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Social Media Policy 
Purpose 
The purpose of the Social Media Policy (Policy) is to outline: 

• the expectations of staff, volunteers and Councillors in relation to the posting of content 
on, and the general use of, social media, when making public comment whilst working for 
or representing Baw Baw Shire Council (Council), 

• what is considered to be acceptable use of social media in both a professional and 
personal capacity; and 

• define the types of content that are prohibited on Council’s social media, whether posted 
by staff, volunteers, Councillors or members of the public. 

The Social Media Policy is implemented for the entire current Council term. 
 

Governance principles 
Section 9 of the Local Government Act 2020 (the Act) specifies the overarching governance 
principles and supporting principles that Council must adhere to in the performance of its role 
and functions.  
 
This Policy gives effect to the following overarching governance principles outlined in Section 
9(2) of the Act:  

• Priority is to be given to achieving the best outcomes for the municipal community, 
including future generations, 

• the municipal community is to be engaged in strategic planning and strategic decision 
making, 

• innovation and continuous improvement is to be pursued,  
• the transparency of Council decisions, actions and information is to be ensured.  

This Policy also takes into account the following supporting principles defined in Section 9(3) of 
the Act:  

• The community engagement principles (Community Engagement Policy), 
• the public transparency principles (Public Transparency Policy), 
• the service performance principles.  
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Definitions   
Social media is the term used for internet-based tools which allow for user participation and 
refers to user-generated information, opinion and other content shared over digital networks. 
Social media also includes all other emerging electronic and digital communication platforms.  
 
Staff means Council employees, contractors, agents, members and volunteers whether on 
leave or otherwise.  
 
Councillor means a person who holds the office of member of a council.  
 
Approved officers are responsible for managing and authorising the use of Council’s social 
media accounts and engaging with the general public. Approved officers include the Digital 
Communications Advisor(s), Manager Strategic Communications and the Executive Leadership 
Team.  
 
Official use of social media means the use of any Council-administered account or posting 
content that may be reasonably interpreted as the statement of an officially endorsed position 
or decision of Council. 
 
Personal use of social media means the use of social media in any context outside of 
professional/Councillor duties.  
 

Scope  
This policy applies to elected Councillors, the Executive Leadership Team and staff including full-
time, part-time, contract, casual, work experience and trainees, contractors, and volunteers of 
Council.  
 
It applies to any and all online content published on websites, apps or social media channels by 
staff or Councillors whether as part of official use, or personal use (content) that can be linked 
to their role with Council, whether Council is specifically mentioned or not. 
 

Legislative context 
• Local Government Act 2020  
• Charter of Human Rights and Responsibilities Act 2006  
• Information Privacy Act 2000  
• Equal Opportunity Act 2010  

 

Related policies and documents 
This Policy is intended to support and align with other relevant Council policies and procedures, 
including the following: 
  

• Baw Baw Shire Council – Acceptable Use of Information and Communication Technology  
• Baw Baw Shire Council Child Safety Policy   
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• Baw Baw Shire Council Community Engagement Policy  
• Baw Baw Shire Council Employee Code of Conduct Policy 
• Baw Baw Shire Council Media Policy  
• Baw Baw Shire Council Public Transparency Policy 
• Baw Baw Shire Councillor Code of Conduct  
• Baw Baw Shire Councillor Staff Interaction Policy. 

 

Policy principles 
This policy is to uphold the integrity and reputation of Council in social media, to ensure Council 
builds strong and positive relationships with the community, and further ensure that such 
engagement in social media does not discredit Council’s reputation. 
 

Policy details 
The policy details what is considered to be acceptable use of social media and is designed to 
assist staff and Councillors in participating in social media, recognising the many different 
degrees of interaction and usage that exist amongst Council’s staff and Councillors in various 
public and private capacities. 
  
Social media may only be used by staff or Councillors for an official use if the use has been 
approved by an approved officer.  
 
Content posted online may remain public even after the content has been deleted. Whenever 
content is posted online, it should be treated as permanent and public, even if the intention is to 
post it privately. 
  

Appropriate use of social media  
Social media users, including staff and Councillors, must:  

• Ensure any information about Council is accurate and factual,  
• Reference only publicly available information such as information that is already found 

on Council’s website or publications, 
• Ensure any information about Council is not disparaging of the organisation, Councillors 

or employees,  
• Ensure that any posted information is clearly linked to the purpose of the social media 

account or is in the community’s interest,  
• Ensure material that is obscene, defamatory, threatening, harassing, discriminatory or 

hateful to another person or entity is not posted, or is removed if posted by a user,  
• Be polite, professional and ethical in social media interactions,  
• Be respectful when there are differences of opinion,  
• Be accountable for what you say and do when using social media.  

