
 

 

 

SOCIAL MEDIA POLICY 
 

The purpose of this policy is to provide a set of simple guiding principles for staff 
engaging in communications via social media channels.  

This policy applies to every person employed by Legal Aid NSW, including 
permanent and temporary staff, contractors and consultants.  

This policy should be read in conjunction with the Legal Aid NSW Policy on use of 
Internet and Email and the Legal Aid NSW Code of Conduct. 

This policy is designed to sit parallel to the NSW Government Draft Social Media 
Policy and Guidelines.   

Depending on the circumstances, non-compliance with this policy may constitute a 
breach of employment or contractual obligations or misconduct under the Legal Aid 
NSW Code of Conduct. 

 

 

  

http://intranet/Policies/IT/Documents%20%20Email%20%20internet/Policy%20on%20Use%20of%20Internet%20and%20email.pdf
http://intranet/Policies/IT/Documents%20%20Email%20%20internet/Policy%20on%20Use%20of%20Internet%20and%20email.pdf
http://intranet/Policies/Employment/Documents%20%20code%20of%20conduct/Code%20of%20Conduct%20Policy.pdf
http://nsw.psnews.com.au/Page_NSWpsn2931.html?utm_source=NSWpsn293&utm_medium=email&utm_content=news1&utm_campaign=newsletter_nsw
http://nsw.psnews.com.au/Page_NSWpsn2931.html?utm_source=NSWpsn293&utm_medium=email&utm_content=news1&utm_campaign=newsletter_nsw
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1. DEFINITIONS 

 

Social Media 

Social media includes web and mobile-based technologies which are used to turn 
communication into interactive dialogue among organizations, communities and 
individuals.  

Examples include, but are not limited to Facebook, Twitter, weblogs, chat rooms, 
email and SMS. 

For further information about what constitutes social media, go to 

http://en.wikipedia.org/wiki/Social_media. 

 

Personal Use 

This policy sets standards for staff using social media in a personal capacity.  

It doesn't matter where staff physically access social media. Whether staff access 
social media from a Legal Aid NSW device, or their own device, and whether they 
are at work or at home, their conduct can reflect on Legal Aid NSW. 

Staff need to be aware that if they can be identified as Legal Aid NSW employees 
either directly or as part of their personal or profile information, their actions can 
reflect on Legal Aid NSW.  

 

Official Use 

This policy does not attempt to govern the use of social media for official use, that is, 
communicating via social media on behalf of Legal Aid NSW. This requires special 
permission from the Executive Unit.   

http://en.wikipedia.org/wiki/Social_media
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2. STATEMENT OF POLICY  

 

2.1 Personal use of social media  

 

Overview 

Legal Aid NSW recognises that staff may wish to use social media for personal use. 
This policy does not intend to unduly limit or discourage personal expression or 
online activities. 

It is important that staff understand that they are responsible for any content 
published in a personal capacity on any form of social media platform. 

Regardless of personal privacy settings, there is no such thing as 'private' social 
media. Posting information on-line is no different from publishing this information in a 
newspaper. If an employee makes any comment about Legal Aid NSW or its staff, 
they are making a public comment that may impact on the reputation of Legal Aid 
NSW or its staff.   

In particular, staff should always be careful where comments or other personal 
information provided to any site can be used to identify staff as an employee of Legal 
Aid NSW.  

Staff should always remember to adhere to the five standards for use of social media 
below and the Terms of Use of the relevant social media platform/website.  

The following five standards apply to any use of social media by Legal Aid NSW 
staff: 

1. Always follow the staff policies of Legal Aid NSW including the Code of 
Conduct and Policy on use of Internet and Email 

2. Do not act unlawfully when using social media 

3. Make sure personal online activities do not interfere with job performance 

4. Make it clear that personal views expressed are your own, and not the views 
of Legal Aid NSW 

5. Do not disclose confidential or private information obtained through work. 

  

http://intranet/Policies/Employment/Documents%20%20code%20of%20conduct/Code%20of%20Conduct%20Policy.pdf
http://intranet/Policies/Employment/Documents%20%20code%20of%20conduct/Code%20of%20Conduct%20Policy.pdf
http://intranet/Policies/IT/Documents%20%20Email%20%20internet/Policy%20on%20Use%20of%20Internet%20and%20email.pdf
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Standard 1: Always follow the staff policies of Legal Aid NSW including the 
Code of Conduct and Policy on use of Internet and Email 

 

If your comments, the personal information you provide to any site, or your profile 
can identify you as a public servant, or as an employee of Legal Aid NSW, you 
should be aware that anything you write is a public comment which may harm the 
reputation of Legal Aid NSW or its staff.  

