
COMMUNICATIONS 

1. Electronic Communications 

a. Email 

Email usage on Diocesan emails should be kept professional. There should be nothing in an email that 

should be offensive or inappropriate, such as inappropriate jokes, use of bad language, slander against 

another employee or parishioner, or anything else that may be taken as offensive by the reader. Keep in 

mind that emails can be used in a court of law as evidence. Additionally, your written tone on an email 

can be misconstrued, so in some cases it is more advantageous to talk to someone in person or on a phone 

call. 

b. Cell phone 

Communicating on a cell phone should be kept professional. Texts should be appropriate in all aspects. 

There should be no sharing of offensive photos or comments, Keep in mind that texts can be used in a 

court of law as evidence. Additionally, your written tone on a text can be misconstrued, so in some cases 

it is more advantageous to talk to someone in person or on a phone call. 

2. Website 

All parish websites need to be kept up to date with accurate times for Mass, Confession, Holy Day 

Masses, and any other activities that are going on in the parish. Lists of committees, such as the Finance 

Council or Stewardship Team, should be listed and kept up to date. Parish Websites should be easy to 

navigate and always a good source of information for parishioners. 

3. Social Media (Policy) 

Your presence on social media platforms can be a great strategy for bringing more people to the parish 

and into the Catholic faith. However, all use of social media should be kept professional. There should be 

no posting of offensive content.  

Social media are powerful communication tools that have a significant impact on organizational and 

professional reputations.  Because these media outlets blur the lines between personal voice and 

institutional voice, the Diocese of Sioux City has crafted the following policy to clarify “best practices” in 

working with this powerful tool. 

“Social media” are defined as media designed to be disseminated through social interaction, created on 

highly accessible and scalable publishing techniques.  Examples include, but are not limited to: LinkedIn, 

Twitter, Facebook, Instagram, Snapchat, You Tube, etc. 

Both in professional and personal roles, employees should follow the same behavioral standards using 

electronic media as they would in direct, interpersonal conversations.  The same laws, professional 

expectations and guidelines for interacting with volunteers, donors and other constituencies apply in the 

“virtual world,” just as they do “in the real world”.  Employees are responsible for anything they may text 

or post to social media sites. 

Section I: Policies for All Social Media Sites, Including Personal Sites 

1) Protect confidential information: Do not post or text confidential information regarding The Diocese 

of Sioux City, its employees, parishes or schools.  Online postings and electronic conversations are 



not private.  Realize that what you post will be around for a long time and can (and will) be shared by 

others.  Given that, 

• Avoid identifying and discussing others, including supervisors, co-workers, friends and 

volunteers, unless you have their express permission. 

• Do not discuss or post comments regarding confidential employment matters.  

• Obtain permission before posting or sending pictures of others, or before posting any copyrighted 

information. 

• Never discuss proprietary Diocesan information, including financial information, or confidential 

information relating to our schools and parishes. 

• Do not use the Diocesan logo on any personal postings; the logo should only be used for 

business-related activity and its use must be approved by the Director of Communications. 

 

2) Respect Diocesan time and property:  Diocesan equipment and time on-the-job are reserved for 

Diocesan-related business as approved by your supervisor and in accordance with established policies 

and procedures of the Diocese.  Employees must be aware that the Diocese can and will monitor 

employee use of social media, social networking sites, and texting as they relate to the business of the 

Diocese and personal postings.  Use of social media sites for personal business or texting of a 

personal nature during an employee’s normal working hours can be the basis for disciplinary action. 

Section II: Best Practices 

1) Think twice before posting or texting:  Privacy does not exist in the world of social and electronic 

media.  Consider what could happen if a post, tweet or message becomes widely known and how that 

post may reflect on both the individual and the Diocese.  Search engines can turn up posts years after 

they are created, and comments can be forwarded and copied.  If you wouldn’t make the comment in 

a public meeting or to a member of the media, consider whether you should post it on-line or send it 

by other electronic media. 

2) Strive for accuracy:  Get your facts straight before posting them on a social media site.  Review your 

content for grammatical and spelling errors (especially important if you are posting or sending 

something on behalf of the Diocese). 

3) Be respectful:  Understand that the content contributed to a social media site or sent as a text message 

could encourage comments or discussion of opposing ideas.  Responses should be considered 

carefully in light of how they would reflect on the person posting and/or the Diocese of Sioux City, its 

policies and teachings.  Always express ideas and opinions in a respectful manner and make sure 

communications are in good taste.  Be sensitive about linking to other sites – redirecting to another 

site may imply an endorsement of its content, even though that may not be your intent. 

4) Be thoughtful about how your present yourself on-line:  The lines between public and private, 

personal and professional are blurred in on-line social networks.  Your presence in the social media or 

electronic world can easily be made available to the public at large.  Even when you are talking as an 

individual, people may perceive that you are speaking on behalf of the Diocese.  On personal sites, 

identify your views as your own.  If you identify yourself as an employee of the Diocese, make it 

clear that the views expressed are not necessarily those of the Diocese.  One sample disclaimer: “The 

opinions and positions expressed are my own and don’t necessarily reflect those of the Diocese of 

Sioux City.” 

4. Diocesan Communication 



Any changes at the parish level need to be communicated clearly to the Diocese. Parish rosters need to be 

updated on a monthly basis and sent to the Diocesan offices (lexah@scdiocese.org) so that the mailing list 

is correct.  

5. Customer Service 

People coming to the parish for help with registration, sacraments, funeral arrangements or any other 

items should be greeted with a kind and helpful attitude. Phone calls should be answered with a 

comforting tone, whether the person calling is asking for more information or upset with the church. 

While it is understandable that parish staff may get busy, calls should not go to voicemail unless 

absolutely necessary, and those calls sent there should be returned immediately. Emails should also be 

answered with a kind, helpful, understanding tone, no matter what the topic. Example: “Thank you for 

your email concerning the confusion over Mass times for the upcoming Holy Day. I will be sure to update 

that on our website. I appreciate your attention to detail. Thank you for pointing that out to us! God Bless 

You!” 
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