 3 for guidance on understanding the role of Facebook, 
Twitter and LinkedIn.  
 

7.  Use of Invest NI social media accounts 
 

7.1. Authorised users 
 
Invest NI has a dedicated team of Social Media Account Managers and they are 
responsible for posting information to our various Invest NI Corporate Accounts and 
nibusinessinfo.co.uk accounts. They have the right to refuse to post content on our 
accounts that they deem unsuitable.  

 

7.2. Creating social media accounts 
 
New Invest NI Corporate Accounts or Invest NI work related personal accounts must not 
be created without authorisation and approval from the Digital Communications team. 
Whilst staff are encouraged to have personal work-related accounts all our social media 
activity is based on Invest NI’s approved digital engagement framework and any new 
accounts must align to that framework. Please refer to Appendix 2 in this document.  
 
Authorisation is not required for staff creating personal accounts on LinkedIn which 
identify you as an Invest NI staff member, however you must adhere to the guidance in 
this policy relating to acceptable use of social media.to create any account which 
identifies Invest NI as the employer (such as a LinkedIn account), or whether consent is 
only required for Corporate accounts; 
 
7.3. Use of personal social media accounts at work  
 
Use of social media accounts for non-work purposes is restricted to non-work times, 
such as breaks and during lunch.  
 
However staff may use social media during regular hours for work-related activities such 
as market research or learning and development (i.e. reading blogs).  
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[bookmark: 7]8.  Responsible use of social media 
 

8.1. Users must not 
 
Whether you are using social media in a work capacity, i.e. through an Invest NI 
Corporate Accounts or personal account identifying you as an Invest NI employee, you 
must not post content that might be defamatory or incur liability for Invest NI.  
 
Nor should you post content that is sensitive, confidential, inappropriate, or political - 
something that comprises, or might be seen to compromise our impartial service to the 
Northern Ireland Assembly, wider business base or overseas offices.  
 
8.2. Responding to enquiries 
 
If you receive an enquiry about Invest NI, its work with customers, or its policies, 
strategies, programmes, advisory support, or promotional initiatives via your personal 
account, please direct them to the appropriate section of investni.com or contact the 
Communications Group who will advise you. 
 
If you see a Facebook or Twitter user making rude, inappropriate or factually inaccurate 
comments about Invest NI, do not get embroiled in an argument. Remember that there is 
potential for a lot of people to see your comments, so be careful not to bring Invest NI 
into disrepute.  
 
Bring the comments to the attention of the relevant Social Media Account Manager within 
the Communications Group, nibusinessinfo.co.uk Team or the relevant overseas team 
who will decide on the best course of action and provide a response if appropriate.  
 
8.3. Copyright  
 
Users of Invest NI Corporate Accounts, Invest NI work related personal accounts or 
personal accounts identifying you as an Invest NI employee must not publish or share 
any copyrighted software, media or materials owned by third parties, i.e. materials that 
carry a copyright mark, unless permitted by that third party.  
 
Please note, it is acceptable to share links to content published on other websites but it 
is best practice to acknowledge the source in your post.  
 

9.  Security and data protection  
 

9.1. Maintain confidentiality 
 
Due to the nature of Invest NI business, staff managing Invest NI Corporate Accounts,  
Invest NI work related personal accounts or personal accounts identifying you as an 
Invest NI employee, must not share content or information about a company that could 
be considered confidential or commercially sensitive.  This can cover a wide range of 
things.  
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[bookmark: 8]If you are unsure check with the company or with the Invest NI PR & Media Relations 
Team as quite often if there is something that is worthy of sharing on social media the 
PR & Media Relations Team will be planning a media campaign to share the message 
and will have embargoed the release of information.  
 
9.2. Protect social accounts  
 
Invest NI social media accounts should be protected by strong passwords - passwords 
that are at least six characters, a combination of letters, numbers and symbols, 
containing both uppercase and lowercase.  It is the responsibility of the Social Media 
Account Manager to change the password regularly, it is recommended every three 
months, and only share it with authorised users.  
 

10. Potential sanctions  

 
Knowingly breaching this social media policy is a serious matter. Users who do so will be 
subject to disciplinary action.  
 
Staff using corporate social media accounts and personal accounts that identify you as 
an Invest NI employee must adhere to the rules, regulations and policies as set out in the 
Staff Handbook and Code of Conduct.  
 
You should be familiar with the Invest NI Code of Ethics.  In summary all staff have a 
duty to: 
 
  Discharge public functions reasonably and in accordance with the law; recognise 

ethical standards governing particular professions. 
 

