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As social media becomes an increasingly effective tool to communicate to the public, an employee may be required at times to communicate to the public on behalf of Bath Township for official business via any medium, including, but not limited to the following:
· Websites
· Webpages
· Social Media Platforms
Purpose 
The purpose of this policy is to maintain a consistent level of professionalism, accuracy and efficiency online, as employees communicate to the public on behalf of Bath Township. Employees in positions required to communicate in a professional capacity via social media shall be trained on this policy and adhere to the rules and guidelines stated herein.
Social Media Account Management 
All Bath Township websites, webpages and social media sites representative of an “official” Bath Township department are subject to final approval by the Township Administrator. The Township Administrator shall have complete discretion and authority to permanently disable or terminate a departmental page for any of the following reasons:
· Violation of this policy;
· Unprofessional use;
· Lack of use or disinterest by the public;
· Failure to maintain a platform;
· External or internal hacking.
The Township Administrator may designate an employee, known as an Online Communications Manager (OCM) throughout this policy, to carry out all aspects of this policy on behalf of Bath Township, including but not limited to:
· Overseeing online media management and ensuring compliance with records retention policies.
· Governing the appropriateness, including the removal of internal and external content on online platforms 
· Maintaining an incident report and ensuring accurate archival for removed content
· Coordinating and streamlining communication efforts across multiple social media platforms
· Training other employees which may be a designee of department communications on a social media platform or website administrator
Applicable Governing Law and Policies
· All Bath Township websites, webpages and social media platforms shall comply with all Bath Township policies and standards, including but not limited to an Acceptable Use policy, Electronic Device Use policy and Public Record Retention Laws.
· All Bath Township-sponsored websites, webpages and social media accounts must adhere to guidelines and policies regarding internet security, confidential information, privacy and accessibility for the disabled, as established by the township administration Information and Technology Supervisor.
· All Bath Township-sponsored websites, webpages and social media sites must maintain consistent Township standards regarding the use of logos, trademarks and design elements.
· All requests to deviate from these guidelines must be approved by the Township Administrator or the OCM.
· Any public request for content must be requested in writing to the township.
Online Media Administration
The OCM will maintain a list of all approved social media accounts for departmental use and all current log-in and password information. A request for a new social media platform or account must be presented to the OCM and the Information and Technology Supervisor. Department heads will be responsible for notifying the OCM if any administrative change occurs. 
Content Removal Process
In the event content is to be removed from a social media platform, the process is as follows:
· A post must never be deleted without a screenshot to ensure proper removal. If an employee questions the content, immediately call the OCM or IT.
· A post removal for any reason must be properly documented in an incident log and contain the following:
· A copy of the post removed, including all comments:
· A reference to the specific rule the post violates;
· The date/time when the post was removed; and 
· The name(s) of those involved in removing the post.
Employee Access and Conduct
Professional Access
· Authorized personnel will be granted limited or full access to the township’s social media platforms at the discretion of the OCM.
· Authorized personnel should have no expectation of privacy while using a Township-designated social media tool.
· A non-exempt employee responsible for maintaining social media sites for the Township shall not manage their department’s site outside of work hours unless specifically directed to from the Township Administrator.
Professional Conduct
· The OCM will monitor all content to ensure it complies with this policy.
· The following conduct is prohibited on any township run social media site or forum:
· Posts about matters of public concern which have not been authorized by proper authority;
· Posts about unauthorized government communication;
· Posts about confidential information or any other government intellectual property;
· Posts acting on behalf of the township as oneself. All correspondence to the public shall be done only through verified pages acting as Bath Township;
· Posts that tag an individual’s personal account or page;
· Posts that solicit for money or support on behalf of charities, religious institutions, political causes, or other for-profit or not-for-profit entities. 
· All content hosted on a Bath Township-run website, webpage or social media platform must follow Ohio Revised Code (ORC) 9.03 and ORC 507.70 regarding newsletters and advertisements.
Personal Use
· Personal use of social media platforms shall be kept to a minimum while on the clock.
· An employee shall have no expectation of privacy for interactions which occur on the township network and Wi-Fi. 
· An employee must not display any township logos, seals, trademarks, symbols or any other item easily associated with the township, on his or her personal social network page. 
· Though employees are not prohibited from engaging in “matters of public concern” on his or her personal social network page, an employee must not release any confidential information regarding township business to the public. 
Account Creation and Maintenance
To create a new social media platform, one must complete the following steps:
· Request department head approval and provide an explanation of why the channel will be of benefit to conduct township business;
· Provide the approval and justification to Township Administrator or OCM;
· Upon approval, the OCM and IT will assist in account creation, including set-up and maintenance of log-in credentials for the new social media platform.
Once a social media platform is live, the page must:
· Be created with an official Bath Township email;
· Add a page disclaimer, which states: 
· [Insert Department] is a department of Bath Township. This site is intended to serve as a mechanism for open communication between [insert department] and the public on appropriate topics in nature. Any comments submitted to this page are public records and subject to disclosure. Public record requests must be directed to the Bath Township Administration.
· Link to the official Bath Township webpage;
· Become a verified account, if applicable. 
· Display official logo for the department/township as the profile picture. 
Official Bath Township managed social media sites and webpages do not include social media platforms run by volunteer members of boards or committees. Verification with a valid Bath Township email is required of all social media platforms.
Links to Third Party Sites
Bath Township’s online content may periodically link to other online content. Upon leaving the Bath Township domain, the township assumes no guarantee of accuracy, relevancy or completeness of information contained within the linked content. The township does not endorse organizations which may be sponsored within linked content. 
Comment Policy
While Bath Township makes a reasonable effort to monitor and moderate content posted within social media platforms, neither Bath Township nor its employees or other affiliated individuals have the ability to moderate all comments at all times and cannot always respond immediately to online requests for information. Bath Township reserves the sole right to review and delete any comments it deems inappropriate. Comments including, but not limited to, the following may be deleted if deemed inappropriate or irrelevant by the moderators: 
1. Violates the terms of service of the website, webpage, or social media account
2. Contains non-public or confidential information 
3. Is pornographic, profane, obscene, sexual, or defamatory in nature 
4. Promotes or advocates violence or the threat of violence.
5. Defames any person or organization 
6. Solicits commerce or promotes private business enterprises 
7. Links to other website, webpages, or social media accounts, unless otherwise permitted under this policy 
8. Promotes illegal activity 
9. Compromises the safety and security of members of the public or public systems 
10. Violates or appears to violate the legal ownership interest of another party 
11. Promotes, fosters, or perpetuates discrimination of an individual or group of individuals on the basis of race, religion, national origin, ancestry, gender, age, disability, marital status, status with regard to public assistance, national origin, physical or mental disability, sexual orientation, or any other characteristic protected by law 
12. Is false, misleading, slanderous, libelous or deceptive 
13. Supports or opposes political candidates or ballot propositions 
14. Endorses a particular political viewpoint, political candidate, commercial endeavor, or individual person.
Bath Township’s online media is not monitored on a 24-hour basis; please call 911 for emergencies. Please notify Bath Township if you encounter a post that you find to be inappropriate.
Acknowledgement 
All Bath Township employees will be required to sign an acknowledgement statement regarding the terms and conditions outlined in this policy (Appendix C).

