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This guide provides information for managers on how to deal with conduct cases 

relating to social media 

 
  

  

  

Dealing with Conduct Issues Involving Social 
Media 

Guide for managers  
 

Main topic areas 

 Purpose 

 Use of social media 

 Using the Conduct Policy 

 Where to go for further information 

 

Getting help  
 
Contact your manager if 
you have any queries 
about this guide.   
 
Managers can obtain advice 
by: 
 
Calling the HR Services 
Advice Centre on 0845 
6060603 / 5456 7100 

Managers working for 
Parcelforce Worldwide 
should call 0845 604 787 / 
5456 4747 

For web access please go 
to:  
https://www.psp.royalmailgr
oup.com 
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Purpose This guide details the process managers should use when dealing with employee 
conduct issues involving social media. Conduct issues will occur when employees 
use social media in a way that breaches the Acceptable Use Policy, causing serious 
damage to Royal Mail’s business.  This guide should be read in conjunction with the 
Acceptable Use Policy and Social Media Guide. 

  

Use of social 
media 
 

Employees should only access social media during work time where their job 
requires them to do so. There are a very limited number of employees whose role 
requires them to use social media as part of their job, e.g. the Communications team. 
Any personal use of social media sites should be kept to outside of normal working 
hours or during an employee’s lunch break, so that it does not interfere with the 
efficient running of Royal Mail’s business.   

When using social media in their own personal time, employees must ensure that 
their actions don’t cause serious damage to Royal Mail’s business and that they are 
in line with the Acceptable Use Policy and Social Media Guide for Employees.   

The Social Media Guide sets out principles for using social media both in a personal 
capacity and when it is required for an employee’s job. 

If an employee disregards these standards, it may be classed as misconduct and will 
be dealt with under the Conduct Policy. 

 All  
Using the 
Conduct 
Policy 

Investigation 

Before taking any action against the employee, the manager should carry out a full 
investigation. This process should be in line with the Conduct Policy.  

It may be more difficult than with other forms of alleged misconduct because of the 
‘virtual’ status and the fact that it may have happened outside the workplace. It is 
important that the manager does investigate and take action where required. 

Managers should begin collecting evidence that may be referred to in any conduct 
process. This may include screenshots or print-outs of the offending material, 
records of any complaints received from customers or any evidence of damage 
caused by the posting 

They should try to identify how widely the posting was communicated (i.e. whether 
there is unlimited access to the content or access is restricted) 

They should ask the employee to remove the posting immediately. 

Making a decision 

When considering any potential conduct case, managers should act reasonably, 
taking into account the impact, or likely impact of any misuse of social media on the 
business. There must be evidence that the posting has had or likely to have a 
seriously damaging impact on Royal Mail’s business. Conduct action may also be 
taken if the employee has potentially breached the Stop Bullying and Harassment or 
Equality of Opportunity policies. 

Whether any formal disciplinary action is appropriate, and the level of that action, is 
likely to depend on the following factors: 

 The nature of the posting 
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 Whether the employee’s comments or conduct directly refers to the workplace 

 If the employee’s comments or conduct do not directly refer to the workplace, the 
extent to which the workplace may still be implicated by the posting 

 How responsible the employee is for the posting. Did the employee post it 
themselves or did someone else post it and ‘tag’ the employee? 

 How many people have viewed the posting or are likely to view it: how public the 
posting is? 

 The employee’s role within the business and their previous conduct record 

 Whether the posting has any impact or is likely to have an impact on the 
employee’s ability to perform their particular role 

 Whether Internal, Confidential or Strictly Confidential Information relating to 
Royal Mail Group has been disclosed 

 Be proportionate. Has there been any actual damage to Royal Mail’s business or 
reputation and what evidence there is of this? 

 Whether Royal Mail Group will become liable to any third parties for the content 
of the posting.  This may occur if, for example, the posting breaches a 
confidentiality requirement, is defamatory or constitutes harassment of another 
employee 

 Whether the posting can be undone or removed by the employee  

The manager should also be aware of other similar cases and ensure consistency of 
treatment wherever possible. 

Conduct that is considered to be a criminal act may also be investigated under the 
Crime and Investigation Policy. 

  
Where to go 
for further 
information 

The Getting help box on the front page tells you where to find further information. 

Guidance is also available on the Policy and Information Site on PSP and HR pages 
on the intranet (non-PSP users). 

The ‘Think Secure’ pages on Myroyalmail.com contain information on social media - 
https://www.myroyalmail.com/thinksecure/social-media. 

The following policies and guides should are related to this document: 

 Our Code: Code of Business Standards 

 Acceptable Use Policy 

 Acceptable Use – Social Media Guide  

 Acceptable Use – Inappropriate Use of Internet, Email and Other Royal Mail 
Systems Guide 

 Conduct Policy and guides 

 Stop Bullying and Harassment Policy and Guide 

 Crime and Investigation Policy 

 Prosecution Policy 
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