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Trust Ethos, Mission, Vision and Values   

 

The Trust believes in the transformational power of education for each individual and that 
this is enhanced through collaborative working between the academies.  
 

 

 

Working together, transforming lives 
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Where the word ‘Trust’ is used in this document it refers to Archway Learning Trust.  
 
Where the word ‘Advisory Board’ is used it refers to the Academy Advisory Board (AAB) of an individual 
academy within the Trust.  
 
Where appropriate the AABs of individual academies will publish details of the procedures and 
practices to implement Trust policies.  
 
The term ‘Trust Executive Leadership Team’ (ELT) or ‘Executive Directors ‘this is comprised of the Chief 
Executive Officer, Regional Directors, Chief Finance Officer, Corporate Services Director, Operations 
Director, and People Strategy Director 
 
Where the word ‘users’ is used it refers to staff, future staff issued with ICT access and/or hardware, 
AAB members, volunteers and regular visitors.  
 
Where the phrase ‘Senior Leader’ is used, this refers to Principals, Headteachers and local Academy 
Senior Leadership Team (SLT).  
 
Where the phrase ‘Principal’ is used, this also refers to Headteachers. 



 

Related Policies and Procedures  

• Bullying and Harassment Policy  
• Code of Conduct  
• Data Protection & Freedom of Information Policy 
• Disciplinary Policy  
• Equality and Diversity Policy  
• Safeguarding Policy  
• Whistleblowing Policy  
• Procedure for Dealing with Allegations of Abuse Against Staff and Volunteers  
• Data Retention Procedures 
• ICT Acceptable Use Policy 
 



 
1. Policy Statement  

 The Trust recognises that the internet provides unique opportunities to participate in 
interactive discussions and share information on particular topics using a wide variety of social 
media. However, employees’ use of social media can pose risks to our ability to safeguard 
children and young people, protect confidential information and reputation, and can 
jeopardise our compliance with legal obligations. This could also be the case outside of 
working hours. 

 Users of social media are also potentially at risk of others misunderstanding the intent behind 
online communications or blurring of professional boundaries between children and young 
people and their parents or carers. This policy therefore sets out the Trust’s expectations 
regarding the use of social media. 

 To minimise these risks, to avoid loss of productivity and to ensure that our IT resources and 
communications systems are used only for appropriate business and education purposes, and 
that the use of personal devices does not have an adverse impact on our business, the Trust 
expects all users to adhere to this policy. 

2. Scope and Principles  

 This policy deals with the use of all forms of social media, networking sites, and all other 
internet-based sites and systems. 

 It applies to the use of social media for both business and personal purposes, whether during 
working hours or otherwise.  The policy applies regardless of whether the social media is 
accessed using our Trust IT facilities and equipment or equipment belonging to members of 
staff. 

 Inappropriate use of social media may be treated as misconduct under the Trust’s Disciplinary 
Policy and in some cases, it may amount to gross misconduct  

 Users may be required to remove internet postings which are deemed to constitute a breach 
of this policy.  Failure to comply with such a request may in itself result in disciplinary action. 

 Questions about this policy and requests for training or information in relation to appropriate 
use of social media should be directed to the Line Manager. Users may also wish to contact 
their trade union representative for advice and guidance as appropriate.  

3. Personal use of social media 

 Personal use of social media is not permitted during working time on computers, networks 
and other IT resources and communications systems belonging to the Trust.  

 The Trust recognises that there may be exceptional circumstances where staff may 
occasionally access social media on their personal devices. Personal use of social media 
during working hours is permitted so long as it does not involve unprofessional or 
inappropriate content, does not interfere with your employment responsibilities or 
productivity and gives due regard to the Code of Conduct, the Nolan Principals of Public Life, 
Teacher Standards where appropriate and the Governance Code of Conduct. 

 Staff shall not: 

3.3.1. Undertake any social media activity that could damage the reputation of the Trust; 
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3.3.2. Accept students or their parents/carers as ‘friends’ or send messages to them; 

3.3.3. Share personal details with students; 

3.3.4. Share photographs, information or any content relating to children as students at 
the Trust; 

3.3.5. Share, generate or circulate any content that is in contravention of the Equalities 
Act. 

4. Business use of social media 

 There must be a strong pedagogical or business reason for creating an official school social 
media site.  

