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PURPOSE 

Social media is a powerful tool used to share information, photos, videos and opinions through highly creative 

and accessible means. Its use is growing in popularity and is used in many aspects of society and business. 

Social media can have a positive impact on an organisations professional reputation by enhancing its image, but 

there is also a significant risk as the line between personal opinion and organisational opinion becomes blurred. 

It is Benchmark’s aim to encourage the use of social media as a useful tool to enrich discussion, promote products, 

identify trends and to respond openly and constructively to criticism. This document provides guidance for staff of 

Benchmark College (employees and contractors) in the use of social media. 

SCOPE 

The following guidelines apply to participation by Benchmark College staff in online media. Social media tools 

are defined in this policy as all online media which allow user participation and interaction. 

 

RELEVANT STANDARDS, GUIDELINES ACTS & REGULATIONS 

▪ This Social Media Policy addresses aspects of Standards for Registered Training Organisations 2015; 
Standard 4 and Schedule 4  

▪ Smart and Skilled Contract Terms and Conditions (current) 
▪ Smart and Skilled Operating Guidelines (current) 
 

RELATED DOCUMENTS 

▪ Student Handbook ▪ Staff Handbook 

▪ Complaints and Appeals Policy & Procedures ▪ Marketing Policy and Procedures 

▪ Consumer Protection Policy 

▪ Harassment, Bullying and Discrimination Policy 

and Procedures                                      

▪ Privacy Policy 

▪ Consent to use Content Form 
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DEFINITIONS/ ACRONYMS 

Social media Social media tools are defined in this policy as all online media which allow user 

participation and interaction including (but not limited to)1: 

• social networking sites, e.g. Facebook, MySpace, Bebo, Friendster 

• video and photo sharing websites, e.g. Flickr, YouTube, Blip, Instagram 

• micro-blogging and activity stream sites, e.g. Twitter, Yammer 

• blogs and blogging platforms, e.g. WordPress, Blogger, Tumblr  

• forums and discussion boards, e.g. Trove Forum, Yahoo! Groups, 

Google Groups 

• online encyclopaedias, e.g. Wikipedia 

• any other websites that allow individual users or companies to use simple 

publishing tools, e.g. wikis. 

Blog A regularly updated website or web page, typically one run by an individual or 

small group that is written in an informal or conversational style2. 

Author A Benchmark College employee who creates and is responsible for posted 

articles and information on social media sites. 

Article Original content or ‘post’ to a Benchmark Media social media site by an 

authorised Benchmark representative. 

Commenter A Benchmark College employee, student or member of the public who submits a 

comment for posting in response to the content of an article or other social media 

content. 

 

  

                                                      

1 National Library of Australia, Social Media Policy https://www.nla.gov.au/policy-and-planning/social-media viewed on 14 October 2015  
2 http://www.oxforddictionaries.com/definition/english/blog viewed on 14 October 2015 

https://www.nla.gov.au/policy-and-planning/social-media
http://www.oxforddictionaries.com/definition/english/blog
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POLICY 

Staff use of Social Media  

As social media is a valuable tool for communicating with students and potential clients Benchmark College 

encourages employees to make reasonable and appropriate use of social media websites as part of their work. 

Benchmark College staff are required to remain vigilant and understand that they are liable for anything they post 

to social media sites. Staff are expected to maintain the same high standards of conduct and behaviour online as 

would be expected in any business transaction and their actions are aligned with all representations made in their 

signed employment agreement.  

When representing Benchmark College, staff are mindful to; 
  

▪ Deal with information in a confidential manner 

▪ Behave with respect and courtesy  

▪ Remain apolitical, impartial and professional  

▪ Take reasonable steps to avoid conflicts of interest  

▪ Uphold the values and the integrity of Benchmark College 

▪ Review all posts carefully before posting on a site 

 

During use of social media in a private capacity, staff understand the importance of remaining professional at all 

times. Once published, information can rarely be completely removed from the internet. Staff are conscious that 

they may encounter business contacts and students and should avoid any comments or events which could cause 

embarrassment. During use of social media when representing Benchmark College, staff protect the reputation 

and image of Benchmark College by remaining professional in tone and always in good taste. 

Connecting on Social Media 

When representing Benchmark College, staff consider any connection requests very carefully – particularly from 

people who are not known to them. This can help to avoid unprofessional updates from others on their professional 

profile.  

Confidentiality and Legality 

 

Benchmark College will ensure the organisations name and RTO Code are included on its social media websites. 

The correct Qualification and/or Unit of Competency including code and title will be included, whenever these are 

posted by staff.  

 

Staff protect confidential and proprietary information about Benchmark College at all times when using social 

media by adhering to privacy and confidentiality policies. Any staff member who breaches confidentiality in their 

use of social media does so at risk of disciplinary action or termination. 

 

When posting on social media, it is important that all staff remain mindful of copyright and intellectual property 

laws of Benchmark College and other institutions. Use of the Benchmark College logo or other image associated 

with Benchmark College will only be used as approved by management before publication. 

