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[COMPANY NAME]  –  POLICY
SOCIAL MEDIA POLICY
How we show off our work safely and legally online, how to use your own accounts, and what to do if a post goes wrong.
	Reference
	Version
	Date issued
	Review date

	ARB-POL-27
	2.0
	[DD/MM/YYYY]
	[DD/MM/YYYY]



	At a glance

	What it covers
	Company accounts, job photos and videos, customer permission, addresses and number plates, safe practice in images, drones, personal accounts, reviews, online harassment and confidentiality.

	Who it applies to
	Everyone who works for us or on our behalf, including subcontractors, at work and outside work when a post is linked to us.

	The key rule
	Use the "Before you post" checklist. No addresses, no number plates, no unsafe work, no confidential information, no fake reviews.

	Who to contact
	[Social media lead name and phone]

	Time to read
	About 20 minutes. The one-page summary takes 2 minutes.

	Where it is kept
	[Shared drive / HR app / office]. Reviewed every 12 months.



	Guidance for the business owner – remove before issue
In force now (checked 26/09/2026)
1. Data protection (UK GDPR, DPA 2018 as amended by the Data (Use and Access) Act 2025): photos and videos of identifiable people, and of homes that can be linked to a customer, are personal data. Posting them for marketing needs a lawful basis. This policy uses the customer’s permission, which is also the simplest way to keep customers happy. Remove images when asked. The regulator becomes the Information Commission on 30 September 2026 and says it will still be known as the ICO.
1. Reviews and advertising: Digital Markets, Competition and Consumers Act 2024, Part 4 (from 6 April 2025) bans fake reviews, concealed incentivised reviews and misleading presentation of reviews (Schedule 20). The CMA can fine businesses directly. See CMA208 and ARB-POL-15, where the detail is checked. Company posts are marketing: the CAP Code (enforced by the ASA) requires marketing to be obviously identifiable and not misleading.
1. Drones (CAA, "Getting what you need to fly legally", "Where you can fly", insurance requirements and the Drone and Model Aircraft Code CAP2320): Flyer ID for drones of 100 g or more; Operator ID for 250 g or more, or 100 g or more with a camera; maximum 120 m; visual line of sight; A1, A2 and A3 subcategory distances from people and residential, commercial, industrial and recreational areas (A3: 50 m from people and 150 m from those areas); commercial flights need third party insurance meeting Assimilated Regulation (EU) 785/2004 and the Civil Aviation (Insurance) Regulations 2005. New drones on the market from 1 January 2026 carry UK class marks UK0 to UK6, and Remote ID must be on for UK1 to UK3. Legacy EU C-class drones can be used until 31 December 2027. Operations outside the Open category need a CAA Operational Authorisation.
1. Safe practice in images: HSE tree-climbing guidance says a minimum of two attachment or anchor points should be used when sectional felling, and a second person trained and equipped for aerial rescue must be available. HSE INDG317 "Chainsaws at work" sets out chainsaw PPE. Section 4 goes further for your posts: set your own standard in line with your risk assessments.
1. Employment law: Equality Act 2010 (harassment s26; employer liability for staff s109; pay discussions are protected and pay secrecy terms are unenforceable for "relevant pay disclosures", s77); whistleblowing (Employment Rights Act 1996 Part IVA; wider public disclosures are protected only in limited circumstances); trade union activities are protected.
1. Online Safety Act 2023 communications offences (in force 31 January 2024): false communications (s179), threatening communications (s181), cyberflashing (s187) and sharing intimate images without consent (s188, which applies in England and Wales).
1. Other law: Defamation Act 2013 (a statement must cause, or be likely to cause, serious harm to reputation); Copyright, Designs and Patents Act 1988 (music, photos and text).
Coming changes to watch
1. 30 October 2026 – harassment. Employers must take all reasonable steps to prevent sexual harassment, and become liable for harassment of staff by third parties such as customers (Employment Rights Act 2025). Online abuse of staff by customers counts. Update: brief crews on Section 8 and record the steps you take.
1. 31 December 2027 – legacy drones. EU C-class drones can only be used under the transition until this date. Update: check your drone’s class, and the CAA rules, before then.
1. CAA drone rules keep changing. Check the CAA Drone Code and "Where you can fly" pages at each review, and before any new drone is bought.
1. ICO guidance is being updated for the Data (Use and Access) Act 2025. Update: check Section 3 at each review.
Who it applies to. Every business of any size. The drone rules apply to anyone who flies a drone for work, including a crew member flying their own drone on our job.
Errors fixed from the original: it banned staff from saying they work for you, which is unworkable for crews in branded workwear and not proportionate; it banned comment on "pay and benefits", which can conflict with Equality Act s77; it called the Equality Act characteristics part of an "Equal Opportunities Policy" (now ARB-POL-18); and it listed dated platform examples (Flickr, "twitter", social bookmarking). It had nothing on job photos, customer consent, safe practice, drones, reviews, company account security or what to do when a post goes wrong.
Sources: CAA drone pages (Getting what you need to fly legally; Where you can fly; Insurance requirements; Drone Code updates); HSE "Good practice for tree-climbing operations" and INDG317; GOV.UK (CMA reviews and endorsements collection; Online Safety Act new offences circular); legislation.gov.uk (Equality Act 2010 s77); ICO news on the Information Commission.
Tailor it. Name your social media lead and the people allowed to post. Complete Appendix C. Add a photo permission tick box to your quote form (or use Appendix B). Decide whether you use drones at all: if not, delete Section 5 and Appendix D and say "we do not fly drones". Fill in everything in [red], and delete this box before issue.
Arborella provides this template as documentation support. It is not legal advice, and it is not drone flight training. Anyone flying a drone for work must hold the right CAA IDs and, where needed, qualifications, and follow the CAA rules themselves.



