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SOCIAL MEDIA
POL-51-340

See Also: City Council Action Memorandum 16-34 Approved by: City Council

I. Purpose

The purpose of this policy is to address the fast-changing landscape of the Internet and
the way residents and businesses communicate and obtain information about the City
of Bethel online.

The City has an overriding interest and expectation in deciding what is “announced” or
"spoken" on behalf of the City on social media sites. This policy establishes internal
procedures for the use of social media.

II. General

What is “social media”? “Social media” and “"Web 2.0” are terms used interchangeably
to refer to activities that integrate technology, social interaction and content creation.
This media allows people to generate, organize, share, edit and comment on web
content by means of Rich Site Summary (RRS) and other web feeds, blogs, mashups,
widgets, wikis, podcasts and photo- and video-sharing, to nhame a few.

1. All city social media sites maintained by departments must have prior approval by the
City Manager after a recommendation is made by the Social Media Administrative
Committee (Committee).

2. The City’s website (http://www.cityofbethel.org) will remain the City’s primary and
predominant Internet presence.

3. The most appropriate City uses of social media tools fall into two categories:

i. Channels for disseminating time-sensitive information as quickly as possible
(e.g.: emergency information).

ii. Marketing/promotional channels which increase the City’s ability to broadcast its
message to the widest possible audience.

a. Wherever possible, content posted to city social media sites will also be
available on the City’s website.
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b. Wherever possible, content posted to city social media sites should contain
links directing users back to the City’s official website for in-depth information,
forms, documents or online services necessary to conduct business with the City.

4. As is the case for the City’s website, department directors or their designee will be
responsible for the content and upkeep (including maintenance and monitoring) of any
social media sites their department may create.

5. All city social media sites shall comply with all appropriate city policies and standards
and shall mirror the City’s look and feel or “branding standards.”

a. Individuals should be honest, straightforward and respectful while being
mindful of the need to maintain confidentiality and privacy when appropriate.
Administrative site users should be sure that efforts to be honest don't result in
sharing non-public information.

b. If mistakes are made on the site, the poster/author should correct it as soon
as they are aware of the error. Corrections should be upfront and as timely as
possible. If the individual is correcting a blog entry, the author may choose to
modify an earlier post, but make it clear the posting has been corrected.

c. All correspondence related to a City’s Social Media site/page from the
administrator must be done through the respective Social Media page. Liking
other sites or responding through a third party site is not permitted.

d. Employees who are contacted by the media through Social Media should direct
the media representative to the appropriate City personnel.

e. Content or comments posted to a Social Media site by a City employee shall
be fact based and City of Bethel business related. No personal opinions may be
expressed on behalf of the City by any employee on any Social Media site
whether City or personal.

6. City endorsed social media sites are subject to the Alaska Public Records Act.
a. Any content maintained in a social media format that is related to City

business, including a list of subscribers and posted communication (with certain
exceptions), is a public record.
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b. The department maintaining the site is responsible for responding completely
and accurately to any public records request made on, through or for social
media.

c. Content related to City business shall be maintained in an accessible format
and so that it can be produced in response to a request.

d. Wherever possible, such sites shall clearly indicate that any articles and any
other content posted or submitted for posting are subject to public disclosure.

e. Public users shall be notified that public disclosure requests must be directed
to the assigned departmental employee.

7. Alaska Law and the City’s records retention schedules apply to social media formats
and social media content. Unless otherwise addressed in a specific social media
standards document, the department maintaining a site shall preserve records required
to be maintained pursuant to relevant records retention schedules for the required
retention period on a City server in a format that preserves the integrity of the original
record and is easily accessible.

8. Public users and visitors to social media sites shall be notified that the intended
purpose of the site is to serve as a mechanism for communication between the City and
members of the public. The City’s social media site articles, posts and comments
containing any of the following forms of content shall not be allowed and shall be
removed as soon as possible:

a. Comments not related to the particular post being commented;

b. Comments in support of or opposition to political campaigns or ballot
measures;

c. Profane language or content;

d. Content that promotes, fosters, or perpetuates discrimination on the basis of
race, creed, color, age, religion, gender, gender identity, marital status, status
with regard to public assistance, national origin, physical or mental disability,
sex, sexual orientation, political affiliation, status as a veteran or any other status
protected status;
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e. Sexual content or links to sexual content;
f. Solicitations of commerce;
g. Conduct or encouragement of illegal activity;

h. Information that may compromise the safety or security of the public or public
systems; or

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

9. The City reserves the right to restrict or remove any content that is deemed in
violation of this social media policy or any applicable law.

10. Public users shall be informed that the City disclaims any and all responsibility and
liability for any materials that are posted by visitors to the site and which others may
find inappropriate for posting. Users shall also be informed the City reserves the right,
without liability, to remove any material, link, posting or information which it deems
inappropriate for the site.

11. These guidelines must be displayed to public users or made available by hyperlink.
Any content removed based on these guidelines must be retained, including the time,
date and identity of the poster when available (see the City’s Twitter, Facebook and
Video Posting standards), in accordance with the City’s policy on the retention of such
information.

12. The City will use the same social media tools as consistently as possible.

13. If, at any time the Committee feels a department’s Social Media site is not being
monitored in accordance with this policy and the City’s standard, the Committee may
make a recommendation to the City Manager to require the site be removed from public
view or erased completely.

III. Administration of City of Bethel Social Media Sites.

1. The IT Department will maintain a list of all City of Bethel social media sites,
including login and password information. Assigned department directors will inform IT
of any changes to existing Social Media sites.
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2. IT will ensure the City is able to immediately edit or remove content from social
media sites.

IV. Policies and Guidelines Required.

For each social media tool approved for use by the City, the following documentation
will be developed and adopted:

1. Operational and use guidelines;

N

. Standards and processes for managing accounts on social media sites;

(SY)

. City and department branding standards;

N

. Enterprise-wide design standards;

5. Standards for the administration of social media sites; and
6. Social Media Standards.

V. Use by Elected/Appointed Officials.

Members of the Bethel City Council, Committees and Commissions must not engage in
an exchange or discussion of matters that reasonably may come before them for official
action. The use of such an electronic means of posting one’s comments and the
inherent availability of other participants or contributors to act as liaisons would create
an environment that could easily become a forum to discuss official issues which should
more appropriately be conducted at a publicly noticed meeting in compliance with the
Open Meetings Act. It is incumbent upon the City Council, and the committee and
commission members to avoid any action that could be construed as an attempt to
evade the requirements of the law.
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Social Media Authorized User Agreement
Name: Date:

Position/Title:

Department:

Social Media Page:

Approved by: Date:

Department Director

Approved by: Date:

City Manager

| agree to use City-approved Social Media sites for City business as appropriate and authorized in
compliance with Policy POL-51-340. | understand that | must have approval from my department
Director and the City Manager to create and post a Social Media Account on behalf of the City of Bethel.
| also understand that | am responsible for all postings made by me on City Social Media Sites, including
those made in the comments sections.

| acknowledge that all City-approved Social Media Accounts are considered to be City property and may
be monitored by officials of the City. | understand that employees do not have privacy rights in the use
of City Social Media Sites and the postings, data, access to or distribution of such materials is subject to
Public Records laws.

| agree to abide by all security procedures set forth by the City before accessing or posting to any Social
Media Account. | acknowledge that any abuse of any Social Media Account, including violation of the
rules and guidelines set forth in this Policy or in any current or future modified Policy and Procedures,
can be grounds for disciplinary action.

| agree and understand the terms of the Social Media Policy POL-51-340

Printed Name Signature Date
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