Social Media Policies Packet

Thank you for attending the virtual
“Social Media: Navigation Current Legal Issues & Best Practices”
on May 18, 2022.

Disclaimer
Provided on the following pages is a random collection of Social Media policies from public
sector entities across Ohio. These policies were provided by each entity with permission for
inclusion in this packet for educational purposes.
The views and opinions expressed in any referenced policy do not necessarily state or reflect
those of the State Personnel Board of Review. The social media landscape is ever changing and
therefore the Board recommends consulting with your entity’s legal counsel when creating,
updating, and implementing a Social Media policy.

CHAPTER EIGHT

CONDUCT

SOCIAL NETWORKING

SECTION 8.21

A.

Purpose: The purpose behind this policy is to make an employee aware of his or her
privacy rights and prohibited conduct with respect to an employee’s actions and its
impact on the Employer when using social networking sites on and off duty. Moreover,
this policy is intended to ensure efficient use of employee time and to minimize any
distraction from an employee’s assigned tasks and duties. It will also allow the Employer
to ensure that Employer rules are followed and all employees are treated fairly and
consistently.

B.

Scope: All employees will be subject to and held accountable for any conduct outlined in
this policy. This policy works in conjunction with other related personnel policies and
procedures.

C.

Consent: An employee’s use of such technology constitutes consent to being monitored
by the Employer.

D.

Social networking refers to the use of websites such as, but not limited to, Facebook,
Myspace, Twitter, LinkedIn, etc. For purposes of this policy, blogs and other internet
forums of communication will also be considered incorporated. Nothing in this policy is
meant to prohibit access to any website or blog which may be work-related.

E.

Policy:
1.

On Duty Conduct – While at work, an employee may only access social
networking websites, blogs and/or other internet forums of communication during
non-working time (i.e., breaks). Access during working time is strictly
prohibited, without permission of the Employer (e.g., Department Head or SafetyService Director). This includes access from a personal mobile device (e.g.,
Blackberry device, Smartphone, iPhone, etc.) during an employee’s hours of
work. Employees found to have violated this policy may be subject to discipline
up to and including termination.

2.

On/Off Duty Conduct – An employee enjoys no expectation of privacy to
information posted into cyberspace even while off duty. This includes anything
posted to a social networking website, blog, or other similar internet forum of
communication. Although information may be posted to a “private” webpage, the
employee should be aware this information can still be accessed by the public and
other sources in a number of ways. Because of this, an employee needs to use
“common-sense” when posting comments, photos, opinions, or any other
information related to his or her employment. By no means is this policy meant
to infringe upon an individual’s First Amendment rights; however, the employee
should be aware that anything that reflects negatively on the Employer or its
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mission may be used as grounds for discipline up to and including termination.
Examples of prohibited conduct include, but are not limited to, the following:
a.

Posting one’s photograph while wearing the Employer’s uniform (or other
similar attire, which could be misidentified as the official uniform).

b.

Posting pictures, videos, or comments that are insubordinate with respect
to the employee’s employment.

c.

Posting pictures, videos, or comments that constitute or could be construed
as unlawful behavior.

d.

Knowingly or recklessly posting false information about the Employer,
supervisors, coworkers, public officials, or those who have a relationship
with the Employer. This also includes disparagement of a fictitious
character or computer-generated likeness that resembles the above.

e.

Posting, transmitting, or disseminating any pictures or videos of official
training, activities, or work-related assignments without the express
permission of a supervisor.

f.

Posting pictures, videos, or comments that are sexual, violent, offensive,
harassing, or pornographic in nature along with any reference to the
Employer or individual’s employment.

3.

Employees shall not imply they are speaking on behalf of the Employer and shall
include a disclaimer when speaking on certain matters affecting the Employer or
the employee’s employment. Employees must have permission from their
Department Head and the Safety-Service Director prior to posting or transmitting
any pictures, videos, text etc. while on duty referring or related to their work as an
employee of the City of Alliance.

4.

