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1. INTRODUCTION 
Although social media platforms started out as a way to connect individuals, friends, and groups, 
businesses now also use them substantially to pursue their commercial goals and interact directly with 
customers and clients.  
 
This presents significant opportunities but also introduces risks. One of the main risks is reputational 
damage caused by inappropriate, ill-advised, or uncompliant employee social media activity.   

2. PURPOSE OF THIS POLICY 
This Policy aims to support effective and compliant business use of social media in Workplace Solutions 
by: 

 formalising and documenting the department’s approach to business social media use as well as 
internal procedures for review, updating, and dissemination;  

 providing Workplace Solutions employees with a clear understanding of what you can do and what 
you should avoid when using social media in a business context; 

 ensuring that Workplace Solutions’ social media activity complies with relevant regulation  

legislation and FCA Financial Promotion rules.  

3. SCOPE OF THIS POLICY 
This Policy applies to the use of social media for business purposes by employees of HL Workplace 
Solutions.  It is not about personal social media use. For that, read HL’s general Social Media Policy. 

4. WHO THIS POLICY APPLIES TO 
Where this policy discusses a social media platform other than LinkedIn, it applies to all employees of HL 
Workplace Solutions. Where it discusses LinkedIn, it applies only to the teams and individuals authorised 
to use LinkedIn in a business capacity. These are: 
 

 Corporate Distribution Managers 

 Client Relationship Managers 

 Workplace Financial Wellbeing Specialists 

 Business Creation Team 

 Marketing 

 Head of Projects and Client Servicing 

 Flexible Benefits Implementation Manager  

 
If you’re not on this list but do have a LinkedIn  account, then this is a purely personal account.  
 

https://atrium/files/2114/7213/6134/Policy_-_Social_Media_Policy-Aug_2016_with_version.pdf
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5. DEFINITIONS 
“Social media” - Social media is the term for any website or application that enables users to create and 
share content or to take part in social networking. Prominent examples include Facebook, Twitter, 
LinkedIn, Snapchat, YouTube, Instagram, Tik Tok, and Pinterest. 
 
“LinkedIn” - LinkedIn is the biggest social network in the world for business professionals, with more than 
675 million members (as at February 2020). 
 
“YouTube” - YouTube is a video sharing website and platform. The second most-visited website in the 
world, it is a subsidiary of Alphabet Inc. 

6. HL WORKPLACE SOCIAL MEDIA POLICY 
LinkedIn 
 

LinkedIn: HL Workplace’s strategy 
The only social media platform HL Workplace uses, as a department and in a business capacity, is LinkedIn.  

 
Our strategy on LinkedIn is to:  
 

 Create relevant, informative, and engaging content so we can: 
o catch the interest and attention of our direct prospects  
o bolster our credibility with Employee Benefits Consultancies. 

 Get more LinkedIn followers and, using this relationship, increase their engagement with us, driving: 
o more shares of our posts and articles 
o more downloads of our content 
o higher attendance at our events and seminars; and ultimately 
o higher volumes of business 

 Boost HL’s Workplace’s social media presence and brand awareness 

 Help you develop a wider, richer professional network.   
 
Where you come in 
We encourage those authorised and approved to have a LinkedIn account. We ask that you like and share 
our B2B content when asked so we can improve HL Workplace’s visibility in a consistent, disciplined way.  
 
Done sensibly, professionally, and consistently your advocacy is incredibly powerful. It gives Workplace 
Solutions a completely different way of engaging with our prospects and existing employer contacts.  

 
Using LinkedIn: general rules 
Employee social media blunders can cause immediate, significant, and lasting impact to a company’s 
reputation. HL is no exception.  
 
Be aware: approval to engage on LinkedIn can be withdrawn at any time, especially if management decides 
the risks outweigh the benefits.  
 
We’ve listed some guidelines below but the overriding rule is this: use your good judgement and common 
sense. If you’re in any doubt at all about posting or sharing something, don’t do it.  If you think you need to 
check anything with someone first, do so. No social media action is so important it can’t wait.   

https://www.bbc.co.uk/news/uk-england-bristol-30700872
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Always remember these rules: 
 

 Respect privacy and confidentiality 
It’s paramount you respect and protect the privacy of HL clients, their data, and their 
communications with HL. Likewise, never disclose any confidential, commercially-sensitive, or 
proprietary information about HL or HL colleagues.  
 

