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 BEST Preschool realises that social networking has now become an integral part of 

everyday life and that many people enjoy membership of social network sites such as 

Facebook, Instagram, or Twitter. However, we are also aware that these sites can 

become a negative forum for complaining or gossiping and care must be taken not to 

breach our confidentiality policy or offend anyone when using these sites.  

 

PURPOSE 

BEST Preschool may choose to engage in social media such as and not limiting to: 

• Facebook 

• Twitter 

• YouTube 

• Google Business 

• Podcasting 

• TikTok 

• Blogging 

• Instagram 

 

BEST Preschool seeks to encourage information and link-sharing amongst its Board, staff 

and parents and seeks to utilise the expertise of its employees and parents in generating 

appropriate social media content. 

At the same time, social media posts should be in keeping with the image Best Preschool 

wishes to present to the public and posts made through its social media channels should 

not damage the organisation’s reputation in any way. 

Due to the fast-moving nature of social media and the constant development of new 

social media programs, it is important that this policy and its procedures be reviewed at 

regular intervals. 
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BEST Preschool social media use shall be consistent with the following core values: 

• Integrity: BEST Preschool will not knowingly post incorrect, defamatory, or misleading 

information about its own work, the work of other organisations, or individuals. 

• Professionalism: BEST Preschool social media represents the organisation as a whole 

and should seek to maintain a professional and uniform tone. Staff and parents may, 

from time to time and as appropriate, post on behalf of BEST Preschool using its online 

profiles, but the impression should remain one of a singular organisation rather than a 

group of individuals. 

• Information Sharing: BEST Preschool encourages the sharing and reposting of online 

information that is relevant, appropriate to its aims, and of interest to its members. 

 

RESPONSIBILITIES 

The Marketing Department is to coordinate the BEST Preschool social media 

management. 

The Head of Marketing will oversee expansion of social media and help to develop the 

Social Media Strategy in line with the Media Relations component of the organisation’s 

Media Policy. 

The Marketing Department has ultimate responsibility for: 

o Ensuring that all posts are in keeping with the BEST Preschool Social Media component 

of the organisation’s Media Policy. 

o Ensuring appropriate and timely action is taken to correct or remove inappropriate 

posts (including defamatory and/or illegal content) and in minimising the risk of a repeat 

incident. 

o Ensuring that appropriate and timely action is taken in repairing relations with any 

persons or organisations offended by an inappropriate post. 

o Moderating and monitoring public response to social media, such as blog comments 

and social media channels  replies, to ensure that trolling and spamming does not occur, 

to remove 

offensive or inappropriate replies, or caution offensive posters, and to reply to any 
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further requests for information generated by the post topic. 

It is important to maintain the balance between encouraging discussion and information 

sharing, and maintaining a professional and appropriate online presence. 

 

Delegation 

Social media is often a 24/7 occupation; as such, such responsibilities as outlined above 

may be occasionally delegated by the Marketing Department to other appropriate staff. 

 
The Office Manager will ensure content to the Marketing Department for social media 
usage according to existing consents of parents/legal guardians for public use of media 
by BEST Preschool. For other persons in the media documents provided, the Office 
Manager ensures children are not clearly identifiable in photographs.  
 
The following policy has been designed to give staff members clear guidelines as to what 
we at BEST Preschool expect of our staff when accessing sites: Google, Facebook, 
Twitter, YouTube, Podcasting, Blogging, TikTok or other social media channels.  
 

● The absence of, or lack of explicit reference to a specific site does not limit the 
extent of the application of this policy. Where no policy or guideline exists, 
employees should use their professional judgement and take the most prudent 
action possible. Consult with the Marketing Department if you are uncertain.  

● Breach of confidentiality will result in disciplinary action and may result in the 
termination of your contract.  

● When using social networking sites staff should give due regard to the following: 
- Personal blogs should have clear disclaimers that the views expressed by the 

author in the blog are the author’s alone and do not represent the views of 
the kindergarten.  

- Be clear and write in the first person. Make your writing clear that you are 
speaking for yourself and not on behalf of the kindergarten.  

- Information published on your blog(s) should comply with BEST Preschool’s 
Confidentiality Policies. This also applies to comments posted on other blogs, 
forums, and social networking sites. 
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● Always be respectful to:   

✔ The kindergarten  

✔ Other staff members  

✔ Parents and relatives  

✔ Children  

✔ Partners   

✔ Competitors  

✔ Suppliers 
 

● Staff should be aware that any disrespectful comments to the above may be seen 
as libellous.  

● Staff must not accept parents as friends on social networking sites  
● Social media activities should not interfere with work commitments.  
● Always remember in or out of working hours you are an ambassador for BEST 

Preschool and your online presence reflects on the setting.  
● Be aware that your actions captured via images, posts or comments can reflect 

on our setting. 
● Do not reference or cite BEST Preschool parents or children without their written 

expressed consent.  
● Respect Copyright laws, and reference or cite sources appropriately. Plagiarism 

applies online as well.  
● Nursery Logos and trademarks may not be used without written consent.  
● Any Employee, who becomes aware of social networking activity that would be 

deemed distasteful, should make the Head of Preschool and Marketing 
Department aware.  

 
Parents will: 
- Adhere to social media Policy and group rules (WhatsApp, Telegram) 
- Make any comments or posts must be from accounts which clearly identifies author’s 

real name 
- Not post inappropriate content 
- Engage positively with online community  
- Take concerns directly to the kindergarten site or Head of Preschool and not to 
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Facebook, Twitter, etc. 
- Respect the rights and confidentiality of other children and their families when using 

Facebook, Twitter pages or apps such as WhatsApp. 
 
Before social media posts are made, staff, parents and guardians, staff should risk assess 

by asking the following questions: 

Questions  YES/NO 

Is the information we are posting, or reposting, likely to be of interest to BEST 
Preschool members?   
Is the information in keeping with the interests of the organisation and its 
constituted aims?   
If there is a link attached to the post, does the link work, and have I read the 
information it links to and judged it be an appropriate source   
Could the post be construed as an attack on another individual, organisation or 
project?   

 

If you are at all uncertain about whether the post is suitable, do not post it until you 

have discussed it with the Head of Preschool, Marketing Department or BEST Preschool 

staff delegate. 

 
 
 
 
 
 
 
 
 
 
 
 
 



 BRITISH EDUCATION & SPORTS TIRIAC PRESCHOOL 
 

BRITISH EDUCATION & SPORTS TIRIAC PRESCHOOL                                                            7 | Page      

office@bestpreschool.ro 

 

 
Name of signatory:  
Role of signatory: Administrator  
 
 
 
 
Name of signatory:  
Role of signatory: Head of Preschool 
 


