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JAZZLEEDS
POLICY FOR COMMUNICATIONS AND THE USE OF SOCIAL MEDIA

PURPOSE
This document will support you in your role as a volunteer or employee with JazzLeeds with regard to Communication and the Use of Social Media. This guidance is intended to protect all those who visit or work with JazzLeeds in any capacity and those who work as volunteers on behalf of JazzLeeds.

SCOPE
These policies and procedures apply to the board of trustees, volunteers, performers, and anyone working on behalf of JazzLeeds.

POLICY STATEMENT
JazzLeeds recognises that social media offers an opportunity to promote its activities, enhance its on-line profile and keep in touch with artists, audiences and potential audiences. We encourage volunteers and employees to use social media to support the objectives of JazzLeeds. This document also outlines the communication channels used between all those involved with JazzLeeds.

PROCEDURES
Communication
The normal method of communication for the business processes of JazzLeeds is via email. Volunteers and employees are encouraged to retain copies of email correspondence for as long as appropriate and in order to meet current legislation and the JazzLeeds Policy on Data Protection. During time critical events, communication via mobile phones (calls or text) is the preferred method of communication. Certain report forms (for example Health and Safety incidents or Customer Complaints that are escalated) may be retained until the recorded incident is resolved and as long as legally required.

Use of Social Media
Volunteers will normally use their personal social media accounts but designated individuals may be given access to the JazzLeeds social media accounts for specific purposes. Follow the best practices in using social media:
· Make sure that you are familiar with the social network, read the terms of use, understand the security levels in place, and become aware of what is acceptable and what is not acceptable.
· Volunteers should make it clear that their social media posting does not represent JazzLeeds; include a disclaimer such as “The views expressed are my own and do not reflect the views of JazzLeeds”.
· Do not create or transmit any material that might incur liability for JazzLeeds or anything that could damage the reputation of JazzLeeds.
· Do not post messages or link to material that contains inappropriate content. This might include anything that contravenes our diversity and equality policy or other illegal material. In particular, do not publish links until you have checked that the content is appropriate.
· Do not publish on social media data about JazzLeeds that is considered confidential and that you have access to as part of your role. For example this may include financial or contractual information.
· Do not publish on social media any personal information about your colleagues that is considered to be confidential.
· Be aware of activities such as spam emails or phishing. Use “strong passwords” to avoid others accessing your accounts.
· Be wary of sharing content published on another website unless the website is encouraging sharing of the material.
· Do not share illegal copies of media, including sound images, or video, or materials from third party websites unless you have specific permission to do so.
· Do not share images, sound recordings or video recordings of JazzLeeds events unless the participants have given their permission

Material Produced on Behalf of JazzLeeds
Volunteers regularly take pictures or make recordings of JazzLeeds events. Performers and audiences are told that this will happen but be aware that individuals have the right to refuse their permission to be included in any recorded material and their wishes are to be respected.
Material gathered and stored by JazzLeeds remains the property of JazzLeeds.
The JazzLeeds logo and other material used in any promotional or advertising on behalf of JazzLeeds are copyrighted by JazzLeeds.

RESPONSIBILITIES
Compliance, Monitoring and Review procedures
The Trustees of JazzLeeds are responsible for monitoring all communications and social media usage through JazzLeeds. Any issues raised about references to JazzLeeds in material posted by any of its staff or volunteers will be investigated.

Reporting
Any incidents of communications or use of social media that contravenes these policies and procedures should be reported to a member of the trustees who will investigate and attempt to remove inappropriate material. Severe instances will be recorded on a JazzLeeds Incident Report form. Where appropriate JazzLeeds will inform the police or other enforcing agencies who may request access to the source of the material

Records Management
Electronic material, including email, images, sound, video, and social media postings by JazzLeeds is part of the business records for JazzLeeds and will be retained in accordance with Data Protection and other current legal requirements.
Notices and Forms:
	Privacy Notice: Data Collection.
Privacy Notice: Photography and Sound recording.
Data security Incident and Management form.

RELATED LEGISLATION AND DOCUMENTS
Relevant Legislation:
[bookmark: _Hlk107687031]Electronic Communications Act (2000)
General Data Protection Regulations (2018).
The Equality Act (2010)
Web Content Accessibility Guidelines 2.2 (2021)

This document should be read in conjunction with the JazzLeeds Policies and Procedures for:
Customer Care and Complaints
Data Protection
Equality and Diversity
APPROVAL AND REVIEW
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