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Scheduling & Posting Content on Facebook and Instagram
Using Meta Business Suite
This guide explains how to plan, schedule, and publish content to your school's Facebook Page and Instagram account together, using Meta Business Suite. It's designed for school staff who post regularly on behalf of their school.

	Before you start
Ensure your school owns its Facebook Page and Instagram account. Diddu is added only as a partner/collaborator for support — we never take over ownership.
You'll need to be an admin or editor on your school's Facebook Page to access Meta Business Suite for that Page.
Instagram must be a Professional (Business or Creator) account and connected to your Facebook Page before you can schedule to it from Business Suite.



1. Getting into Meta Business Suite
1. Go to business.facebook.com and log in with the Facebook account linked to your school's Page.
1. Select your school's business account from the account switcher (top left), if you have more than one.
1. On the left-hand menu, choose Content or All tools → Content — this is where scheduling and the content calendar live.
If you can't see your school's Page listed, check with whoever set up the account that you've been added as an admin, editor, or moderator — Diddu can help confirm this if needed.
2. Creating a new post
1. From the Content tab, click Create post.
1. Choose which destinations to post to — tick both Facebook Page and Instagram account to publish the same post to both platforms at once.
1. Write your caption in the text box. Add your images or video using Add media.
1. Check the preview panel on the right — Facebook and Instagram previews are shown separately, so review both before continuing.
1. Add a location, tag other Pages, or add alt text for accessibility if relevant.
	Facebook and Instagram aren't identical
Hashtags: useful and expected on Instagram; used sparingly (if at all) on Facebook.
Tone: Instagram captions can be shorter and more visual; Facebook captions can carry more detail for parents who prefer longer updates.
Cropping: Instagram favours square or portrait images — check the crop preview so faces or text aren't cut off.


3. Scheduling a post
Once your post is ready:
1. Instead of clicking Publish, click the dropdown arrow next to it and choose Schedule.
1. Select the date and time you'd like the post to go live. Term-time morning drop-off (8:15–9:00am) and end of school day (3:00–4:00pm) tend to get the best engagement from parents.
1. Click Schedule post to confirm.
Your post now moves to the Scheduled tab within Content, where it sits until it publishes automatically - you don't need to be online at the time it goes out. 
NOTE: It’s good to check your schedule regularly so you are familiar with what’s going out – this helps if you need to quickly stop a post before it’s published due to a public incident that might mean the post is in bad taste or inappropriately timed. 
4. Managing scheduled posts
1. Scheduled tab: shows everything queued, in date order. Click any post to open, edit, or reschedule it.
1. Calendar view: switch to the calendar icon at the top of the Content tab to see posts laid out by day/week/month — helpful for spotting gaps or clashes with key school dates.
1. Drafts: if you're not ready to schedule, click Save as draft instead — it's stored under the Drafts tab and won't publish until you return to it.
1. Editing: scheduled posts can be edited or deleted any time before they go live. Once published, edits to the caption can still be made from the live post, but the scheduled time obviously cannot.
5. Planning content in advance
Meta Business Suite is most useful when a few posts are batched and scheduled ahead, rather than posting reactively day-to-day. A simple approach that works well for schools:
1. Set aside 30–45 minutes weekly (or fortnightly) to gather photos and updates from staff/events.
1. Draft 3–5 posts in one sitting covering the week or fortnight ahead.
1. Schedule them across the week rather than posting several at once.
1. Leave 1–2 slots unscheduled for timely items — awards, unexpected good news, urgent notices.


6. Safeguarding and consent reminders
	Check before every post featuring pupils
Only use photos of children whose parents/carers have given photo consent for external/social media use — check your school's consent list or MIS (e.g. SIMS/Arbor) if unsure.
Avoid full names alongside pupil photos, especially on Instagram where posts are more easily public and searchable.
Be cautious with tagging locations in real time during the school day; consider posting after the event/session has ended.
If in doubt about a specific photo or pupil, check with your DSL or headteacher before publishing.


These checks apply whether a post is published immediately or scheduled for later — build the consent check into your weekly content-planning session (Section 5) so it isn't missed in the moment.
7. Quick troubleshooting
1. Instagram isn't showing as a posting option -  confirm the Instagram account is set to Professional and linked to the Facebook Page under Business Suite Settings → Accounts.
1. A scheduled post didn't publish -  check Business Suite hasn't lost the connection to Instagram (Settings → Accounts -  reconnect if needed), and that no policy notice is showing against the Page.
1. Can't find the Schedule option -  make sure you're creating the post from the Content tab (not posting directly on facebook.com), as scheduling only appears in Business Suite's composer.
1. Still stuck - contact your Diddu account manager, who can check the connection from our side as a Page partner.

Produced by Diddu Communications for school and MAT clients. For further support, speak to your account manager.
Diddu Communications  |  Page 1 of 2
image1.png