 

When using or posting online material that includes direct or paraphrased quotes, thoughts, ideas, photos, or 

videos, appropriate citations are included, with a link to the original material if applicable.  

 

Staff will never publish comments which could be perceived as slanderous, libellous or illegal, and avoid 

comments which expose them to a possible conflict of interests. 
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Acknowledgement of National Recognition Authorities 

Benchmark College may use the following terms and logos, as appropriate and within the guidelines provided 

by the representative owners of those terms and logos: 

▪ Benchmark College logo 

▪ ACPET logo 

NOTE: The National and State/Territory logos will not be used on training and assessment qualifications which 

are outside the AQF. 

 

Time and Property 

 

Use of computers at Benchmark College is reserved for related business as approved by management. Staff 

respect the time and property of Benchmark College in their use of social media. 

 

Use of Photography 
 

Any photographs posted on social media sites which identify or directly relate to Benchmark College must be 

approved by management before publication.  

 

As part of the student enrolment process, students are advised that photographs may be taken during training. 

They are provided an opportunity to declare whether they give permission for photos to be used in marketing 

materials, including social networking. Only where a student has provided such consent will their photo appear in 

any marketing or social media capacity. 

 

Identification of the Person 

 

Where social media is used for official and personal/professional reasons, staff are encouraged to use separate 

official and personal/professional profiles. This makes it easier to participate in online social media by 

differentiating between a person’s identity as an individual and their identity as an employee of Benchmark 

College. 

 

Any staff member posting on a social media site will identify themselves as the person representing the given 

statement, and not confuse the viewer as to the identification of the person. When representing Benchmark 

College when posting on a social media page, the representative’s identity is clearly acknowledged. 

 
Management and Updating of Content 
 

Updates to social media pages owned by Benchmark College are made by approved administrators. Information 

shared on social media pages by approved administrators and other Benchmark College staff will be of a positive 

nature, and not breach any legislation or company policies. 

 

Social media pages owned and administrated by Benchmark College are updated on a periodical basis. 
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Identifying Inappropriate Use 

Negative comments 

 

Benchmark College welcomes feedback. Social media pages provide an opportunity for direct communication 

with clients and students. Although the majority feedback is expected to be of a positive nature, it is realistic to 

assume that social media pages provide a forum for irate clients to express their negative feelings.  

 

Benchmark College welcomes the opportunity to respond to any negative comments3 in an open and transparent 

manner. Such comments are seen as an opportunity to continuously improve our service or to rethink our service 

methodology. At no point will staff respond to negative feedback or comments with defensive or inappropriate 

responses. Management are advised of any such comments and a clear response devised. Responses to 

negative comments are dealt with promptly based on the possible impact of the comment itself. 

 

Inappropriate comments 

 

Inappropriate comments on social media sites can relate to material which is obscene, defamatory, threatening, 

discriminatory, hateful, racist, sexist or generally offensive to particular people or groups in society. 

 

If staff notice inappropriate or unlawful content on one of Benchmark College social media sites, it will be reported 

to management immediately. This is particularly important if it is believed that the content may have breached this 

policy. At no point will staff engage or respond to inappropriate comments. 

 

Comments deemed to be inappropriate will be immediately removed from social media sites by approved 

administrators. 

 

Managing Bullying and Harassment 

 

Behaviour identified as bullying or harassment includes comments made on Benchmark’s online social media 

pages, as well as individual’s private social networks. Any comments or behaviour deemed to be abusive, 

threatening, or defamatory is in breach of the Benchmark College’s Bullying, Harassment and Discrimination 

Policy will be immediately removed and may result in the perpetrator receiving disciplinary action. 

 

  

                                                      

3 Negative feedback and comments are those which are not deemed to be inappropriate, defamatory or abusive may provide opportunity, and 

may also provide information about satisfaction levels from a client or student. 

 



Social Media Policy and Procedures 

 

Document Name: Social Media Policy and Procedures Published: 22 February 2018 

Version Number: 2.3 Review Date: 22 August 2019 

Document Location: NovaCore CMS\SRTO 2015\Policy   

Benchmark College | RTO 90274  Page 6 of 7 

 

PROCEDURES 

 

 
Removal of Inappropriate Content 

 

Inappropriate, offensive, injurious and illegal content may be removed by Benchmark College staff that have been 

identified as approved administrators, or at the direction of management.  

The following flowchart demonstrates the process for the potential removal of content: 

Social media to be 
developed; e.g. 

new blog or new 
post

Social media 
developed in 

relation to 
Benchmark College 

Policy and 
Procedures 

Social media 
material reviewed 

Compliance 
Manager or 

approved delegate

Approval from 
Compliance 

Manager Granted

Social media 
material placed on 
applicable websire

(E.g. Facebook)

All social media 
material reviewed 

as part of the 
organisations 

continuous 
improvement cycle
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