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A best practice guide for ACIS group leaders 
 
 
 
 
 
 
 

 



 
Keeping your students engaged is all about meeting them w here they are, and in today' s day 
and age, they' re increasingly on social media. Don' t  consider yourself  social media savvy? Not 
to w orry. We' ve put together this handy guide for gett ing yourself  up and running on social 
media.  
 
These are the best pract ices for using the top social netw orks, Instagram, Twitter and, 
Facebook, to help you feel comfortable and prepared to communicate effect ively on social 
media:  
 

 
 

Instagram 
 

 
Instagram is a social photo sharing app. It ’ s mainly accessible on a smart phone, and is less 
desktop friendly. It ’s a great platform to document your pictures w hile on the trip. You could 
either create an account specif ically for the trip or if  you already have one, you could use a trip-
specif ic hashtag to group all the trip photos together. 
 
Hashtags (#) are used on Instagram (as w ell as Tw itter and Facebook) before a w ord to make it  
searchable w hen clicked. Adding the tag #ACISFrance to a picture w ould be an easy w ay to tag 
pictures of ACIS tours in France. Making your ow n group specif ic hashtag 
(#MrsSmithTravels2015 or #HHShistoryTrip for example) and let t ing students know  this is your 
group’s “ off icial”  hashtag is a great  w ay to help students and parents f ind your photos easily 
and quickly. It  can be the same across Tw itter and Instagram, although they’ re not searchable 
betw een the tw o programs.  
 
 
How to use Instagram 

1. Sign up for an Instagram account and choose a username that clearly represents you 
2. Add a prof ile photo, a biography  
3. Link your account to Facebook and many other third-party sharing sites w here you 

have an account. This w ill allow  you to: 
 Share photos to those services. 
 Let your Facebook friends f ind you easily w hen using Instagram’s Find 

Friends tool. It ' ll also create a new s story in Instagram for anyone w ho 
follow s you on Facebook and has linked their Facebook account to 
Instagram. 

4. Announce to your Facebook follow ers that you' re on Instagram. Let them know  your 
Instagram username and show  non-iPhone/Android follow ers w here they can see your 
Instagram photos. 

5. Use and search hashtags to connect  w ith your audience.  
6. Start sharing photos on Instagram and across your other social netw orks.  
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https://help.instagram.com/182492381886913/
https://help.instagram.com/110121795815331/
https://help.instagram.com/169948159813228/
https://www.facebook.com/l.php?u=https%3A%2F%2Fhelp.instagram.com%2F195069860617299&h=_AQE42Xfi&s=1
https://www.facebook.com/l.php?u=https%3A%2F%2Fhelp.instagram.com%2F195069860617299&h=_AQE42Xfi&s=1
https://www.facebook.com/l.php?u=https%3A%2F%2Fhelp.instagram.com%2F164895810321211%2F&h=VAQHw23zK&s=1
https://www.facebook.com/l.php?u=https%3A%2F%2Fhelp.instagram.com%2F164895810321211%2F&h=VAQHw23zK&s=1


 

 
Twitter  
 
 

 
Tw itter is a microblogging social netw ork, w hich allow s you to post images, links, and content 
in short 140 character-limited posts. Items like hashtags allow  these posts to be easily 
searchable. If  you’ re considering a more public version of your t rip tracking, creating a 
professional tw it ter presence w ill allow  you to do just that. Here are the best pract ices for 
creating a tw it ter page as a teacher: 
 
1. Decide that this Tw itter page is going to be for professional use. If  you’d like to use Tw itter 

for personal and social posts, feel free to create separate account. What you create for your 
student travels should be professional as w ell as fun, but  know  that your audience includes 
parents, colleagues and students.  
 

2. If  this Tw itter presence is public, your posts w ill be visible to anyone w ho looks up your page 
– w hether or not they have a Tw itter account. If  you make your tw it ter prof ile private, 
people w ill have to request to follow  you to see your tw eets, and they must have a tw it ter 
account to do so. It ’s your decision, but a public Tw itter presence w ill most likely w ork best 
for show casing pictures and updates on the trip itself  – keeping in mind that this is PUBLIC. 
 

3. Create your tw it ter user name. Tw itter names contain the @ symbol to start, and can’ t  have 
spaces or certain punctuation marks. Something like “ HHS_Teacher”  w orks, “ HHS Teacher”  
does not. Add an image, and a brief biography on the prof ile if  you’d like. 
 

4. Not sure how  to start  post ing on Tw itter once your prof ile is set  up? You don’ t  have to dive 
right in. Check out a few  other professional educators tw it ter pages, or listen in on 
conversations. The #edchat hashtag is a searchable hashtag that can provide lots of great 
content ideas for teachers using social media. Follow  fellow  teachers, and follow  
@ACIStours too! 
 

