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We use our social media posts as a way of MARKETING and informing (parents / students/ 

users following us) of events coming up, underway or that have recently taken place. 

 

DEFINITIONS: 

• Digital Publications: includes, but not limited to published content on the school 

website, social media channels, newsletters, journals, magazines, digital diaries etc. 

 

• Digital Content: includes, but not limited to students’ images, audio recordings, 

video recordings, and students’ work etc. 

 

1. PROCEDURE ON REGULAR SCHOOL / CAMPUS LEARNING DAYS: 

• Prior to an event / assembly etc - Inform the facilities supervisor, well in advance, he 

will arrange for photographs to be clicked. 

• Once the event is over the facilities supervisor will copy them to the common folder, 

for Teachers / Supervisors to access the photographs. 

• Digital content will be taken over by the class teachers, who will forward appropriate 

content for approval. 

 

2. PROCEDURE DURING DISTANCE LEARNING: 

Since Distance Learning events conducted department / section wise and available 

with individual Teachers / Supervisors. Supervisors must forward the event details as 

explained in this document. 

 

3. MEDIA CONSENT FORM 

 

• Make sure all images of students and parents (if any) are consented. 
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• The MEDIA CONSENT FORM should be filled, signed by the parent and 

filled with the concerned Supervisor. 

 

• Consent forms during distance learning will be filled online. 

 

• CONSENT – Digital Content sent to the Section Supervisor / Principal for approval 
will be considered that they are consented by the students’ parents, therefore ensure 

that ONLY consented digital content are used. 

 

 

4. CONTENT FOR POSTING  

• Social Media - Provide a short one or two liners about the event and the department - 

this will be the tagline.  - Please spell check!  

• Send an email with the selected images as attachments and NOT pasted inside a word 

document. 

- If the files are too large to send as an email attachment, send a link via OneDrive. 

• The selected images may then be edited / cropped and retouched as required. 

5. PHOTOGRAPH SELECTION: 

a. Focus on students and their activities. 

b. Make sure the selected photographs: 

a. are clear and sharp. 

b. do not choose a photograph with anyone on the mobile phone - talking / 

texting / viewing their phones etc. 

c. Posters, banners, displays etc should be without spelling mistakes etc. 

d. Students and Parents (if any) photographs are consented. 

 

6. NUMBER OF PHOTOGRAPHS: 

 

Keeping in mind that each social media platform has its own requirements of how images 

can be uploaded, and focusing on where (Instagram) we have maximum followers, please 

note: 

• A MAXIMUM of 10 photographs only. (1 - 2 group photographs to show maximum / 

all participants) 

• Because of this constraint, not all participants / teachers / members of the Senior 

Leadership Team may be included. 

• This is posted to showcase the activity in school, and not a personal / individual 

centred post. 

 

7. SCAL TEAM (SOCIAL CONNECT AND LEARNING) 
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1. Members of the SCAL Team generate, review, finalize and create the content 

and writeup gathered from internal teams. 

2. One appointed member (SOCIAL MEDIA REP) from each department will 

post the event on the schools Instagram account from the schools official 

posting device. 

 

 

8. APPROVAL 

Once reviewed/ approved by the Principal / Supervisor, the supervisor will send an 

email with the content (text and images) to 

socialmedia.uploads@ourown.school and the librarian (In-charge of 

uploading on Telegram) 

9. POSTING 

 

1. The social media representatives (SM-Reps) of each department will access 

the Official device for uploading the content to Instagram (connected to 

Facebook and Twitter). 

2. The SM-Rep will download the images and content from their respective 

supervisor’s email. 

3. The SM-Rep will then upload the content on Instagram and follow the 

necessary procedures and settings for uploading. 

4. For Telegram, the librarian in-charge will upload the content on the Telegram 

Channel. 

PLEASE NOTE: 

 

POSTING ON DIGITAL PUBLICATIONS IS NOT CONSIDERED AS A REPORT 

OF THE EVENT. 

 

DETAILED FLOW OF PROCEDURES AND REQUIREMENTS 

I. CONTENTS OF THE POST 

A. IMAGES 

1. Maximum of 10 images. 

2. Each image may be a collage of many events. 

3. SQUARE IMAGES ONLY. 

4. Check images thoroughly – for background elements. 

5. Avoid images where anyone is on the phone / irrelevant to the post 

or event. 

mailto:socialmedia.uploads@ourown.school
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6. Posters, banners, displays, content in images should be without 

spelling mistakes etc. 

 

B. CAPTION 

1. The post should be accompanied by a short, but descriptive 

caption. 

2. Include relevant #hashtags at the end of the text. 

3. ALWAYS ADD #OurOwnFujairah 

 

C. PARENTAL CONSENT 

1. All Pictures and work of students to be consented by the parents. 

a) Refer to Policy – SOCIAL MEDIA CONSENT FORM. 

2. ALL CONSENT TO BE FILED WITH: 

a) Supervisors Office – Hard Copies 

b) Principals Office, via Secretary – Scanned Soft Copies. 

 

II. APPROVAL 

A. All social media posts to be checked and proofread by the supervisors. 

B. Principal’s approval may be requested at the discretion of the supervisor. 

III. Social Media Representative (SM REP) 

A. Each Supervisor will appoint one / two Social Media Representatives 

(SM-REP - As Part of the SCAL Team). 

B. The SM Rep will be responsible for uploading the departments content to 

our Social Media Channels. 

C. Procedure for SM REP posting explained in Point V. 
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IV. TEACHERS to SCAL TEAM to SUPERVISOR 

A. TEACHERS to SCAL TEAM 

1. Teachers send the content, images, and details to the SCAL Team 

B. SCAL TEAM – Check, Create and Send to Supervisor 

1. Quality and Content Checks 

2. SCAL Team will gather and create the content to be uploaded. 

3. Once ready, the content to be sent to their Supervisor. 

 

C. CONTENT FOR SOCIAL MEDIA 

1. Supervisors to send Email to socialmedia.uploads@ourown.school. 

2. After self-approval or Principal’s approval, the supervisor sends an email with 

images as attachment and caption in the body of the email. 

a) TO: “socialmedia.uploads@ourown.school”; 

b) CC: 

(1) Principal(DrSReshma); 

(2) OOF_ICT; 

(3) Librarians (for uploading to Telegram) 

(4) and the concerned Social Media Representative 

V. SM REP -  POSTING ON SOCIAL MEDIA 

A. POSTING FROM ICT OFFICE. 

1. Using the SOCIAL MEDIA TAB in the ICT OFFICE, the SM REP 

will 

a) Open the email from the concerned supervisor. 
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b) Download the attached images 

c) Open the INSTAGRAM APP 

 

d) NEW POST 

(1) Add the downloaded images. 

(2) Add the caption. 

(3) Enable posting to Facebook and Twitter 

(4) ADVANCED - DISABLE COMMENTING (will disable on 

Instagram only) 

(5) POST. 

 

2. LOGGING THE POST 

a) The SM REP will log the post details in the LOGBOOK 

(1) DATE 

(2) SM REP NAME 

(3) SUPERVISOR NAME 

(4) EVENT NAME 

(5) CONFIRM THAT COMMENTS WERE DISABLED. 

VI. LOGBOOK CHECK AND CLOSURE 

a) Last working day of EVERY MONTH 

(1) Logbook to be countersigned by the Supervisor. 

(2) Sent to the Principal for closure signature. 

(3) Responsibility: SM REP 
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PARENTAL CONSENT FORM 
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