 Don’t break the law 
Your words and actions on social media can have legal consequences for yourself and HL. You 
must never defame, threaten, or harass any person or organisation, nor breach their copyright.  
 

 Remember the ‘three Ps’: Public, Permanent, Personal. 
 

o Public  
Assume anything you put on social media is public. You may think you are only speaking to a 
small group of connections but you can never be sure who will end up reading it. Therefore, 
never put up anything unless you’d be happy for an HL client, shareholde r, or Workplace 
employer contact to see it. Likewise, don’t say anything you would be embarrassed to see 
quoted in the trade or national press.  

 

o Permanent  
Always remember the internet is forever. Once you’ve put something up, you can’t get it back. 
Even what you delete is often recoverable.  

 

o Personal  
Be careful what you put up about yourself. Don’t put up any information that fraudsters could 
use to steal your identity.  

 

 Keep it strictly business and be professional  
Conduct yourselves on LinkedIn at all times in a professional manner and make sure your language 
is appropriate. This goes for what you put up publicly and in any discussions with connections using 
LinkedIn’s messenger function.  Humour can be misinterpreted so it’s better to play things straight. 
Steer clear of controversial topics like politics, religion, and activism.  

 

 Don’t stay on LinkedIn messenger 

LinkedIn messenger is a useful way to keep in touch with your connections and for short messages. 
But move the conversation over to email for any business discussions to preserve an audit trail. 
 

 Never bash the competition 
We talk about how we help employers empower their workforces to save and invest with 
confidence, not how others fail to.  
 

 Only engage with content from credible 3rd parties  
It’s ok to like, comment on, and share content from 3rd parties where it relates to our industry, the 
South West, or your specific job. But only do so where the individual or organisation is legitimate 
and reputable. Don’t engage with content from frivolous people or fringe organisations. If you’re 
not sure which you’re looking at, err on the side of caution.  
 

 If there’s trouble, escalate quickly 
If you see, or are part of, any incident on LinkedIn that has the potential to bring negative PR to H L, 
notify Nathan Long or Danny Cox immediately.  
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 Be cyber secure 
Make sure you don’t use your main HL login password for LinkedIn or any other social media 
accounts. Read and follow IT’s guidance on creating strong passwords and make sure you change 
passwords regularly. Also, see their tips for social media use. If you haven’t already done so, you 
should turn on Two Factor Authentication for your LinkedIn account. This article explains how. 

 
Failure to observe these rules could result in the invocation of the Disciplinary Policy. In serious cases this 
could result in Dismissal. 
 

Further guidance 
 

The above are general rules but here is some more specific guidance on using LinkedIn.  
 
Your LinkedIn account 
Your LinkedIn account is primarily for HL business purposes during normal working hours.  
 
Your LinkedIn profile 
 

 Profile photo 
You should have a professional appearance in your LinkedIn profile photo. Socially-oriented 
photos, especially any featuring alcohol or smoking must be avoided.  We recommend you use a 
clear, professionally-taken, headshot photo. Please contact David Connor if you need to get a 
professional headshot for your profile.  

 

 Career history  
Ensure the details of your current job responsibilities and that of previous employments (if you 
choose to include them) are factual and accurate. Likewise for length of service, job titles, and any 
qualifications/awards. Review your profile regularly to make sure all your details are up to date.  

 
Liking and sharing HL content 
You may like and share any LinkedIn posts uploaded to either HL or HL Workplace’s LinkedIn pages. Any 
such content will have received Compliance approval.  
 
Comments 
You have blanket approval to like or share HL/HL Workplace LinkedIn posts without adding anything. 
However, we appreciate that part of the power of LinkedIn is you can engage organically with your 
connections and offer comment, feedback, and analysis. This includes sharing HL content along with your 
own comment as well as commenting on posts by 3rd parties and joining comment threads on 3rd party 
posts. This makes our efforts less robotic and contrived.   
 