For example, a person who is identifiable as a Legal Aid NSW employee who posts 
abusive, racist, or obscene material on their personal social media site could be in 
breach of the Legal Aid NSW Code of Conduct in the same way as if they made 
these comments in a meeting at work. 

When using social media for personal use staff should consider the terms of use of 
the relevant social media platform/website and must adhere to Legal Aid NSW 
policies including the Code of Conduct and the Policy on use of Internet and Email.  

 

Standard 2: Do not act unlawfully when using social media 

 

When using social media, staff should be aware of their broader legal obligations. 
Particular legal issues that can arise with the use of social media include:  

 Breach of Copyright - You should respect copyright laws and fair use of 
copyrighted material and attribute work to the original author/source wherever 
possible. 

 Harassment and bullying - The Legal Aid NSW Policy for preventing 
bullying in the workplace and Code of Conduct apply both online and in the 
physical workplace. Workplace bullying and harassment includes any bullying 
or harassing comments employees make online, even on their own private 
social networks or out of office hours.  

 Defamation - You should refrain from publishing material that may cause 
injury to another person, organisation, association or company's reputation, 
and you should seek further guidance if publication of such material is 
thought to be necessary. 

 Offensive or obscene material - Material may be offensive or obscene and 
may infringe relevant online classification laws if it is pornographic, sexually 
suggestive, harassing, hateful, racist, sexist, abusive or discriminatory. 

 Contempt of Court - You should exercise extreme care if referring to 
pending court proceedings to avoid publishing material that may have a 
tendency to prejudice those proceedings.  

  

http://intranet/Policies/Employment/Documents%20%20code%20of%20conduct/Code%20of%20Conduct%20Policy.pdf
http://intranet/Policies/IT/Documents%20%20Email%20%20internet/Policy%20on%20Use%20of%20Internet%20and%20email.pdf
http://intranet/Policies/Employment/Documents%20%20code%20of%20conduct/Code%20of%20Conduct%20Policy.pdf
http://intranet/Policies/Employment/Documents%20%20code%20of%20conduct/Code%20of%20Conduct%20Policy.pdf
http://intranet/Policies/IT/Documents%20%20Email%20%20internet/Policy%20on%20Use%20of%20Internet%20and%20email.pdf
http://intranet/Policies/Employment/Documents%20%20code%20of%20conduct/Code%20of%20Conduct%20Policy.pdf
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Standard 3: Make sure personal online activities do not interfere with job 
performance 

 

When accessing social media at work, you must do so in accordance with the Legal 
Aid NSW Policy on use of Internet and Email and the Legal Aid NSW Code of 
Conduct which requires you to use these resources ‘reasonably’, and in a manner 
that does not interfere with your work and is not inappropriate or excessive. 

 

Standard 4: Make it clear that personal views expressed are your own and not 
the views of Legal Aid NSW 

 

Part 5 of the Legal Aid NSW Code of Conduct provides that staff, as individual 
members of the community, have the right to make public comment and enter into 
public debate on political and social issues. However, there are some circumstances 
in which this is inappropriate - for example, situations when the public comment, 
although made in a private capacity, may appear to be an official comment on behalf 
of Legal Aid NSW.  
 
Staff should make every effort to avoid such situations. This can be done by ensuring 
it is clear that any views expressed are your own and not the views of Legal Aid 
NSW.  
 
