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Social Media Account Guide

INTERNAL USE ONLY - LIVING DOCUMENT

ACCOUNT MANAGER
Dana Whitfield

CLIENT
Brightwater Swim School

PLATFORMS & CADENCE

FACEBOOK 3 posts per week. Primary channel.

INSTAGRAM 3 posts per week, mirrored from Facebook
with vertical crops. Stories ad hoc.

LINKEDIN 2 posts per month. Instructor recruitment and
community news only.

PAID SOCIAL Separate Paid Media engagement. Coordinate
creative and campaign timing with that team.

PLANNED

Monthly calendar, submitted for approval in the
last week of the prior month.

AUDIENCE & PRIORITIES

Primary: parents of children aged 3-12 in Oakville and west
Burlington.

Secondary: adults in learn-to-swim and stroke-improvement
classes — an underfilled program the client wants grown.

Registration windows drive the year. Fall and winter intakes
matter most; adult programs are the growth priority for 2027.

Instructor recruitment runs continuously on Linkedin.

CONTENT DIRECTION

PILLARS Lesson moments - Water-safety tips -
Instructor and staff profiles - Registration and
program news

MESSAGES Small class sizes, instructors who stay with the
same group, warm pool.

AvoID Fear-based drowning statistics, competitor
comparisons, anything implying guaranteed
outcomes.

VOICE Warm and plain. Short sentences, first person

plural, no exclamation stacking. Written for a
tired parent on a phone.

CLIENT

WEB WIZARDS

SOCIAL CONTENT LEAD
Tyler Nakamura

UPDATED

14 Sep 2026

CONTENT SOURCES

Pool and lesson photography, roughly
quarterly. Program dates and pricing.

All copy, all graphic design, story templates.

STAFF Instructor profiles — Maya collects short

answers from each instructor before the term
starts.

LIBRARY Shared Drive folder, linked below. Consent-

cleared images are in the Approved subfolder
only.

APPROVAL & COMMUNITY

APPROVER Maya Okonjo, Program Director. Sole approver.

METHOD Full monthly calendar by email. Comments in
the shared doc.

TURNAROUND  Three business days. Chase on day four.

COMMUNITY Not included. The client answers comments
and DMs. We do not reply on their behalf.

ESCALATE

Anything about a child’s safety or a complaint
goes to Maya the same day, by phone.

DATES & CONSTRAINTS

Registration opens mid-Aug (fall), early Dec (winter) and late
Apr (spring). Content ramps two weeks before each.

March Break camp promoted from late Jan.
Summer camp promoted from late Apr.

No child appears in content without written consent. Use
the Approved subfolder; if in doubt, do not post it.

No safety guarantees or outcome claims — regulated
language for the client's insurer.

WORKING LINKS
CONTENT CALENDAR ANNUAL ROADMAP

Productive — Docs — Social

Calendar Roadmap 2027

MATERIAL CHANGES

SEP 2026

JUL 2026
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REPORTING

Productive — Docs —
Monthly Reports

Productive — Docs — Social

BRIGHTWATER SWIM SCHOOL - UPDATED 14 SEP 2026

ASSET LIBRARY

Client Shared Drive —
Brightwater — Social

LinkedIn added to scope for instructor recruitment. Two posts per month, no paid promotion.

Approver changed from the owner to Maya Okonjo. Turnaround improved from a week to three days.
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