	If your business is larger (optional – delete if it does not apply)
With a marketing team or agency, set up an approval workflow for posts and paid adverts, and make sure the agency contract covers data protection, account ownership and handover.
If you work with influencers or run paid social campaigns, follow the CMA and ASA guidance on endorsements and "#ad" labelling, and keep records of what was paid.
If you run several depots, name one social media contact at each and keep a single account register.



	This policy on one page
1. Only named people post on company accounts. Use the "Before you post" checklist (Appendix A) every time.
1. Get the customer’s permission. No addresses, house numbers, number plates, children or live locations.
1. Only post safe work: full chainsaw PPE, two points of attachment when sectional felling, exclusion zones. No accidents or near misses.
1. Drones for work follow CAA rules: approved pilots only, Flyer and Operator IDs, insurance, and checked airspace.
1. Your own account is yours, but do not speak for us, share confidential information, or harass anyone. No fake reviews, ever.
1. Abused online? Do not reply. Screenshot it and tell us. Posted something by mistake? Take it down and tell us straight away.



	1
	Why we have this policy and what it covers
Section 1 of 10  ·  About 2 minutes to read  ·  Everyone

	1.1	Social media is one of the best ways for us to show our work, win jobs and recruit good people. A great before-and-after of a crown reduction can bring in more enquiries than an advert.



1.2	It also carries real risks. One photo can show a customer’s address and car, a climber working unsafely, or a protected tree being cut. One angry comment can end up in front of a client, a tribunal or the press. Once something is online, you cannot fully take it back.
1.3	This policy explains how we run our company accounts, what you can post about your work, how to use your own accounts, and what to do if something goes wrong. It works alongside our IT, Communications and Monitoring Policy (ARB-POL-21).
1.4	"Social media" means any website or app where people share posts, photos, videos, messages, comments or reviews. For example: Facebook (including groups and Marketplace), Instagram, TikTok, LinkedIn, X, YouTube, Snapchat, Nextdoor, WhatsApp channels and status updates, arb and landscaping forums, and review sites such as Google, Checkatrade, Trustpilot or Indeed. New platforms appear all the time: this policy covers all of them.
1.5	It applies to Directors, Managers, Team Leaders, employees, apprentices, agency workers and subcontractors, at work and outside work, whenever what you post is linked to us, our customers, our clients or the people you work with.
1.6	If you would like this policy in a different format, or someone to go through it with you, just ask [name].