 Staff must seek permission from their Principal or Senior Leader, either in their Academy or 
the Trust before committing to creating a new social media account/channel.  

 When considering a new social media account/channel the Principal or Senior Leader must 
ensure the requirement is necessary and with a strong justification that does not expose the 
Trust to unwelcome publicity or cause reputational damage. The Senior Leader may impose 
certain requirements and restrictions with regard to a user’s social media activities 
undertaken on behalf of the Trust before granting the user a social media account.  

 All social media accounts must be created with a Trust email address not linked to a normal 
work email account. Requests for separate accounts should be made to the IT Services team. 

 The Trust and each Academy will maintain a register of social media accounts and channels 
along with their purpose which will be reviewed on an annual basis. Each social media 
account will have a designated owner responsible for the content posted on that account. 

 When using social media in an official business capacity the designated responsible owner 
shall: 

4.6.1. Only use the social media account as agreed with the Senior Leader and give 
consideration to the purpose of each post and its alignment with the Trust’s 
pedagogical or business activity. 

4.6.2. Ensure that the Academy has parent/carer consent to use, post or publish a 
photograph or video image of any student. 

4.6.3. Staff must not identify a student using their full name and use only first/forenames 
or initials.  

4.6.4. Shall agree with their Principal or Senior Leader the appropriateness of open and 
public comments on the social media platform. 

4.6.5. The Academy retains a list of those parents/carers who have opted in/given 
affirmative approval for the use of images or data of their child for a specific 
purpose. Staff should familiarise themselves with the names of the students on that 
list and ensure approval is current and valid.  

4.6.6. If users are contacted for comments about the Trust for publication anywhere, 
including in any social media outlet, users must direct the inquiry to their Principal or 
Senior Leader and must not respond without written approval. 
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 The Trust approves the use of a defined list of social media platforms for business use, 
including Facebook, Twitter and LinkedIn. To use other social media platforms please seek 
permission from your Principal or Senior Leader. 

5. Data Protection 

 The Trust will comply with the requirements of Data Protection Legislation in the monitoring 
of our IT resources and communication systems. Monitoring is undertaken in line with our 
Workforce Privacy Notice which sets out how the Trust will gather, process and hold personal 
data of individuals during their employment. Our Data Protection Freedom of Information 
(FOI) Policy sets out how the Trust will comply with Data Protection Legislation. 

 In line with the requirements of Data Protection Legislation, the Trust may store copies of such 
data or communications for a period of time after they are created, and may delete such 
copies from time to time without notice. Records will be kept in accordance with our Data 
Retention Procedures. 

 For further information, please refer to our ICT Acceptable Use Policy and Data Protection FOI 
Policy. 

6. Monitoring  

 All IT systems across the Trust are actively monitored for the protection and safety of 
the Trust and all users and in order to ensure compliance with this policy and any 
legislative duties. The Trust reserves the right to access all material stored on the Trust 
ICT systems, including that held on the personal areas of user accounts, including email 
mailboxes, for this purpose. 

 Monitoring takes place in relation to all IT systems across the Trust and includes all 
mobile devices, software, systems, emails and internet usage. Monitoring applies to these 
systems all of the time and extends to devices provided to users for use outside of the Trust 
network; including use of mobile devices outside of the Trust premises, both during and 
outside of normal working hours. Monitoring processes may not be able to distinguish 
between business and personal files or messages and so all items stored on any media 
are deemed to be business communications. If an employee chooses to make use of 
Trust facilities for personal files or correspondence, they must be aware that their files 
and emails will not be private. 

 Monitoring actively looks for violations of the accepted uses of Trust systems, this 
includes but is not limited to: keyword matching, image monitoring and application 
usage. The accepted usage of systems is defined in this policy and monitoring will seek 
to identify activity that does not conform to the standards of behaviours and conduct 
expected by the Trust. 

 Monitoring is centralised by the Trust and access to the monitoring software is limited 
to specific personnel where access is required as part of their role. 

 Where users are concerned that this policy has been infringed, they should make every 
effort to report this to a Senior Leader at the earliest opportunity. 

 

 