5. Hashtags, #, are used on Tw itter before a certain w ord, and make that w ord searchable 
w hen clicked. A great  w ay to collect ively t ie all of your students and traveler updates 
together is to select one specif ic, unused hashtag that your class can use on all of their 
social media updates. #ReynoldsTravelGroup is a teacher w ho frequently travels and updates 
her stories on tw it ter. She tells her students to tag any tw it ter updates on the trip w ith this 
hashtag, so parents and teachers can easily follow  along. 
 

6. Understand the privacy features on Tw itter. If  you’ re choosing to use Tw itter hashtags as a 
method to track your travel pictures and posts, those posts must be public, and not posted 
through a private page, in order to be visible.  
 
 

Twitter also offers guidelines for teachers on twitter in case privacy is a concern: 
https://support.tw it ter.com/art icles/20169992-teachers 
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https://support.twitter.com/articles/20169992-teachers


 

 
Facebook  
 
 

 
When deciding to use social media as a medium to communicate w ith students and parents, 
some teachers may be hesitant  to connect their personal social media presence w ith students. 
Instead of “ friending”  students, teachers can create a private Facebook group to document the 
trip’s upcoming plans and travels, w ithout having to connect their personal Facebook w ith 
students’  pages.  
 
Here’s how : 
 
 

1) Sign into Facebook and click “create group” on the left hand side of the newsfeed.  
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2) Enter the Group name and select “closed” as your privacy option. This will create your group 
and keep it private, so that only group members can see the information shared in the group. 

 

 
 
 

3) You’ll then be prompted to invite a Facebook friend to the group. Enter a friend. If you’re not 
friends with any group travelers, invite a Facebook friend who doesn’t mind being deleted later 
if they are not traveling with you. Facebook won’t let you create the group without adding at 
least one friend at first, but you can add group members by email (instead of from your friends 
list) in step 7. 
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4) You’ll then be prompted to enter a group description. Include information about the upcoming 
trip, travel dates, or how often you plan to make updates to this group page leading up to and 
during the trip.  
 

 
 
5) Set your permissions, allowing group members and admins to post to the group. You can add 
group address information if appropriate. Then save your changes.  
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6) Add a group image, or images you’d like to use to represent the trip. 
 

 
 
 

7) In the right corner, invite friends by email to the group. 
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8) Start posting!  Add your first message welcoming parents and students to the group, where 
they’ll be able to find information about their upcoming travels. 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

Congratulations! You just made a private Facebook group!  
 
 
It  w ill be an easily-accessible, central locat ion for trip information and updates, and shouldn’ t  be 
neglected. While this is an excellent location for recruitment and pre-departure information, it  
may not be the f irst place students and travelers think to post w hile they’ re on the tour. We 
recommend that the group leader take on the task of a once per day update to the Facebook 
group, w hether a picture or status update, so that parents and families can be kept in the loop. 
The ult imate goal is for the page to stay current w ith group updates before departure as w ell as 
w hile on the trip. 
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Using Social Media Before, During and After 
Your Educational Tour: 
 
Now  that you know  how  to use these social netw orking sites, w e recommend using them 
before, during and after the trip! Social media is also a fantast ic place to engage your Student 
Ambassador! Get them on board to evangelize your Facebook group, trip hashtag or just to like 
and/or share any of  the content you’ re sharing. (Don’ t  have a student ambassador? Learn more 
here) 
 
Here’s w hat w e recommend for each stage of your travel: 
 
Before the trip: 
 

• Email parents w ith links to Facebook group, Tw itter or Instagram hashtags that w ill be the 
“ off icial”  group social media presence.  Remind students to tag their pictures/status 
updates/tw eets w ith the hashtag.   

• Start using those mediums yourself ! Get comfortable w ith the social netw orking platforms 
you’ve decided to use. 

• Reiterate important dates and deadlines as w ell as other important information 
• Create a buzz about your trip, help recruit  students, and spread the inspirat ion to travel! 

 
During the trip: 
 

• If  you decided a private Facebook group w as your best bet, keep in mind that you’ ll most 
likely be in charge of updating the group page w hile on the trip. Commit to a once a day 
post (w here WiFi is available, of course) so that parents and travelers can be kept in the 
loop.  

• Here are ideas for Facebook status uploads: 
o Take class photos 
o Chronicle adventures in dining 
o Where did your tour take you today? 
o What w as unusual? What w as excit ing? 

 
After the trip: 
 

• Your Tw itter and Instagram hashtags are searchable! Click the #MrsSmithTravel2015 
hashtag on tw it ter or Instagram and see the f low  of pictures that appear!  

• Recap and save these images or future trip recruit ing! 
• Did you have a great t ime? Consider nominating a student for a t raveler spotlight on ACIS 

blog, w here their pictures can be featured as w ell!  
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https://www.acis.com/students/ambassador
https://www.acis.com/students/ambassador