 
Social media users, including staff and Councillors, must not:  

• Falsely represent themselves as another Council employee or Councillor  
• Discredit the reputation of Baw Baw Shire Council, its Councillors or employees 
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• Disclose any confidential information 
• Participate in social media where there is a conflict between their Council duty and their 

personal interests. 
 
If unsure whether the information is confidential or publicly available: 

• Staff should contact an approved officer 
• Councillors should contact the Chief Executive Officer or Manager Strategic 

Communications. 
  

Prohibited content  
Content that includes or links to the following types of content is not permitted on Council social 
media channels under any circumstances:  

• Material that would offend contemporary standards of taste and decency.  
• Abusive, bullying, harassing, profane or sexual language or imagery.  
• Discriminatory material aligned to age, gender, cultural background, disability, family 

status, marital status, nationality, parental status, political opinion/affiliation, pregnancy 
or potential pregnancy, religious beliefs/activity, responsibilities, sexual orientation,  

• Commercial solicitations or transactions.  
• The promotion of consumption of alcohol or participation in gambling.  
• Content which is false or misleading. 
• Confidential information about the Council or third parties.  
• Copyright or ownership protected materials.  
• Illegal materials or materials designed to encourage law breaking.  
• Materials that could compromise Council, employee or system safety.  
• Materials which would breach applicable laws (defamation, privacy, trade practices, 

financial rules and regulations, fair use, trademarks).  
• Material which would bring the Council or its stakeholders into disrepute.  
• Personal details or references to Councillors, Council staff or third parties, which may 

breach privacy laws.  
• Spam (i.e. the distribution of unsolicited bulk electronic messages). 

  
Any user generated content (such as comments, replies or posts) that does not  
adhere to the above guidelines will be removed and the user blocked if  
necessary. 
  

Staff use of social media  
The use of social media by staff will also be carried out in accordance with the Baw Baw Shire 
Employee Code of Conduct. 
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Councillor use of social media  
The use of social media by Councillors will also be carried out in accordance with the Councillor 
Code of Conduct and the Baw Baw Shire Councillor Staff Interaction Policy.  
 

Community content moderation  
Community content is social media posts (comments) made by members of the community. 
Council reviews community content and, where necessary, will moderate or remove content in 
accordance with the sections titled ‘Appropriate use of social media’ and ‘Prohibited content’ 
above, and the Social Media Operational Guidelines. 
  

Social media engagement with persons under 18  
Council acknowledges that social media platforms are a common tool used in the grooming of 
children for abuse. As part of Council’s adherence to Child Safety Standards legislation, 
measures are in place to ensure the safety of all children who engage with Council via social 
media. 
  
When interacting with individuals identified or suspected to be under 18 years of age, staff and 
Councillors are not to create private social media groups or communicate via direct private 
messages. If it is deemed appropriate for a response to be provided directly to a message, a 
minimum of two officers are to oversee the social media communications.  
 
Where an officer receives a direct disclosure of abuse (or forms a reasonable belief of abuse) 
via social media communications, they will adhere to the Baw Baw Shire Council Child Abuse 
reporting procedure.  
 
All records of social media engagement with individuals identified or suspected to be under 18 
years of age will be kept in accordance with the requirements of the Public Records Office of 
Victoria and the recommendations of the Royal Commission into Institutional Responses to 
Child Sexual Abuse.  
 
Record keeping 
Any passwords and logins associated with social media sites used by Council must be 
registered and accessible by staff with the appropriate authority. Where an officer requires a 
personal social media account to manage one of Council’s social media assets, no login 
credentials will be registered, however, a list of page administrators will be maintained. The 
Manager Strategic Communications will be responsible for maintaining these credentials and 
the list of staff with access to Council’s social media assets. 
 
Responsibilities  

Approved officers  
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Are responsible for managing and authorising the use of the Council social media accounts 
and engaging with the general public, or associated groups, in an official Council capacity to 
ensure any enquiries are responded to within a timely manner during business hours. 
 
They are also responsible for monitoring official Council accounts/profiles during business hours 
for any breach or potential breach of this policy and ensuring the removal or modification of 
any social media posts or comments, or the reporting of those posts or comments as required.  
 
Staff are responsible to understand and comply with the provisions of this policy.  
 
Councillors are responsible to understand and comply with the provisions of this policy.  
 
If you have any questions about this policy and how it may impact you, please contact the 
Strategic Communications Team by email to communications@bawbawshire.vic.gov.au. 
 

Enforcement of this Policy 
Breaching this Policy may result in performance management, review or disciplinary action. 
 

Approval date 11 January 2022 
Approval authority Executive Leadership Team 
Effective from 28 February 2022 
Review term Council term 
Next review date November 2024 
Responsible position Manager Strategic Communications 
Responsible Director Director Economic Development, Arts and 

Advocacy 
Version  2 
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