	2
	Our company accounts
Section 2 of 10  ·  About 3 minutes to read  ·  Directors, Managers, anyone who posts for us

	Only people named on the company account register (Appendix C) may post on, or reply from, our accounts. They must:



1. use the account for work only, and post in a friendly, professional tone that fits our brand;
1. follow the "Before you post" checklist (Appendix A) every time;
1. be honest. Only use real photos of our own work, and do not edit them to make the work look better than it was;
1. only claim qualifications, accreditations, insurance or experience we really have. Only use an accreditation logo (for example Arboricultural Association, CHAS, SafeContractor or Constructionline) while it is current and in line with the scheme’s rules;
1. make it clear when a post is an advert or a promotion, and include the full price in any price you show (ARB-POL-15);
1. use only music, images and text we have the right to use. Business accounts should use the platform’s commercial sound library or licensed music;
1. say when an image has been created or heavily changed by AI, and follow our AI in the Workplace Policy (ARB-POL-11);
1. follow our Equality, Diversity and Inclusion Policy (ARB-POL-18) in job adverts and recruitment posts.
Account security and ownership
1. The accounts belong to the business, not to any person. At least two named people have admin access. Log-ins are stored in [company password manager].
1. Every account has a strong, unique password and multi-factor authentication switched on (ARB-POL-03).
1. When an admin leaves, their access is removed on their last day, and passwords they knew are changed.
Comments and messages
1. Reply to questions and messages within [1 working day], as for any enquiry (ARB-POL-15).
1. Never argue in public. For a complaint, reply politely once and move the conversation to phone or email.
1. Hide or delete posts only if they are abusive, spam, share someone’s personal data, or break the platform’s rules. Do not remove genuine negative comments or reviews just because they are critical.
1. Do not share customers’ personal details in replies. Do not confirm who a customer is, or where we worked, in public.

	3
	Posting job photos and videos
Section 3 of 10  ·  About 4 minutes to read  ·  Everyone

	3.1	Job photos and videos are great for showing what we do. But a photo of someone’s house can tell a burglar where they live, what they own and when they are out. It can also be personal data, which means data protection law applies (ARB-POL-04).



	Before you post
	The rule

	Customer permission
	Get the customer’s permission before posting anything where their home, garden or property could be recognised. A tick on the quote or the permission form (Appendix B) is best. A text or email saying "yes" is fine. Record it on the job file. If they say no, or later ask us to take it down, we do.

	Addresses and locations
	No house names or numbers, street signs, postcodes or "we’re in [village] today" posts while we are on site. Switch off location tagging, and wait until the job is finished before posting.

	Number plates
	Blur or crop out the number plates of customers’, neighbours’ and passers-by’s vehicles. Our own vehicles are fine.

	People
	Only show colleagues who are happy to be shown. No children, and no customers, neighbours or members of the public, unless they have agreed (for children, a parent or guardian must agree).

	Inside homes and gardens
	No windows, open doors, alarm panels, gates with codes, keys, sheds or anything that shows what the customer owns or how to get in.

	Kit and the yard
	Do not show where we store saws, climbing kit or machinery, or when the yard is empty. Tool theft is common in our industry.

	Protected trees and wildlife
	Do not post work on a tree with a TPO or in a conservation area unless consent or notice is confirmed. Never post the location of nests, bat roosts, badger setts or other protected wildlife.

	Commercial and public sector clients
	Many client contracts ban photos on their sites, for example schools, utilities, rail, construction sites and private estates. Check the contract or ask the client first.



	What this means for you
You have just finished a big beech reduction and it looks great. Take the before-and-after photos from an angle that does not show the house number, the customer’s car or the neighbour’s windows. Check the customer ticked "yes" to photos on the quote. Post it back at the yard, not from the driveway, with the location switched off. Caption it "Crown reduction on a mature beech in [area]", not the street name.
A customer is delighted and wants to be tagged. That is their choice. Get it in writing (a text is fine), and still leave out the address.




