APPENDIX E

Social Media Policy

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, YouTube, MySpace and texting on cell phones.

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.”


This policy is not intended to replace or supplant the Technology & Internet Use Policy (see Appendix D).  Rather this policy should be viewed as an addition and clarification of the existing policy statements with regard to the rapidly expanding world of electronic communication and social media.  The Diocese will continue to provide the most up-to-date technology and tools possible to assist employees in performing their various ministerial roles.  However, employees must understand that this technology & equipment is owned and maintained as Diocesan property.  As such, the Diocese retains the right to monitor and examine e-mail messages or internet postings at any time, with or without express prior notice to employees.

Employees should also be aware that the Diocese of Sioux City will take disciplinary action regarding violations of these policies and guidelines, up to, and including termination of employment, depending upon the severity of the violation.
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