  Conduct themselves with integrity, impartiality and honesty. They should not deceive 

or knowingly mislead the Invest NI, the Board, the Department of Enterprise Trade 
and Investment, Ministers, the NI Assembly or the public. 
 

  Endeavour to deal with the affairs of the public efficiently, promptly, and without bias 

or maladministration. 
 

  Endeavour to ensure the proper, effective and efficient use of public money. 

 

  Not misuse their official position or information acquired in the course of their official 

duties to further their private interests or those of others. 
 

  Not without authority disclose official information which has been communicated in 

confidence within Government Departments, or received in confidence from others. 

 

Other policies listed in the Staff Handbook that are particularly relevant to social media 
users include the Data Protection Act, Gifts and Bribes, Harassment and Bullying Policy 
and the ICT Systems acceptable usage policy.  
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[bookmark: 9]10.1. 

Dealing with social media misuse 

 
Social media misuse can be classified under the following categories of misconduct as 
outlined in the Disciplinary Policy and Procedure: 
 

Minor Misconduct 

 

Major Misconduct 

 

Gross Misconduct Disciplinary Policy and Procedure  

 

11. Things to remember  

 
The following points are useful things to remember whether using social media in a work 
or personal capacity.  
 
  Apply common sense - regardless of privacy settings social media is an open forum - 

when you post something to the web it is very hard to remove it, don’t post something 
on social media that you wouldn’t broadcast in an open forum.  
 

  Adhere to the Invest NI code of ethics as outlined previously in this document.  

 

  If you are in doubt about posting something due to sensitivity or privacy or for any 

other reason don’t post it.  

 

  Endeavour to post accurate content, check what you are saying before posting.  
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Account 

Social Media Account Manager
 

Twitter 
@InvestNI 

Adeline McCann and Marty Stevenson 

@InvestNI_MEast (Middle East) 

Gary Osborne and Chris Woods 

@InvestNI_USA (USA) 

Luisa Reynolds and Niamh Perreault 

@nibusinessinfo 

Anna Mulvenna, Karen McGowan and Seainin Bates 

 

 

Facebook 

 

Facebook.com/Invest NI 

Sonia Chapman and Jack McGrory 

Facebook.com/nibusinessinfo 

Steven Donegan and Anna Mulvenna 

 

 

YouTube 

 

Youtube.com/InvestNI 

Gillian McCorry, Jack McGrory and Charlene Magee

Youtube.com/nibusinessinfo.co.uk 

Anna Mulvenna 

 

 

LinkedIn 

 

Invest NI 

Marty Stevenson and Sonia Chapman 

Invest NI - Americas  

Luisa Reynolds and Niamh Perrault 

Invest NI - Asia Pacific 

Gary Osborne and Chris Woods 

Invest NI - Middle East 

Gary Osborne and Chris Woods 

nibusinessinfo.co.uk 

Daniela Comisso 

 

 

Google+ 

 

Invest NI 

Adeline McCann 

nibusinessinfo.co.uk 

Jonathan Hobbs 
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[bookmark: 11]Appendix 2 
 
Staff members who can justify the need for a personal Invest NI social media account can 
make a request to become a Social Media Ambassador by contacting the Digital 
Communications Team: 
 
Rodney McMullan 

 

 

Charlie McCloskey 

xxxxxx.xxxxxxxx@xxxxxxxx.xxx  

xxxxxxx.xxxxxxxxx@xxxxxxxx.xxx  

028 9069 8147 

 

 

028 9069 8845 

 
Please get the agreement of your line manager before you do this. 
 
Staff are only permitted to create Twitter or LinkedIn accounts as these are the most relevant 
social media channels for a business audience in Northern Ireland.  
 
Staff becoming a Social Media Ambassador must adhere to the social media policy and are 
required to keep abreast of the latest changes and developments to the network they are 
active on so that they are using it in the correct manner and engaging effectively with their 
network.  
 
Creating a Twitter account 
 
To create a Twitter account you have to create a Twitter handle, the Invest NI handle is 
@investni. New Twitter handles must follow the corporate naming convention: first name + 
first letter of surname _ investni. For example, the naming convention for John Smith would 
be: johns_investni. If this is unavailable, simply add the second or third letter of your 
surname. For example, johnsm_investni or johnsmi_investni. 
 
Creating a LinkedIn account  
 
LinkedIn differs from Twitter in that you have to create an individual profile. In most instances 
staff will have an individual profile and will be requesting to set-up a group or forum.  
 
Some of the things that need to be discussed and agreed before setting up a LinkedIn group 
are the name, who the group is targeted to, how the group will be populated, how often the 
group will be updated and a commitment that there will be someone available on a daily 
basis to administer the group – i.e. share updates, monitor the content that is shared, 
respond to queries etc.  