	4
	Only post safe work
Section 4 of 10  ·  About 3 minutes to read  ·  Everyone, especially Team Leaders

	4.1	Every photo or video we post shows how we work. Customers, clients, insurers, accreditation assessors, competitors and the HSE all look. If a photo would not pass a site audit, it does not get posted. That applies to our accounts and to your own when the post shows our work.



	Never post images showing…
	What good looks like

	Chainsaw work without full chainsaw PPE
	Helmet, eye and hearing protection, gloves, chainsaw trousers or chaps, and chainsaw boots, as HSE’s chainsaw guidance sets out (INDG317). Non-snag clothing.

	A climber cutting with only one point of attachment
	Two attachment or anchor points when sectional felling ("topping down"), as HSE’s tree-climbing guidance requires, and whenever our risk assessment says so. Helmet with chinstrap on, lanyard and rope in view and in use.

	Climbing with no trained rescuer on the ground
	A second person, trained and equipped for aerial rescue, on site (ARB-POL-01).

	People inside the drop zone or felling area
	Clear exclusion zones, barriers and signs. Nobody under the tree while cutting or lowering.

	Unsafe chipper or stump grinder use
	Feeding from the side, no loose clothing, guards in place, the correct PPE. Nobody in front of the grinder or chipper chute.

	MEWP or crane work outside the rules
	Harness clipped in, outriggers down on pads, exclusion zone in place, lift plan followed.

	Road or footway work without proper traffic management
	Correct signs, cones and barriers for the road, as set out in the permit or plan.



4.2	Never post photos or video of an accident, injury, damage or near miss, or stunts, showing off and "fails". Report accidents and near misses instead (ARB-POL-01). Posting it can harm the person, breach their privacy, and damage an investigation or insurance claim.
4.3	If you see a post, from us or anyone on our team, that shows unsafe work, tell your Team Leader or [social media lead]. We will take it down and deal with the safety issue.
	What this means for you
A groundsperson films a great dismantle and wants to post it on their TikTok. Before posting, they check the climber: helmet on, chinstrap done up, two points of attachment while cutting, the rescue kit visible on the ground. In one clip, the climber is cutting on a single lanyard. That clip stays off. The groundsperson mentions it to the Team Leader, who talks it through with the climber at the next break.




	5
	Drone photos and video
Section 5 of 10  ·  About 3 minutes to read  ·  Anyone flying a drone for us, Directors

	5.1	Drones are useful for tree surveys, checking crowns and showing big jobs. Flying one for work is a commercial use, and the Civil Aviation Authority (CAA) rules apply in full. Only people named on the company account register (Appendix C) as approved drone pilots may fly a drone for us, including their own drone.



	Rule
	What it means for us

	IDs and registration
	The pilot needs a Flyer ID for any drone of 100 g or more. The business needs an Operator ID for a drone of 250 g or more, or 100 g or more with a camera. The Operator ID label goes on the drone. New drones sold from 1 January 2026 carry a UK class mark (UK0 to UK6). Remote ID must be on when flying a UK1, UK2 or UK3 class drone.

	Insurance
	Commercial flying needs third party insurance that meets aviation insurance law. Check that our policy covers drone use, or that the pilot’s own policy does.

	People and buildings
	Most garden jobs are in residential areas, where larger drones must keep well away. Never fly over crowds. The pilot checks which subcategory (A1, A2 or A3) applies, and whether an A2 Certificate of Competence or a CAA Operational Authorisation is needed.

	Where and how high
	No higher than 120 m (400 ft), always in direct sight. Check airport flight restriction zones and other restricted airspace before every flight. Get the landowner’s permission to take off and land.



