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Purpose and Scope of Policy

1. SOCIAL MEDIA POLICY STATEMENT

The Lanman Museum uses social media to engage with its audience and share
information about its permanent collection, exhibitions and services. We strive
to create a welcoming online environment where our audience can safely
engage with us and others about our museum and its activities.

This policy applies to our volunteers and trustees, as well as our audience.

THE PURPOSE OF THIS POLICY

* To establish rules and guidelines around the use of social media, including
clarification on who oversees the management of our social media channels;
e To outline how we use social media and why, and our expectations for those
engaging with us;

* To set out our complaints and crisis management procedures.

This policy will be reviewed every three years and/or in accordance with
significant changes on social media platforms or within our organisation.

2. SOCIAL MEDIA CHANNEL MANAGEMENT WHO USES AND MANAGES SOCIAL
MEDIA?

e All content posted on the Lanman Museum'’s social media channels is
researched, drafted and posted by the by the trustees who manage the social
media accounts.

* The trustee is responsible for monitoring the social channel, responding to
comments and direct messages, as well as editing and deleting content when
necessary.



e Important announcements are discussed and approved by the trustees
committee.

e The Lanman Museum social media accounts are managed by Lindsay Huggins
(Instagram) and Alison Bowman (Facebook)

Policy Statement

PERSONAL SOCIAL MEDIA ACCOUNTS

e Lanman Museum volunteers and trustees are welcome to use their personal
social media accounts to discuss their professional work at the museum and we
ask that ‘All views my own’ are added to biographies in this instance.

e We ask volunteers and trustees to carefully consider their content before
posting when it is related to the museum and its activities, and to always check
with a trustee if they are unsure.

e We ask volunteers and trustees not to share content that would bring the
museum into disrepute, or to share any grievance they may have with the
museum or a colleague on social media; instead, we ask that they contact the
nominated trustee.

3. HOW WE USE SOCIAL MEDIA ACTIVE PLATFORMS

The Lanman Museum is currently active on the following social media
platforms:

¢ |nstagram

e Facebook

CONTENT

The content shared across our social media channels is tailored to meet the
objectives of our broader communications and audience development
strategies. This encompasses various aspects, including:

e Promoting our collection of artefacts and our historic building;

* Promoting our temporary exhibitions and free displays;

e Promoting our learning and engagement programmes, which include adult
and community events, school visits and resources, and digital resources;

e Highlighting various activities that support increasing our self-generated
income, for example membership or fundraising events;

e Advertising our recruitment opportunities.

We only share video and image content for which we hold the copyright, or
have obtained express permission from the copyright holder to share. In the



unlikely event that we use content without proper authorisation, we are
committed to addressing the situation by promptly removing the content from
our channels and offering apologies, if necessary.

4. RESPONSE GUIDELINES AND PROCEDURES GENERAL

e Qur social media channels are monitored by there account holding trustee.

We strive to respond to enquiries as quickly as possible.

e Most information regarding our collection, temporary exhibitions, opening

hours and facilities can be found on our website. We encourage visitors to

email enquiries to framww2@gmail.com if they have not heard back from us
through social media within 48 hours.

e We always respond to complaints, and to enquiries about our facilities and
our collection. If an enquiry or complaint cannot be resolved in a single
response, we will respond to the user’s comment or direct message
acknowledging their message and encouraging them to email us directly so
the enquiry can be resolved internally. We strive to respond to positive
comments and observations. We reserve the right to not respond to
commercial or self- promotion messages and comments.

HATE SPEECH AND OFFENSIVE COMMENTS

e The Lanman Museum does not tolerate hate speech in any form. We reserve

the right to promptly remove any comments or content deemed offensive to us

or our audience. This applies to any remarks targeting individuals based on

protected characteristics.

* We reserve the right to take further action to safeguard the wellbeing of our

volunteers and trustees. This may include blocking and restricting the offending

user's access to our platforms where we have the capacity to do so.

e |f the offending user’s actions warrant an official response from the Lanman
Museum, the account trustee will agree a reply after consultation with the
Chairman of Trustees, and will not engage further after the initial reply.

5. CRISIS MANAGEMENT

* \We recognise that a crisis can emerge at any time. This can be caused by us
posting something inadvertently offensive, by something which has happened
at the museum, or by something done or said by one of our volunteers or
trustees.

e We can avoid or minimise a crisis by acting quickly and maintaining close
monitoring of all our social media channels. Upon identifying a crisis, the
trustee account holder will contact the Chairman immediately to assess the
situation and determine the appropriate response. If appropriate, the
museum’s Trustees Committee may also be notified.



e \We take responsibility for any mistakes or shortcomings on our part and
communicate openly with our audience about our actions to address the
situation. After issuing an official response, we will monitor feedback to
address questions and concerns, and offer reassurance to our audience.

6. USER AGREEMENT AND COMMUNITY GUIDELINES

We strive for our social media platforms to be a place where users can
exchange and learn more about our collection. We ask anyone engaging with
our content to adhere to the following community guidelines:

* Be respectful of others and their opinions;

e Do not promote discrimination based on race, sex, gender identity, religion,
nationality, disability, sexual orientation or age;

* Do not post adverts for other products or services;

¢ Do not post spam;

e Do not breach any of the terms of use of the relevant social media platform.

7. RELATED POLICIES AND DOCUMENTS

This Social Media Policy is informed by and informs, the following policies and
documents:

e Data Protection Policy

e Equal Opportunities Policy



