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[Organization] Social Media Policy

 

Purpose of this policy

Social Media usage comes with a lot of responsibility. The proper usage may be beneficial to the

user (employee) and the department. However, improper usage can have instant and long term

damage to the perception of the department and the user.

 

Social Media

Social media is content created by individuals using technologies through the Internet. Examples

of social media include Facebook, blogs (a shortened term for web log), MySpace, RSS, YouTube,

Twitter, LinkedIn, Flicker, TikTok, etc.

Potentially Damaging Usage of Social Media

Members of the [Organization] shall not use:

a. Profane language or content;

 b. Content that promotes, fosters, or perpetuates discrimination on the basis of race, creed,

color, age, religion, gender, marital status, status with regard to public assistance, national

origin, physical or mental disability or sexual orientation;

c. Sexual content or links to sexual content;

d. Conduct or encouragement of illegal activity;

e. Information that may tend to compromise the safety or security of the public or public

systems;

f. Content that violates a legal ownership interest of any other party;

g. Images and/or video from incidents which have not been cleared for usage by the department.
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Usage While on Duty

Employees may utilize social media while on duty, while adhering to the department's and city's
personnel operating policies.
 
 Use of social media is not allowed when responding to and/or during an active incident. It is
specifically forbidden to take any photographs and /or video of any person receiving medical
care at an incident. In addition, it is specifically forbidden to take photographs and/or video at
any fatal or possibly fatal incident.
 
 Members assigned to specific positions within the department such as the Fire Investigation
Unit or the Public Information Office may use social media at incidents in the course of their
duties.
 
Photography and Videography

The use of cameras (still, cell and video) should not interfere with your role as a firefighter.
 

Information Dissemination

It is the role of the Public Information Officer (PIO) to disseminate information to the press and
public. No employee shall be allowed to disseminate information to the press or public without
express consent by the PIO. The department’s official logo may not be used without written
consent.
 
 
Effective May 15, 2022
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Logo 

MEDIA ADVISORY

Headline written in Downstyle 

WHO :

WHAT :

WHERE :  

WHEN :  

Provide the journalist with enough context and background

information for a full ,  but brief ,  story in one or two paragraphs .

In the final sentence of a media advisory ,  the media should be

directed to RSVP for a phone or virtual conference ,  if

necessary .  Media contacts should be provided so journalists

can ask follow-up questions if available .  

 
This section

can be

written in

paragraph

form or

replaced with

a WHY

category .

Consider adding a call to

action (e .g .  website)
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Example: Facebook URL POC: Johnny Appleseed

  

  

You can use this template to identify where you are showing up online and the places that

can impact your reputation. 

 

Follow these steps to fill in your social media exposure map. 

Step 1 
Create a spreadsheet and write down all the social networks you own and the owner for each. 
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Example: @NotRealOrg   

   

   

   

Step 2
Find any other social media profiles that are representing your organization and you don't own

(imposters) or any sites that are actively discussing your organization without your input.



Step 3
Make sure all your social media accounts are on ready for viewing. Use proper profile photo,

cover photo, icons, bios, and ensure the descriptions are accurrate. 
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Step 4
Review your public followers and followers list. If you see the name, the public sees it as well. 

Step 5
Centralize the location of passwords. Have your communications and IT department own the

key to all the passwords for the social media accounts. Use a password manager tool to share

access on a need to use basis.  

Step 6
Develop a standard operating procedure (SOP) for managing the accounts, along with a

process for establishing new digital and social media channels. Decide who will be the primary

content creator and any vetting processes. 
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REPU TA T I ON  CR I S I S  K I T

Acknowledge  what  has  happened .

Take  responsibil ity  and  show

accountabil ity  for  your  role  in  the  situation .

You  may  not  need  to  apologize ,  but  you  do

need  to  show  you  recognize  the  issue  that

has  caused  the  crisis .

Once  you  own  i t ,  you  can  detail  what

happened ,  the  sequence  of  events ,  and

how  the  issue  came  to  be .  

Avoid  the  temptation  to  jump  to  this  step

first .  I f  you  do ,  people  will  assume  you ’re

trying  to  explain  your  way  out  of  i t .

Finally ,  share  your  plans  and  your  work  to

date  on  the  issue .

Describe  what  changes  are  being  made .

Be  clear  on  what  your  stakeholders  can

expect  from  you  going  forward  ( including

how  you ’ l l  rectify  the  situation ) .

Don ’t  make  a  promise  you  can ’t  keep .

OWN IT

EXPLAIN
IT

PROMISE
IT

TH E  F RAMEWORK  CAN  BE  SUMMAR I Z ED  I N  THRE E  S T E P S :
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