	Drones and tree work – our safety rules
1. Never fly near a climber, over the drop zone, or during cutting, rigging or lowering, unless the flight is part of the risk assessment and the climber and Team Leader have agreed.
1. The pilot does nothing else while flying. A second person watches for people, birds and vehicles.
1. Do not fly in high wind or rain, or near overhead power lines.
1. Tell the customer and, where it helps, the neighbours before flying. Point the camera away from neighbours’ gardens and windows.



5.2	Drone footage is covered by the same photo rules as Section 3. Aerial shots often show much more than you expect: neighbours’ gardens, pools, windows and cars. Check the whole frame before posting.
	What this means for you
A customer wants an aerial photo of their finished hedge. The approved pilot checks the drone safety map, sees there is no restriction, and checks the rules for a residential street with their drone class. They agree a time when the crew has stopped work, tell the neighbours, keep the camera pointed at the customer’s land, and delete any frames showing next door.



	6
	Your own social media accounts
Section 6 of 10  ·  About 3 minutes to read  ·  Everyone

	6.1	Your own accounts are yours. We will not tell you what to think or who to follow. But what you post can affect your colleagues, our customers and the business. These rules apply whenever your post is linked to work.
	You can
	You must not

	Say that you work for us, and share or like our company posts.
	Speak for the business, or suggest your personal view is ours, unless a Director has agreed.

	Post photos of your own work, if you follow Sections 3 and 4.
	Post anything that breaks the photo, safety or confidentiality rules in this policy.

	Talk about your pay and conditions with others, including to find out whether pay is fair.
	Share other people’s pay, personal details or health information.

	Take part in trade union activity, and raise concerns through our Whistleblowing Policy (ARB-POL-32).
	Post abusive, threatening, discriminatory or offensive content about anyone, including colleagues, customers, clients and competitors.

	Connect with colleagues and customers you know.
	Offer private or "cash" work to our customers, or use our customer contacts for your own business (ARB-POL-06, ARB-POL-07).

	Leave an honest review of us as an employer on a jobs site.
	Post a review of our work as if you were a customer (Section 7).






1. If your profile says you work for us, add a line such as "Views are my own".
1. Check your privacy settings. Do not post your home address, bank details, date of birth or passport details, or the times the yard or your home will be empty.
1. Do not post photos or videos of colleagues without their agreement, and remove them if they ask.
1. If you are unhappy about something at work, talk to your Team Leader, a Manager or use the Grievance Procedure (ARB-HR-002), rather than posting about it. Wider public disclosures, such as on social media, are only protected as whistleblowing in limited circumstances, so use ARB-POL-32 first.
6.2	We will only act on what you post in your own time if it is clearly linked to work and causes real harm, for example harassing a colleague, sharing customer data or showing unsafe work in our uniform.
	What this means for you
Your mate asks on Facebook who did the tree work on the high street. You reply "That was us, great job by the team" and tag the company page. Fine. Then someone replies that the crew "left a mess". Do not argue. Send a screenshot to [social media lead] so they can deal with it from the company account.



	7
	Reviews and endorsements
Section 7 of 10  ·  About 2 minutes to read  ·  Everyone, especially the office and marketing

	7.1	Fake reviews are illegal. Since 6 April 2025 the Digital Markets, Competition and Consumers Act 2024 bans businesses from writing, commissioning or publishing fake reviews, hiding incentivised reviews, and presenting reviews in a misleading way. The Competition and Markets Authority can fine businesses directly. Our full rules are in the Customer Care and Complaints Policy (ARB-POL-15, Section 8). In short:



	Do
	Never

	Invite every customer to leave a review, for example with a link on the invoice.
	Write reviews of us, or ask colleagues, friends or family to, as if they were customers.

	Say clearly if a review was rewarded, for example with a discount or a prize draw.
	Only ask customers you think are happy, or offer a reward for good reviews only.

	Pass negative reviews to [social media lead], who replies politely from the company account and offers to sort it out.
	Reply to a review from your personal account, or argue with the reviewer.

	Report reviews you think are fake to the platform.
	Post negative reviews of competitors, or pay for or swap reviews.



