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	SEQUOYAH LODGE
Social Media Content Calendar & Sync Guide
Workstream 3: Communications · T11 · Owner: Secretary / Youth Social Media Lead



PURPOSE & OVERVIEW

This guide documents the lodge's social media workflow: how to plan, draft, schedule, and get approval for Facebook and Instagram posts, and how to sync those posts with the 8-Month Communications Calendar (T10). It also includes example post formats for every major lodge event type.

Sequoyah Lodge's social media is currently sporadic and approval-gated through the council. The goal of this guide is to establish a youth-led, calendar-driven content rhythm that respects the council's brand approval process and creates a pathway for progressive youth ownership.

1. PLATFORM SETUP & SYNC

How to Connect Facebook & Instagram
Meta Business Suite allows you to manage Facebook and Instagram from a single dashboard and schedule posts across both platforms at once.

Step 1 — Access Meta Business Suite
1. Go to business.facebook.com and log in with the lodge's Facebook account.
1. If the lodge does not yet have a Business Suite account, the Lodge Adviser or Secretary should set one up using the lodge's Facebook page credentials.

Step 2 — Connect Instagram
1. In Meta Business Suite, go to Settings → Accounts → Instagram Accounts.
1. Click "Add" and log in with the lodge's Instagram credentials.
1. Once connected, posts created in Meta Business Suite can be published to both platforms simultaneously.

Step 3 — Set up the Content Planner
1. In Meta Business Suite, go to Planner. This shows a calendar view of all scheduled and published posts.
1. Use the Planner as your working view for day-to-day scheduling. Cross-reference with T10 for the full communications calendar.

Step 4 — Who has access
1. Lodge Adviser: admin access (always).
1. Secretary: editor access (for scheduling and drafting).
1. Youth Social Media Lead: editor access after Adviser approval.
1. Never share the master password. Use individual Meta accounts with page-level access.
1. 

2. CONTENT CALENDAR & FREQUENCY

The table below shows the recommended posting schedule for each platform. These are targets, not requirements — quality matters more than quantity. Never post low-quality or unreviewed content just to hit a frequency number.

	Platform
	Suggested Frequency
	Best Days / Times
	Content Mix

	Facebook
	2–3 posts/week
	Tuesday, Thursday, Sunday evenings
	Event promos (40%), recaps (30%), member spotlights (20%), OA trivia (10%)

	Instagram
	3–4 posts/week
	Wednesday, Friday, Saturday evenings
	High-quality photos (50%), Reels/video (30%), infographics (20%)



3. SAMPLE POSTS BY EVENT TYPE

Use these templates as starting points. Personalize bracketed fields and add genuine details. A post that feels authentic to Sequoyah Lodge will always outperform a generic template.

	Event Type
	Caption Template
	Visual Idea
	Hashtags

	Unit Elections
	📳 Unit election season is open! Does your troop have OA-eligible scouts? [CHAPTER CHIEF NAME] and the [CHAPTER NAME] chapter of Sequoyah Lodge are ready to schedule a visit. Contact [EMAIL] to get on the calendar. #OA #Sequoyah
	Photo of chapter officers in OA sash / regalia
	#OrderOfArrow #SequoyahLodge #BSA #ScoutLife

	Ordeal Weekend
	🌲 Ordeal Weekend is [X days] away! If you or your scout has been elected to the Order of the Arrow and are ready to take the next step, registration is open at [LINK]. Spots are limited — don’t wait. #Ordeal
	Atmospheric camp/nature photo; avoid identifying candidates
	#OrdealWeekend #OrderOfArrow #SequoyahLodge

	Fellowship
	🧑‍🤝‍🧑 [FELLOWSHIP NAME] is coming up on [DATE] at [LOCATION]. This is one of the best weekends of the year — service, brotherhood, and fun. Registration link in bio. #Fellowship
	Wide shot of lodge gathering or service project
	#Fellowship #SequoyahLodge #OrderOfArrow

