UNIGE | SOCIAL MEDIA

Advice for use
FACEBOOK

Getting started on Facebook
The University of Geneva has a Facebook page
www.facebook.com/unigeneve
You can also create a Facebook page for your faculty,
department or unit.
Please be aware that moderating a social media is a daily
process.
On Facebook you can set up an ACCOUNT, a GROUP or
a PAGE. Each format allows you to display content in
different ways. Creating a Facebook page is the best way
to showcase your department or team. We advise you
to create a Facebook PAGE in order to best represent
the structure you want to promote.
You are free to manage the content of your page or
group. However, to ensure consistency across University
accounts, there are some elements we ask you to include:

1 to 3 Creating an account
4 to 5 Promoting your page

Please note that you are responsible for the content of
your page and for updating it.
You must remain courteous
and apply good manners
at all times, as you would
anywhere else.
Your Facebook page must
be used legally and ethically
and in keeping with the principles and values of academic
freedom.
All posts must comply
with the law, be morally
upstanding, and not harm
the reputation of the
University or its members.
In particular, there must
be no posts of a slanderous,
defamatory, insulting, racist, sexist or pornographic
nature.

6 to 7 Boosting its posts
8 to 9 Image rights and copyright
10 Promoting events
11 to 12 Advertising and Algorithm
STRATEGY: GROUPS AND PAGES ARE VERY SIMILAR.
Which format is the best?
Page: If you want to communicate regularly with a
large number of people, a page is the best option.
Groupe: However, if your goal is to reach a large
number of people, but you’re not concerned about
keeping in touch with them over the long term,

then you might be able to increase your numbers
more quickly by creating a group using the viral
invitation feature. You will just have to be creative when coming up with reasons why group
members should invite their friends.
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Creating an account

You need to have an account in order to create a page or group.
Subscribers won’t be able to view your (personal) account on your page.
If you do not want to use your personal account, you can create an account using
your department or unit’s name. You will need to enter:
a first name = your department or unit’s name
a last name = UNIGE
an email address = your department or unit’s name
PLEASE NOTE: This latter solution sometimes causes problems, as Facebook sometimes closes
down accounts when it can’t identify an individual behind it.
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Profile pictures

To make your department or unit easily identifiable, use a customized UNIGE logo.
You can request one from the graphic designers by email: graphistes@unige.ch.
Then choose a cover picture.
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Page or group name

Include the UNIGE acronym along with your department or unit’s name.
Department or unit –UNIGE | example: @theologie.unige
Name of the page

How to do this?
In the About section, enter the name of your department or unit as well as an account
name.
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Link your page to UNIGE’s other
Facebook pages
4

This will enhance UNIGE’s reach and increase the number of visits to each page
and therefore potentially the number of followers as well.

How to do this?
Once you’ve created your page, go to www.facebook.com/unigeneve and
click on Like. Do the same with the other UNIGE Facebook pages. You will find them
under Pages liked by this page.
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Spreading the word

Tell your colleagues, your students the communication department and the general
public about the page.
Share it on your website, on your other social networks, in your newsletter
or in your email signature.
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Posts

On Facebook, post photos or videos that highlight the achievements, distinctions and
research of your collaborators and students. Also share what’s new in your structure.

How to do this?

In order to create synergies, it is important to tag services and partners in your
publications. Your content will then have more chance to be shared.
→ All you have to do is put @ before the name of the person or institution.
To help you, a full list of UNIGE’s accounts is available online.
Please note: It is not possible to tag people with a personal profile, except for people
with a «public personality» page.
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Photos and videos

Images
Adding an image (flyer, photo, etc.) to your post will make it more attractive.
If you work with a graphic designer to create a poster, ask them for a social-mediafriendly version of the image. You can also easily create Facebook-compatible images
at www.canva.com

Photos
Share photos of your day-to-day work, including members of your team or
your students. Your followers will like being able to see the faces of people you work
with and knowing what’s going on behind the scenes.

Videos
If you make videos, always upload your video directly to Facebook. It’s better to upload
«native» videos rather than links to platforms such as YouTube or Vimeo. Videos from
these platforms are less effective and will be displayed to a smaller audience.
If you make a video, don’t forget to inform the Communications Department and your
partners before publishing it on social media. That will help to increase the video’s reach.
Crossposting on Facebook is one option. With this feature, you can post videos on
multiple pages and even stream live videos on multiple pages.
You first have to set up crossposting with another page. Find out how to do this ici.
Remember to set up crossposting before posting a video on Facebook.
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Image rights

Make sure you get permission from the people in your photos (if they are recognizable)
before sharing them on social media.
Sharing a photo without someone’s consent could be a breach of their privacy.
However, if the individual is in the background or not a main part of the photo, it is not
considered a breach of their privacy.
You don’t need to obtain consent if:
- the image is of a public figure or sports person
- the image is of a public event, as people should be aware that there may be photographers
present. Please note: Photos taken in this context should not focus on one individual and
should be used to illustrate the event and be for information purposes only.
It’s better to inform participants if photos are likely to be taken as part of the event.
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Copyright

Be sure to comply with copyright rules when using photos.
Make sure that any images or photos you use are not subject to copyright.
Just because you find an image online doesn’t mean it isn’t subject to copyright.
Keep in mind that some photos and images cannot be used for advertising or marketing
purposes.
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Promoting your events

You can create Facebook events and add potential partners in the co-hosts section.
This will enhance the visibility of your events.

How to do this?

Optimizing your events

You can pay for an ad to increase the visibility of your Facebook event. Make sure
you choose the right ad option based on your budget and your target audience.
To buy an ad, your account must be linked to your department’s credit card.
If you have any questions or if your department does not have a credit card, you can
contact the social media manager at socialmedia@unige.ch
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Advertising

Facebook ads will allow you to reach a wider audience than just your followers.
If you want to promote content on Facebook and need advice, contact the social media
manager at : socialmedia@unige.ch
You can advertise a Facebook page, a video, a post or an event. You can also create
specific advertising content that won’t be visible on your page.
Please note that before posting an ad, it is crucial to determine your objectives
and your target audience.
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Algorithm

All social media platforms use algorithms to determine how high up in newsfeeds
your posts will appear, using ranking signals from profiles and pages. The aim is
to ensure that users get valuable and meaningful content in their newsfeed.
The algorithm first ranks each post in terms of content quality: Are the images
and videos native? Is the post unique? Does it include a click trap or encourage people
to share and like?
The better the content, the more likely the platform is to display it.
The post will first be shown to just 1% of your followers. The algorithm then evaluates
users’ reactions to it:
Does the post generate likes, comments and shares? Do videos get viewed for at least
a minimum amount of time? Or does the post get negative comments, reports, etc.?
The more positive reactions you get in a short space of time, the higher up the post
will appear in Facebook newsfeeds, and vice versa.
Advertising is a way to reach a larger number of people, including followers who didn’t
get to see your post in their newsfeed.