7.2	If you post about our work on your own account in return for something from us, such as a bonus for the best job photo, make the link clear, for example "I work for [COMPANY NAME]".
	What this means for you
A customer leaves a one-star Google review saying we damaged their lawn. You were on that job and you think it is unfair. Do not reply from your own account. Tell the office. The office replies once, politely, from the company account, and phones the customer. If the review is genuine, it stays up, even if we do not agree with it.




	8
	Online harassment, abuse and confidentiality
Section 8 of 10  ·  About 3 minutes to read  ·  Everyone

	8.1	Harassment and bullying online. Bullying, harassment or discrimination online is treated exactly the same as face to face: in crew groups, on social media, by message or in comments. That includes posts in your own time about colleagues. See the Anti-Bullying and Harassment Policy (ARB-POL-12) and the Sexual Harassment Prevention Policy (ARB-POL-09).



1. Never post or share memes, photos, comments or "jokes" about a colleague’s age, disability, race, religion, sex, sexual orientation, gender reassignment, appearance or accent.
1. Never share sexual images or comments. Some of these are also crimes, for example sending false messages meant to cause harm, threatening messages, cyberflashing, and sharing intimate images without consent.
1. If you are tagged in something that makes you uncomfortable, you can ask for it to be removed, and tell us.
When customers or the public abuse you online
8.2	If a customer, neighbour or member of the public posts abuse, threats or personal comments about you or a colleague, do not reply. Take screenshots, including the date and the account name, and tell your Team Leader or [social media lead] straight away. We will support you, report it to the platform, deal with the person, and involve the police if it is a crime. From 30 October 2026 employers must take all reasonable steps to prevent harassment of staff by customers and the public, and this is one of those steps.
Confidential information
Never post, share or discuss online:
1. customers’ names, addresses, contact details, gate codes, keys, alarm details or schedules;
1. prices, quotes, tender submissions, client contract details or rates;
1. client sites where photos are not allowed, such as schools, utilities, rail or construction sites;
1. accidents, incidents, investigations, disciplinary or grievance matters;
1. colleagues’ personal details, health, pay or problems;
1. our business plans, finances or anything marked confidential.
	What this means for you
Someone in a local community group posts a photo of our truck, saying "these cowboys cut down a healthy tree". A colleague is named in the comments. Nobody on the team replies. The colleague tells the Team Leader, who sends screenshots to [social media lead]. The office checks the job file (the tree had a council consent), posts one calm factual reply from the company account, and reports the comments naming the colleague to the platform.




	9
	Using social media at work, and monitoring
Section 9 of 10  ·  About 1 minute to read  ·  Everyone

	1. Personal social media is for breaks and before or after work, not working time. Never while driving, operating machinery, climbing, or acting as the ground person for a climber (ARB-POL-21).



1. Posting for the company during work time is fine for people named on the register, when it is safe to do so.
1. We can block sites on company devices and withdraw personal use if it is misused.
9.1	We do not monitor your personal social media accounts, and we will never ask for your passwords or ask you to add a Manager as a friend. If a colleague, customer or member of the public reports something you posted that is linked to work, we may look at that public post as part of looking into the concern. What we monitor on work systems is set out in the monitoring register (ARB-POL-21, Appendix A).
	10
	If something goes wrong, and reviewing this policy
Section 10 of 10  ·  About 2 minutes to read  ·  Everyone, Managers, Directors

	10.1	Mistakes happen. The quicker we know, the easier it is to fix. If you have posted something you should not have, tell us straight away. Owning up quickly is always treated better than hiding it.
	1
	Take it down, if it is your post and you can, or ask whoever posted it to remove it.

	2
	Screenshot it first if it is abuse, a threat or someone else’s post about us, including the date, time and account name.

	3
	Tell your Team Leader or [social media lead] the same day. If it involves customer or staff personal data, tell [data protection lead] too: we may have to report a breach within 72 hours (ARB-POL-04).

	4
	Do not reply or argue online. The [social media lead] decides what we say, if anything.

	5
	Put it right. For example: apologise to the customer, change a process, brief the crew, or report the post to the platform or the police.