 

You must never create accounts or shared spaces on social media channels or networks 
which give the impression that you are an official Invest NI spokesperson, without prior 
written approval from the Communications Group. 
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[bookmark: 12]Appendix 3 
 
The information in this appendix is designed to provide staff with a greater understanding of 
Facebook, Twitter and LinkedIn, however if a member of staff would like to have a further 
discussion about any of the networks or has questions relating to social media please 
contact either Rodney McMullan or Charlie McCloskey in the Digital Communications Team.  
 
Facebook  
 
Facebook is the most social of the social networks we currently have a presence on. By this 
we mean it is the one people use most for keeping up-to-date with family and friends, 
sharing photos of birthdays, holidays and special occasions. For this reason, and based on 
our experience of the network as a business platform, we do not authorise staff to set-up 
work related personal accounts on Facebook.  
 
It is on this basis that we recommend staff do not populate the work place field on your 
account. This isn’t essential information for Facebook to have but they use this to gather a 
greater understanding of who you are and how to target you with posts, advertisements and 
updates. By populating this field you are associating your account with Invest NI and making 
it recognisable that you are an employee of Invest NI.  
 
In this case you are required to adhere to the guidance outlined in the Social Media Policy.  
 
In addition to this we would recommend that you do not make or accept friend requests from 
people connected with client companies and third party suppliers as this could be interpreted 
as showing favouritism to one particular person or organisation. However, in the scenario 
were you have a friend that is connected with a client company or third party supplier you 
should be aware of the boundaries that need to be set and be sensitive to the need to 
maintain a professional relationship when dealing with Invest NI business.  
 
In addition you still need to adhere to the points outlined in this Social Media Policy. 
 
Twitter 
 
Twitter works best as a public social network. Unlike Facebook where it is recommended 
that you review your privacy settings to lock down your account to your friends only, Twitter 
relies on your ability to get your comments seen by the widest possible audience through the 
use of engaging content, hashtags, retweets and favourites.  
 
Twitter has a large business community in Northern Ireland and beyond. As well as being 
our largest corporate account in terms of followers and posts per day we also have a number 
of staff who successfully use it to communicate the latest industry developments and 
highlights. We encourage staff to set-up their own work related Twitter account if they can 
justify a need and demonstrate that they understand the network. However the same rules 
detailed in this policy applies to people using Twitter whether in a work related capacity or 
personally from an account that identifies them as an Invest NI employee.  
 
Twitter differs from Facebook in that it is more instantaneous, with a 140 character limit it 
can take a short amount of time to compose and send a tweet. When tweeting remember 
that what might make sense to you could make no sense to the wider public without context.  
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[bookmark: 13]For example a comment about a latest industry development might make no sense to the 
wider business base without sufficient information in the tweet or a link to further information.  
In addition it is very easy and widely accepted to share (retweet) other user’s tweets. You 
should be mindful of the impact of a retweet and what it actually means - it could be seen as 
endorsing a political opinion, showing favour to one particular organisation or sharing 
insulting, derogatory and discriminatory language.  
 
A common practice is to include a disclaimer on your account, something along the lines of - 
These views are my own and not those of my employer – and whilst we would encourage 
you to do this we should also point out that this does not exclude you from adhering to the 
Social Media Policy.  
 
LinkedIn  
 
LinkedIn is a social network for professionals. It is a great way to connect with colleagues, 
past and present.  
 
With LinkedIn being a professional social network the emphasis is on the individual and their 
expertise. But remember that whilst LinkedIn is in your own name, if you list Invest NI as 
your employer you must adhere to the Social Media Policy.  
 
Using LinkedIn successfully is about selling yourself and your skills in the same way you 
would in a job application or interview. To get the best out of LinkedIn you should fully 
optimise your account, this includes completing your education and employment history, 
using a good-quality, recent picture so people can identify who you are, joining relevant 
industry groups and discussion.  
 
You should only ask to connect with someone you have previously made contact with be it a 
friend, former colleague, or someone you have met through an event. When making a 
request to connect with someone personalise the message to make it specific to them, this 
along with a full optimised account will give them the confidence to accept your request. 
Equally you are not obliged to accept anyone’s request to connect on LinkedIn and it is 
recommended and advisable to only accept requests from people you know. It is not rude to 
reject a connection request.  
 
If you are posting on LinkedIn either through your timeline or in group discussions you 
should be of interest, be timely and demonstrate your professional knowledge, but 
remember to adhere to our Social Media Policy, think about data protection, confidentiality 
and remaining impartial. 
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