LinkedIn comments, or your posts sharing HL content, need to be handled with care. Keep your 
comments light and relevant e.g. “We’ve written this guide to answer some of the questions employers 
ask us all the time”. Comments are not the place for your manifesto about the UK pensions industry or 
anything else. Don’t make big, factual claims or use statistics. These need sourcing and Compliance 
approval. If in doubt, check with the Compliance Financial Promotions team.  
 
Tone of voice 
Match how you write to our tone of voice. We’re approachable, knowledgeable, helpful, and quietly 
confident. Read our tone of voice guide for more details, or a reminder, about how we express this through 
what we write.  
 

https://atrium/files/7715/4531/8095/10_Tips_for_Passwords.pdf
https://atrium/files/3315/2094/7689/10_Tips_for_Social_Media_Protection.pdf
https://www.linkedin.com/help/linkedin/answer/544/turning-two-step-verification-on-and-off?lang=en
mailto:ComplianceApproval@hl.co.uk?subject=Workplace%20Social%20Media%20query
http://www.hl.co.uk/__data/assets/pdf_file/0011/12207485/hl-tone-of-voice.pdf
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Posts 
Anything substantial like a full LinkedIn post, thought leadership piece, or article needs to go through our 
normal financial promotion compliance processes. If you want to do something like this, either you or a 
member of marketing should first draft the copy and then comply it as normal. So long as it’s gone through 
compliance, your colleagues can like and share it without further approval. Do still make sure you notify 
everyone that the piece is complied.  
 

 Never like, comment on, or share 3rd party content which refers to HL without first seeking 
approval from compliance 

 

 Some typical examples would be: 

 
o An article about the leading investment platforms in the UK which names HL, AJ Bell, Best 

Invest, and Fidelity 
 

o A press release from an awards body stating that HL has been named ‘Pension Provider of 
the Year’ 

 

o A LinkedIn post by a 3rd party complimenting HL’s investment research.  
 

The FCA may treat any such activity as ‘backdoor’ financial promotion. This could mean HL will be 
treated as if we had issued it ourselves, even though we didn’t so it’s important any such activity 
goes through our usual compliance approval process.  

 
Please send an email to compliance with details of the post and how you propose to interact with 
it. 

 

 Never name an existing employer client 
Don’t say we work with specific organisations unless we have an approved and recent (within 2 
years) case study for them.  

 

Other Social Media Platforms 
 

YouTube 
Workplace Solutions has a YouTube channel. Although we host some public videos, it’s mainly for hosting 
client videos (all hidden) which we can then link to from other media. Essentially, we are using it for the video 
player.  
 
If you or your team have a video you want hosted on our channel, please first get sign off from compliance. 
Then, put the video file in this folder and ask a member of Marketing to upload it to our channel.   
 
All other social media platforms 
You may refer to your employment at HL in the ‘About’ sections of your personal social media accounts 
like Facebook and Twitter. Other than that, don’t discuss anything relating to your work at HL on them.  
 
You are responsible and accountable for activity on your personal social media accounts. You must make 
sure your personal social media activity does not bring HL into disrepute.  
 
 

mailto:ComplianceApproval@hl.co.uk?subject=Workplace%20LinkedIn%20post%20approval
https://www.youtube.com/channel/UCGLvcW3AB7SKoGHIzV9uCRw
file://///hargreaveslansdown.co.uk/data/user/Corporate%20Pensions/Marketing/Videos/Files%20for%20WS%20Youtube%20Channel
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7. TRAINING 
All employees of Workplace Solutions responsible will be required to read and acknowledge the obligation 
to follow the standards set by this Policy. Any new starters to the department will be issued with it as part 
of the onboarding process. All employees will be guided by this Policy and associated templates. 

8. REVIEW ARRANGEMENTS 
This Policy Document is to be reviewed annually, or at relevant change events that may impact the Policy, 
by a member of Workplace Marketing. Reviews are to be conducted by the Financial Promotions Team 
and approved by the Head of Workplace Solutions. 