	Call-Out Ceremony
	🕯️ Congratulations to the newest members of Sequoyah Lodge, called out at [EVENT] last weekend! We’re proud to welcome [NUMBER] new Arrowmen to our brotherhood. #CallOut #OA
	Candid group photo (no individual faces without consent)
	#CallOut #NewMembers #SequoyahLodge

	Service Project
	✅ [NUMBER] Arrowmen. [HOURS] hours of service. [LOCATION]. Sequoyah Lodge showed up. Thank you to everyone who gave their time and energy. This is what the OA is about. #ServiceAboveSelf
	Action photos from the project; before/after if possible
	#ServiceAboveSelf #OrderOfArrow #SequoyahLodge

	LLD / Training
	📚 [NUMBER] lodge leaders gathered at [LOCATION] for our [ANNUAL / FALL] LLD Conference. We covered [TOPIC 1] and [TOPIC 2] — thank you to our presenters! #LLD #Leadership
	Wide room shot; breakout groups; presenters in action
	#LLD #LeadershipDevelopment #SequoyahLodge

	Member Spotlight
	⭐ Meet [FIRST NAME], [ROLE] of [CHAPTER NAME] chapter. [ONE SENTENCE about why this person is doing great work]. We’re grateful to have Arrowmen like [FIRST NAME] in our lodge. #MemberSpotlight
	Headshot or action photo (with signed release)
	#MemberSpotlight #Arrowmen #SequoyahLodge



4. COUNCIL APPROVAL WORKFLOW

Sequoyah Lodge is a unit of the council. Some social media content requires council review before posting. The table below clarifies what needs approval and how long it takes. Build this into your scheduling cadence — don’t draft content requiring approval the day before you plan to post it.

	Content Type
	Approval Required?
	Who Approves
	Turnaround

	Recurring event posts (election, ordeal, fellowship)
	No — pre-approved format
	Lodge Adviser reviews template once/year
	Self-service

	New event or program announcement
	Yes
	Lodge Chief + Lodge Adviser
	48 hours

	Member photos / personal identifiers
	Yes
	Lodge Adviser + council photo release check
	24 hours

	Council-branded content or co-branding
	Yes
	Lodge Adviser routes to council staff
	5 business days

	Crisis or sensitive communications
	Yes — mandatory
	Lodge Adviser + Scout Executive
	Case-by-case



	Council Contact for Social Media Approval
Confirm the current council contact with your Lodge Adviser each program year. Route new content type requests to this person at least 5 business days in advance. Pre-approved templates (recurring event posts) do not require re-submission.



5. BEST PRACTICES & TIPS

1. Schedule posts during the week before the event, not the day before. The 6-weeks-ahead discipline in T10 applies here too.
1. Always credit the photographer or source of images, especially if from a council event.




1. Never post individual photos of minors without verifying photo release consent. When in doubt, use wide shots that don’t identify individuals.
1. Use the lodge’s official hashtag (#SequoyahLodge) on every post. Do not create new hashtags without Adviser approval.
1. Respond to comments within 48 hours. If you’re not sure how to respond, check with the Lodge Adviser before replying.
1. Cross-post to both Facebook and Instagram for events. Use the Meta Business Suite scheduler to send simultaneously.
1. After a major event (Ordeal, Fellowship, LLD), post a recap within 72 hours while the experience is fresh.
1. This guide should be reviewed and updated by the incoming Secretary at the start of each program year.

6. PROGRESSIVE YOUTH OWNERSHIP

The long-term goal identified in the Discovery Phase is youth ownership of social media content. Here is a suggested three-year arc:

	Year
	Youth Role
	Adviser Role

	Year 1 (Now)
	Drafts posts using this guide. Adviser reviews and approves before scheduling.
	Reviews all posts before publishing. Builds trust through feedback, not veto.

	Year 2
	Schedules recurring-event posts independently. Routes new content types for approval.
	Spot-checks. Reviews new content types. Provides feedback monthly.

	Year 3
	Full ownership of content calendar. Presents social media report at each LEC meeting.
	Annual review of strategy and council approval requirements only.
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