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Statement of Intent
The Charles Wood Festival of Music and Summer School recognises the importance of social media, digital communication and information technology in promoting the organisation, engaging with participants and supporting the delivery of Festival activities.

The Festival also recognises that social media and digital communication present potential risks relating to safeguarding, confidentiality, reputation and data protection. This policy aims to encourage responsible and professional use of social media and ICT while protecting all participants, staff, volunteers and the organisation itself.

This policy applies to:
- Board members
- Staff and contractors
- Volunteers
- Tutors, conductors and visiting artists
- Participants representing the Festival
- Anyone managing or contributing to Festival-related digital content
Scope
This policy applies to all forms of digital communication and social media including, but not limited to:
- Facebook
- Instagram
- X / Twitter
- TikTok
- YouTube
- WhatsApp
- Email
- Websites and blogs
- Messaging applications
- Cloud storage and shared drives

The policy applies whether using organisation-owned or personal devices.
Responsibilities
The Board has overall responsibility for ensuring appropriate use of social media and ICT within the organisation.

All staff, volunteers and associates are expected to:
- Use social media responsibly and professionally
- Protect confidential information
- Respect safeguarding and data protection requirements
- Report concerns or misuse appropriately
- Maintain appropriate professional boundaries online

Any safeguarding concerns identified through digital communication or social media must be reported immediately in accordance with Festival safeguarding procedures.
Professional Conduct Online
Individuals representing the Festival should:
- Communicate respectfully and professionally
- Avoid defamatory, offensive or discriminatory comments
- Protect the reputation of the Festival and its partners
- Ensure content shared publicly is accurate and appropriate
- Respect copyright, licensing and intellectual property laws
- Avoid posting content that may bring the organisation into disrepute

Associates are personally responsible for content published through their own accounts.
Safeguarding and Communication
Communication with children and vulnerable adults should:
- Be appropriate, transparent and professional
- Take place through approved channels where possible
- Avoid private or secretive communication
- Never contain inappropriate, suggestive or offensive content

Staff and volunteers should not:
- Engage in inappropriate private messaging with under-18 participants
- Share personal or confidential information
- Tag children or vulnerable adults in posts without appropriate consent
- Share safeguarding concerns publicly online

Where possible, parents, guardians or additional staff members should be included in digital communications involving under-18 participants.
Photography and Media
Photographs and video recordings may only be used where appropriate consent has been obtained in line with Festival safeguarding and data protection policies.

Images should be respectful and appropriate to the context of the activity.

Personal information should not accompany photographs of children or vulnerable adults unless permission has been explicitly granted.
Data Protection and Confidentiality
All users must comply with relevant data protection legislation and Festival privacy policies.

Confidential information relating to participants, staff, volunteers, donors, partners or Festival operations must not be shared without permission.

Personal data should be stored securely and deleted appropriately when no longer required.

Festival-related documents and participant information should not be retained indefinitely on personal devices.
Security and ICT Use
Users should:
- Use strong passwords and appropriate security settings
- Keep devices and software updated where possible
- Take reasonable precautions against unauthorised access
- Report data breaches or security concerns promptly

The use of Festival ICT systems for illegal, offensive or inappropriate purposes is prohibited.
Personal Use
Reasonable personal use of social media and ICT is permitted provided it:
- Does not interfere with responsibilities
- Does not breach confidentiality
- Does not damage the organisation’s reputation
- Does not involve inappropriate or unlawful content
Implementation and Enforcement
Breaches of this policy may result in disciplinary action, removal from duties or referral to appropriate authorities where necessary.

The Festival reserves the right to request the removal of content which breaches this policy or places the organisation, participants or staff at risk.
Review of Policy
This policy was approved by the Board of the Charles Wood Festival of Music and Summer School in May 2026.

The policy will be reviewed annually or earlier where required by changes in legislation or operational practice.
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