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Introduction 
 

This policy provides guidance on the procedures that will support and underpin the use of social 

networking and other online services within Training Link. It is important that all staff, consultants etc., 

or anyone working on behalf of Training Link are aware of this policy and agree to the following terms. 
 

Terms: 
 

 To protect all children and young people taking an apprenticeship programme and who make 

use of technology (such as laptops, tablets, mobiles phones, hand held devices etc., and the 

internet) whilst they’re within the care of the organisation. 

 To provide staff with policy and procedure information regarding e-safety. 

 To ensure that Training Link is operating in line with their values and within the law regarding 

how the organisation uses information technology. 
 

E-safety checklist 
 

1. When engaging with digital technology/social networking companies (e.g. Facebook, Twitter 

Instagram etc.) it is important to ensure that all adhere to the relevant legislation and good 

practice guidelines. 

 

2. Review existing safeguarding policies and procedures to ensure that online safeguarding issues 

are fully integrated: 

 reporting online concerns about possible abuse 

 reporting other breaches of terms 

 

3. Decide how Training Link’s webpage/profile will be managed 

 Vetting and managing the webpage/profile 

 Training for the person/s managing the organisation’s online profile 

 Involvement from Training Link’s designated safeguarding officer 

 Ensure any interactive content is moderated 

 

4. Registration to Training Link: 

 choose an appropriate email address to register/set up a profile/account 

 ensure appropriate security settings are set up 

 

5. Ensure all staff, including consultants and associated partners are aware of the need to protect 

their privacy online. Training Link encourage all staff to carefully consider who they give access to 

their personal information online. All staff should ensure that there is a clear differentiation 

between their personal and professional profiles. 

 

6. Address safety when adding content to the webpage/profile: 

 contact details 

 promoting Training Link’s profile 

 promote safe and responsible use 

 avoid taking personal details of children and young people 

 report fake or impostor webpage/profiles 

 

7. Address safeguarding when promoting Training Link and its associated operations. 
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Legislation 

 

Copyright, Designs and Patents Act (1988): To duplicate software protected by copyright is a criminal 

offence, punishable by a fine or even imprisonment. Also, the number of software applications used 

must correspond with licences purchased e.g. for word processing, spread sheets.  

 

Blogging & Social Networking Policy 

 

Blogging is defined as writing a personal online journal that is frequently updated and intended for 

general public consumption. Social networking is defined as sharing your interests, information and 

emotions in an online forum. Common social networking sites include, but are not limited to 

Facebook, YouTube, LinkedIn, Instagram and Twitter. 

 

The use of social networking sites, whether using the Company’s property and systems or personal 

computer systems, is subject to the terms and restrictions set out in this policy. 

 

Employees and apprentices should not under any circumstances use Training Link’s, or associated 

companies’ systems to participate in any internet chat room, post messages on any internet message 

board or set up or log text or information on a blog for non-business related reasons, even in their 

own time. The use of Training Link’s Facebook and Twitter page is acceptable if adhering to specific 

criteria regarding the type of information being posted. 

 

Employees and apprentices should not under any circumstances use Training Link’s systems to 

access or participate in any social networking sites for none business related reasons during work 

hours. However, subject to your compliance with the terms of this policy on acceptable use, we will 

grant access to certain sites which you will be able to access for work purposes. However, we reserve 

the right to block access to social networking sites from within its network if considered appropriate. If 

you accidently connect to a social networking site outside of permitted periods, you must disconnect 

immediately. If you consider that you need to access such a site during break times for a business 

related purpose please contact a member of Training Link management or your designated trainer to 

seek assistance. 

 

Accessing of social networking sites or blogging during your contractual hours of work or training 

period (other than your designated lunch break) using your own equipment such as laptops, PCs or 

mobile phones, is not permitted. 

 

You are reminded that your duty of confidentiality to the apprenticeship programme also applies to 

blogging and social networking. As such, employees and apprentices are prohibited from revealing 

any Training Link confidential or proprietary information, documentation, trade secrets or any other 

material deemed as confidential by Training Link and its associated partners. 

Employees and apprentices shall not engage, even in their own time, in any blogging or social 

networking that may harm or tarnish the image, reputation and/or goodwill of Training Link and/or any 

of its employees, workers, suppliers, clients or associated partners or which is detrimental to Training 

Link’s interests. 

 

Employees and apprentices shall not engage, even in their own time, in any blogging or social 

networking that involves bullying, extremism views or harassment of, or making disparaging or 

derogatory comments about any of Training Link’s employees or associated partners or other learners 

or clients. 
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Employees and apprentices shall not engage, even in their own time, in any blogging or social 

networking that involves posting or misusing other employees’ or apprentices’ personal data or 

information, where that information has been accessed from the apprenticeship programme without 

the consent of the other employee or apprentice. 

 

Employees and apprentices may not, even in their own time, attribute personal statements, opinions 

or beliefs to Training Link when engaged in blogging or social networking. If an employee is 

expressing his or her beliefs and/or opinions in blogs or social networking sites, the employee may 

not, expressly or implicitly, represent themselves as an employee or representative of Training Link. 

 

Apart from following all laws pertaining to the handling and disclosure of copyrighted materials, 

Training Link’s trademarks, logos and any other Training Link intellectual property may not be used in 

connection with any blogging or social networking activity. 

 

Training Link reserves the right to routinely monitor all users for the purpose of ensuring that these 

rules are being complied with, investigating wrongful acts, or complying with any legal obligation. You 

should have no expectation of privacy when using Training Link’s, or associated partners’ systems. 

 

Any breach of this policy is likely to result in disciplinary action being taken. A serious breach of this 

policy may be considered to amount to gross misconduct or dismissal from the apprenticeship. The 

following are non-exhaustive examples of the type of behaviour which may be regarded as gross 

misconduct: 

 Posting Training Link student or supplier confidential information online. 

 Any form of harassment, bullying, extremism, grooming, radicalisation or discrimination 

against any of Training Link’s employees, learners, workers, suppliers, clients or associated 

partners 

 Making derogatory, damaging or offensive comments or statements about any of Training 

Link’s employees, learners, workers, suppliers, clients or associated partners 

 Online posting of personal data or information which you have obtained from Training Link 

about another employee or worker, without their consent 

 Any activity that may bring Training Link into disrepute or damage or lower Training Link’s or 

associated partners’ reputation. 
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