10.2	Breaking this policy is dealt with under the Disciplinary Procedure (ARB-HR-002), in proportion to how serious it is. Serious cases, such as harassment, sharing customer data or posting that puts people at risk, may be gross misconduct. For subcontractors, it can mean removal from our jobs.
Training and checks
10.3	Everyone is briefed on this policy at induction (ARB-HR-006). People who post for us get extra training. [Social media lead] checks the company account register (Appendix C) every [quarter]. A Director reviews this policy at least every 12 months.
Review this policy sooner if…
1. the law or guidance changes (see "Coming changes to watch" in the guidance box), for example CAA drone rules, CMA review guidance or data protection guidance;
1. a post causes a complaint, a data breach, a safety concern or bad publicity;
1. someone on the team is harassed online by a customer or member of the public;
1. you start using a new platform, paid adverts, influencers, AI-generated content or drones; or
1. a client contract sets new rules on photos or publicity.
Who is responsible for what
	Who
	What they must do

	Directors
	Own this policy and the company accounts. Approve who can post and who can fly drones. Deal with serious incidents and press interest. Review the policy every year.

	[Social media lead]
	Run the company accounts and the account register (Appendix C). Check posts meet Appendix A. Reply to comments and reviews. Keep photo permissions on file. Handle reports of online abuse.

	Team Leaders
	Check photos taken on site meet Sections 3 and 4 before they are shared. Stop unsafe filming. Pass on online abuse of the crew straight away.

	Approved drone pilots
	Hold the right CAA IDs and qualifications. Check airspace, insurance and permissions before every flight. Keep a flight record (Appendix D).

	Everyone
	Follow this policy on company and personal accounts. Never post unsafe work, customer details or confidential information. Report mistakes and abuse.

	Subcontractors
	Follow Sections 3, 4 and 8 when posting about our jobs. Do not post our customers’ properties without our agreement.



Evidence auditors may ask for
	Evidence to keep
	Where / how often
	✓

	Signed and dated copy of this policy
	Policy file – yearly
	☐

	Company account register with admins, MFA and approved drone pilots (Appendix C)
	Office – checked [quarterly]
	☐

	Customer photo permissions (quote tick box or Appendix B)
	Job files
	☐

	Drone pilot IDs, qualifications, insurance and flight records (Appendix D)
	Drone file
	☐

	Records of posts removed, complaints and online abuse reports, and actions taken
	Social media log
	☐

	Induction and toolbox talk records covering this policy
	Training records
	☐




		A
	Appendix A: "Before you post" checklist
Everyone  ·  About 1 minute  ·  Every post, every time



Run through this for every photo, video or post about our work, on company accounts and your own. If you cannot tick every line that applies, do not post. Ask [social media lead] if you are not sure. The final test: would you be happy for the customer, a client, an assessor and the HSE to see it?
	✓
	Check

	Permission

	☐
	The customer has agreed to photos (quote tick box, Appendix B, text or email), or the property cannot be recognised. The client contract allows photos of this site

	☐
	Everyone who can be recognised has agreed. No children, unless a parent or guardian has agreed

	Privacy and security

	☐
	No house name or number, street sign, postcode, landmark or number plate (our own vehicles are fine). Location tagging off, and we are no longer on site

	☐
	No windows, doors, keys, alarm panels, gate codes or valuables, and nothing showing where our kit is stored or when the yard is empty

	Safety

	☐
	Full PPE for the task, including chainsaw PPE. Climbers show two points of attachment when sectional felling, with a rescuer on site

	☐
	Exclusion zones, traffic management and machine guards are in place

	☐
	No accidents, injuries, damage, near misses or stunts

	Honesty and the law

	☐
	It is our own work, and not edited to look better than it was

	☐
	Any TPO or conservation area work has consent or notice confirmed. No protected wildlife locations

	☐
	Any prices include VAT and fixed charges. Adverts and rewards are made clear

	☐
	We have the right to use the music, images and words. AI-made images are labelled

