Compliance in Social Media Management - Checklist
1. Legal Compliance
e Copyright and Intellectual Property
o Verify that all images, videos, music, and other content are licensed or owned.
o Include proper attribution if required.
e Privacy Laws
o Ensure compliance with GDPR, CCPA, or other relevant data protection laws.
o Obtain explicit consent before collecting or using personal data.
o Include a clear privacy policy and terms of service.
e Disclosure and Transparency
o Clearly disclose sponsored content, partnerships, and affiliate links.
o Comply with FTC guidelines for endorsements and testimonials.
e Trademark and Brand Use
o Avoid unauthorized use of trademarks or logos.
o Ensure your brand's trademarks are used consistently across platforms.
2. Content Compliance
e Appropriateness and Sensitivity
o Avoid content that could be considered offensive, discriminatory, or inappropriate.
o Ensure content aligns with the platform's community guidelines.
¢ False or Misleading Information
o Verify facts and sources before sharing content.
o Avoid making false claims or exaggerations.
e Accessibility
o Provide alt text for images and captions for videos.
o Use accessible fonts, colours, and layouts.
3. Platform Compliance
e Adherence to Platform Policies
o Review and comply with each platform's terms of service and community guidelines.
o Regularly update practices as platform rules change.
e Algorithm Compliance

o Avoid practices that could be flagged as manipulation, like fake followers or
engagement pods.
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o Data Management
o Securely store and manage account credentials.
o Regularly update passwords and use two-factor authentication.
4. Internal Policies and Procedures
e Social Media Governance
o Establish clear roles and responsibilities for social media management.
o Provide training on compliance, brand voice, and content guidelines.
e Crisis Management Plan
o Develop a protocol for handling negative comments, PR crises, or security breaches.
e Content Approval Process
o Implement a review and approval process for all posts.
o Ensure legal and compliance teams sign off on sensitive content.
5. Monitoring and Reporting
e Regular Audits
o Conduct periodic audits to ensure ongoing compliance.
o Review past posts for any potential compliance issues.
¢ Performance and Compliance Reporting
o Track and report on social media metrics and compliance issues.
o Use monitoring tools to flag potential compliance risks in real-time.
6. Engagement and Interaction Compliance
¢ Community Management
o Follow guidelines for responding to comments and messages.
o Avoid engaging in or allowing discriminatory, offensive, or harmful interactions.
e Contests and Promotions
o Ensure promotions comply with local laws and platform guidelines.
o Clearly state the terms and conditions for any contest or giveaway.
7. Archiving and Documentation
e Content Archiving

o Maintain records of all social media posts, especially for regulated industries.
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e Documentation

o Keep documentation of compliance efforts, including approvals, consents, and
audits.

8. Continuous Improvement
e Training and Development
o Regularly update the social media team on compliance best practices.
o Stay informed about changes in social media laws and regulations.
e Feedback Loop

o Create a system for reporting and learning from compliance incidents or near-misses.



