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Policy No. 619:  Social Media/Networking 

PURPOSE

The City of Springdale may utilize social media and social network sites to further enhance communications with various stakeholders in support of the City’s goals and objectives.  City officials and the City organization have the ability to publish articles, facilitate discussions and communicate information through various media related to conducting City business.  Social media facilitates further discussion of City issues, operations and services by providing members of the public with information and updates of said issues, operations and services through the internet.  

POLICY
In order to address the fast-changing landscape of the Internet and the way residents communicate and obtain information online, the City may participate in a variety of social media networks (websites, Facebook page, blogs and other media types) to reach a broader audience.  The City encourages the use of social media to further the goals of citizen engagement and education where appropriate.

DEFINITIONS
Social media is any form of online publication or presence that allows employees and citizens to engage in multi-directional conversations in or around the content on an Internet-based application.
PROCEDURES
The Benefits of using social media.  

The City may use social media for the purpose of enhancing and facilitating effective communications with the community.  In addition, social media allows the City of Springdale to:
a. Help achieve strategic goals.

b. Monitor and respond to hot topics and emerging issues quickly.

c. Proactively share stories to address current issues and projects.

d. Expand communication tools with a vast distribution system for content, while broadening and engaging new audiences.

e. Open up government to encourage citizen participation, strengthen our democracy and support a civic culture.

f. Educating our residents and customers and encouraging feedback thereby enabling us to improve City services, programs and practices.

During the use of, or when establishing a City presence on a social media website, the following guidelines should be followed:

a. All official City presences on social media sites or services are considered an extension of the City’s information networks and are governed by this policy.

b. The City Administrator and Department Directors will monitor content on each of the social media sites to ensure adherence to this policy for appropriate use, message and branding consistent with the mission and values of the City.  The City Administrator retains the authority to remove information from any social media sites.  Official use of all social media sites shall be approved by the City Administrator or his designee.

c. Requests for use of City social media sites shall be made to the City Administrator or his designee.  A detailed reason for the use, point of contact, and subject matter shall be presented when requesting a social media site for the City.  

d. All City of Springdale social networking sites shall adhere to applicable federal, state, and local laws, regulations and policies, including the State of Ohio Public Record Management laws.

e. Wherever possible, links should direct users back to the City’s official website for more information, forms, documents or online services necessary to conduct business with the City.

f. To maintain consistency, only previously identified subject matter and personnel appointed by the City Administrator and designated by the Department Directors are authorized to post information on City social media websites.  Employees representing the City via social media outlets must conduct themselves at all times as representatives of the City.  Employees who fail to conduct themselves in an appropriate manner shall be subject to the disciplinary procedures outlined in Policy No. 702: Discipline, in the Personnel Policies & Procedure Manual.
Employees are not to use the City’s social media connection to develop a personal contact nor is it to be used for the employees personal gain.  If there is some question in the mind of the employee as to whether his/her actions could be considered a violation of this policy, the employee should seek advice from his/her Department Director or the City Administrator.
Even though a record or a contact to and from the City may be a public record, employees shall treat the contact information from a third party with an expectation of privacy.  Using such information for personal gain is a violation of that expectation of privacy and trust.  Furthermore, it violates your responsibility to communicate and respond in a professional manner.  Employees who fail to comply with these rules and standards are subject to disciplinary action including dismissal.  See also, Policy No. 601: Equal Employment Opportunity, Non-Discrimination and Prohibition Against Harassment and Policy No. 702:  Discipline.
Internal comment guidelines for social media sites


The designated Department Directors are responsible for regularly reviewing comments and postings by their departmental employees on City social media sites.  The directors should be knowledgeable about the topic and able to answer questions about the subject that may be raised by the public.  The following guidelines should be followed when posting comments to a social media site:

a. Employees should only write what they know and only the Facts!  Employees are to only write and post about their area of expertise, as it relates to their position in the City and that the information they provide is both factual and accurate.  

b. When posting information, be transparent. One’s honesty, or dishonesty, will be quickly noticed in social media environments. 

c. Perception is reality. In online social networks, the lines between public and private, personal and professional are sometimes blurred by the public.  When employees identify themselves as a City of Springdale employee, they are creating perceptions about the City.  Employees must be sure that all content associated with them is consistent with the City’s work and with the City’s mission, vision, values and expectations.  In addition, employees must be aware that when they post something on any site it is a reflection of that person as an individual, as well as the City, even if it is on a personal page or non-City site.

d. Be judicious. All statements posted must be true and not misleading.  Items published on the City’s Social Media venues will be around for a long time, so consider the content carefully.  Employees are not to publish anything that they would not want their mother, clergy, elected official or their supervisor to read!  

e. Your responsibility. What an employee writes is ultimately their responsibility.  Participation in social media on behalf of the City is not a right, and it needs to be taken seriously and treated with respect.  When responding to a request or question or stating information on behalf of the City, be sure you are the right person in your department to do so.  When in doubt, consult your supervisor or Department Director.

f. Keep the conversation simple. Talk to your reader like you would talk to real people in professional situations. Avoid bureaucratic language, formal language or industry jargon.  At no time should we be combative.

g. Use common sense: If a request or response requires a formal reply, letter or phone call, then do so. The social media venue may not always be the appropriate communication tool.

h. Are we adding value? The best way to get our information read is to provide content people will value.  Communication should help our residents, employees and others in the region.  It should be informative, thought-provoking and build a sense of community.

i. Everyone makes mistakes, we too are human.  If an employee posts information that may be incorrect or found to be in error, quickly identify the mistake and make the necessary correction.

j. If it gives you pause, pause. If an employee plans to publish something that could be considered questionable material, the employee should review this policy and/or seek assistance from the Department Director prior to sending it out.  Ultimately, the decision and the responsibility about what is published is that of the organization.  

Do not write any content or postings that involve or are related to the following:

a. Harassing statements.

b. Anything which a person of reasonable sensitivities may find to be offensive.

c. Matters in litigation or otherwise in dispute, or that could be in the future.

d. Non-public information of any kind.

e. References to illegal or banned substances and narcotics unless for public educational purposes.

f. Pornographic, sexually-oriented, otherwise offensive or illegal materials.

g. Defamatory, libelous, offensive, combative or demeaning material. 

h. Solicitation of business for personal gain.

i. Comments supporting/opposing political campaigns/ballot questions.

j. Information that might compromise the safety or security of public buildings or activities.

k. Disparaging/threatening comments about or related to anyone.

l. Personal, sensitive or confidential information of any kind about yourself or others.

Follow the rules.  Employees who fail to comply with these policies are subject to disciplinary action, including dismissal.

Public comment guidelines for social media sites

The law prohibits the City from censoring public comments on and in public places.  Because the City is not permitted to censor statements/comments from the public, some social media sites that are maintained by the City of Springdale shall not serve as vehicles where the public can share comments or viewpoints.  However, at all times, the public is encouraged to provide comments and/or concerns to City staff through normal communication channels including but not limited to: face-to-face encounters, telephone contact, email contact, as well as normal United States postage mail.

The appropriate responsibility and authority to administer this Policy is hereby conferred on the City Administrator and Department Directors.
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