	Respect and confidentiality

	☐
	Nothing about a colleague they have not agreed to, nothing offensive about anyone, and no customer details, prices, tender information or anything confidential







		B
	Appendix B: Customer photo and video permission
Office or Team Leader  ·  About 2 minutes  ·  With the quote or on the day



We love sharing our work online, and we will only include your property if you are happy for us to. You can say no, and it will not affect your job in any way. You can change your mind at any time, and we will remove the images from our accounts.
	Customer name
	
	Job reference
	

	Job address
	
	Date
	



	✓
	Please tick one or more

	☐
	Yes, you may take and post photos and video of the work at my property

	☐
	Yes, but only close-ups of the trees or plants, with nothing that shows my home

	☐
	Yes, and you may tag me or mention my name

	☐
	No, please do not post any images of my property



What we promise: we will never show your house number, street name, postcode or car number plate, or post while we are still on site. We use these images only on our website and social media accounts: [list accounts]. We keep your permission on your job file. To withdraw it, contact [email / phone]. See our Privacy Notice (ARB-POL-05).
	Customer signature
	
	Date
	








		C
	Appendix C: Company account register
[Social media lead]  ·  Check every [quarter] and when anyone leaves



List every account in the business’s name, who can use it, and every approved drone pilot. The business must always hold the log-in. At least two admins for each account.
	Platform and account name
	Admins (at least 2)
	Others who can post
	MFA on?
	Log-in stored in
	Last checked

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	




Approved drone pilots
	Name
	Flyer ID
	Operator ID (business)
	Qualifications (for example A2 CofC)
	Insurance checked
	Approved by, date

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	








		D
	Appendix D: Drone flight record
Approved drone pilot  ·  About 5 minutes  ·  Every work flight



Complete before and after every work flight, and keep with the job file. This record supports, and does not replace, the pilot’s own CAA training, procedures and checks.
	Pilot
	
	Date and time
	

	Job and location
	
	Drone and class
	




	✓
	Check
	Notes

	☐
	Flyer ID and Operator ID current; Operator ID label on the drone
	

	☐
	Subcategory and distances checked for this site (A1, A2 or A3), and the pilot holds any certificate needed
	

	☐
	Airspace checked for flight restriction zones and restrictions; permission obtained if needed
	

	☐
	Insurance covers this commercial flight
	

	☐
	Landowner permission to take off and land; customer and neighbours told
	

	☐
	No cutting, rigging or lowering during the flight unless planned in the risk assessment
	

	☐
	Observer in place; weather and wind within limits; clear of power lines
	

	☐
	Remote ID switched on (UK1 to UK3 class drones)
	

	☐
	After the flight: footage checked against Appendix A; images of neighbours deleted
	



	Flight notes and any incidents
	

	Pilot signature
	







	Policy statement
We are proud of our work and happy to share it, but never at the cost of our customers’ privacy, our team’s safety or dignity, or the truth. We will use social media honestly, safely and respectfully, and support anyone on our team who is targeted online.
Signed on behalf of [COMPANY NAME]. This policy is reviewed at least every 12 months.
	
	Director / Managing Director

	Name
	

	Signature
	

	Date
	






Related documents
	Reference
	Document

	ARB-POL-21
	IT, Communications and Monitoring Policy

	ARB-POL-15
	Customer Care and Complaints Policy (reviews and fake review rules)

	ARB-POL-09 / 12
	Sexual Harassment Prevention Policy; Anti-Bullying and Harassment Policy

	ARB-POL-04 / 05
	Data Protection Policy; Privacy Notice – Customers and Website

	ARB-POL-03 / 11
	Cyber Security Policy; AI in the Workplace Policy

	ARB-POL-01
	Health and Safety Policy

	ARB-POL-18 / 32
	Equality, Diversity and Inclusion Policy; Whistleblowing Policy

	ARB-POL-06 / 07
	Fraud Prevention & Financial Integrity Policy; Tax Evasion Prevention Policy

	ARB-HR-002 / 006
	Employee Handbook (Disciplinary and Grievance Procedures); Employee Induction Checklist
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