In addition you should not: 

 imply that you are authorised to speak as a representative of Legal Aid NSW 
or the government, nor give the impression that the views you express are 
those of Legal Aid NSW or the government 

 use your Legal Aid NSW email address or any government logos or insignia 

 use the identity or likeness of another employee, contractor or other staff 
member of Legal Aid NSW  

 use or disclose any confidential information obtained in your capacity as an 
employee of Legal Aid NSW 

 make any comment or post any material that might cause damage to the 
reputation of Legal Aid NSW or bring it into disrepute. 

 

Standard 5: Do not disclose confidential or private information obtained 
through work 

 

You should not publish or report on conversations or information that is deemed 
confidential or classified or deals with matters that are internal in nature. Legal Aid 
NSW solicitors should be mindful of the rules of legal professional privilege. Staff are 
also bound by sections 25 and 26 of the Legal Aid Commission Act 1979.  

These sections of the Act restrict you from disclosing information about anyone who 
has applied for legal aid, anyone who has received a grant of legal aid, or anyone 
who has attended an advice service, without that person's consent. Divulging any of 
this information is an offence under the Act.  

http://intranet/Policies/IT/Documents%20%20Email%20%20internet/Policy%20on%20Use%20of%20Internet%20and%20email.pdf
http://intranet/Policies/Employment/Documents%20%20code%20of%20conduct/Code%20of%20Conduct%20Policy.pdf
http://intranet/Policies/Employment/Documents%20%20code%20of%20conduct/Code%20of%20Conduct%20Policy.pdf
http://intranet/Policies/Employment/Documents%20%20code%20of%20conduct/Code%20of%20Conduct%20Policy.pdf
http://www.legislation.nsw.gov.au/fragview/inforce/act+78+1979+pt.2-div.5-sec.25+0+N?tocnav=y
http://www.legislation.nsw.gov.au/fragview/inforce/act+78+1979+pt.2-div.5-sec.26+0+N?tocnav=y
http://www.legislation.nsw.gov.au/maintop/view/inforce/act+78+1979+cd+0+N
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Legal Aid NSW has obligations under NSW privacy laws and in some cases under 
Commonwealth privacy laws. These relate to the collection, storage, access, 
accuracy, use and disclosure of personal information. For more information refer to 
Staff Fact Sheet #5 Protecting Privacy. 

 

2.2 Professional use of social media 

Any staff wishing to engage in social media on behalf of Legal Aid NSW must first 
obtain prior approval from the Executive Unit with approvals required from relevant 
Directors and the CEO. For more information contact the Social Media Project Officer 
within the Executive Unit.  

 

  

http://www.legalaid.nsw.gov.au/__data/assets/pdf_file/0020/9650/Staff-Fact-Sheet-5-Protecting-privacy.pdf
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3. Related Policies 

 Legal Aid NSW Code of Conduct 

 Legal Aid NSW Policy on use of Internet and Email 

 

4. Further Information 

It is highly recommended staff view the Victoria Department of Justice social media 
video. This four minute video is a quick look at using social media from the 
perspective of your role as an employee of the Government. You may need to hit 
"accept" on the IT internet access page to view this video.  

 

To learn more about how to manage your Facebook privacy settings go to: 
http://www.facebook.com/help/privacy 

 

Social Media - Did you know? – Produced by Legal Aid NSW Information Technology 
Services 2011. 

 

NSW Government Draft Social Media Policy and Guidelines.   

 

5. Policy Status 
 
This policy was endorsed by the Chief Executive Officer on 25/3/13 and is effective 
from that date.  

http://intranet/Policies/Employment/Documents%20%20code%20of%20conduct/Code%20of%20Conduct%20Policy.pdf
http://intranet/Policies/IT/Documents%20%20Email%20%20internet/Policy%20on%20Use%20of%20Internet%20and%20email.pdf
http://www.youtube.com/watch?v=8iQLkt5CG8I
http://www.youtube.com/watch?v=8iQLkt5CG8I
http://www.facebook.com/help/privacy
http://intranet/AdminSupport/IT/Documents%20%20resources%20%20training/Social%20Media%20Information%20Sheet.pdf
http://nsw.psnews.com.au/Page_NSWpsn2931.html?utm_source=NSWpsn293&utm_medium=email&utm_content=news1&utm_campaign=newsletter_nsw