Confidential Information – An employee shall not disclose any work-related
confidential or proprietary information on any social networking website, blog, or
other internet forum of communication. This can include information that may
eventually be obtained through a valid public record’s request.

5.

Employees should address work-related gripes with the Employer and proper
designee and should not use cyberspace as a forum for such communication.

6.

Employees found to have violated any part of this policy may be subject to
discipline up to and including termination.

7.

This policy shall not infringe upon an employee’s rights under R.C. 4117.

8.

Any deviation from the above policy shall be approved by the Employer.
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Any questions regarding the policy should be directed to the employee’s
immediate supervisor.
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Acknowledgement

I, ___________________, have received and read the Social Networking Policy. I understand
that I am required to abide by the policy and may be subject to discipline up to and including
termination for violations. I realize any question concerning my conduct or use of such website
should be addressed to my immediate supervisor.

Signature
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SUBJECT

Social Media Policy/Personal Cell Phone Use

1.0

PURPOSE
This policy is intended to give direction and to help the City of Dayton (City) employees to understand
and make appropriate decisions concerning their business or personal use of social media and
personal cell phone use while at work. This policy outlines the standards the City requires of all its
employees when using social media, the circumstances in which the City will monitor your business
or personal use of social media and the actions the City will take for a violation of this policy.

2.0

DEFINITION OF SOCIAL MEDIA
Social Media includes all means of communicating or posting information of any sort on the internet,
including but not limited to: (1) posting to your own or someone else’s weblog or blog; (2) posting to an
internet journal or diary; (3) posting or adding information to a personal or social media website; (4) any
activity on a social networking or affinity web site; (5) posting or adding information to a web bulletin
board/chat room or podcasts; or, (6) comments on web articles, whether or not associated or affiliated
with the City, as well as any other form of electronic communication on the internet.

3.0

CITY SOCIAL MEDIA PLATFORMS
The City uses social media platforms, which may include but are not limited to Facebook, Twitter,
YouTube, Google+, LinkedIn, Pinterest, SlideShare, Instagram, and Nextdoor for Cities; to further its
mission, increase transparency and build trust with citizens. The primary use of the City’s social
media activity is disseminating information regarding government services and programs. City
accounts on social media serve as official government methods of communication; however, the City
does not necessarily endorse or support organizations, messages, or other entities that it may follow,
share information from, “like” or link to through social networks. These engagement behaviors do not
necessarily represent a relationship between the City and any other organization or individual. The
City’s social media accounts are not intended to function as a comprehensive calendar of community
events and activities.

4.0

SCOPE AND APPLICATION
This policy covers and applies to all employees of the City working at all levels of the organization. City
employees are always expected to comply with this policy to protect the privacy, confidentiality, and
interests of the City and our services, employees, and citizens.

5.0

APPROVAL AND ADMINISTRATION OF BUSINESS-RELATED SOCIAL MEDIA ACCOUNTS
5.1

An employee is not permitted to visit social media websites during work hours, unless
specially authorized to do so for business-related purposes, either: (1) due to the employee’s
job responsibilities; or (2) with the express authorization of their department director.

5.2

City social media accounts will be maintained and monitored by appointed City staff and
personnel during regular business hours, and only those employees may access social
media websites during their workday for official City business reasons.

5.3

All City staff officially tasked with entering information into the City’s social media websites
are responsible for adhering to this policy and ensuring that activities connected to the City’s
accounts on each network faithfully represent the City.

APPROVED BY
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6.0

5.4

The City will only have one account per platform unless a department, division, or program
requests permission and receives approval from the City Manager’s Office to launch its
unique account.

5.5

Individual departments and divisions are encouraged to contact the Public Affairs Office
(PAO) to use the City’s centralized social media accounts to distribute public messages
concerning their services, operations, events, achievements, etc.

5.6

No employee may create or authorize an official City social media account without the prior
authorization and approval of the PAO and the City’s Central Services Department.

CITY EMPLOYEE COMMENT POLICY FOR BUSINESS RELATED SOCIAL MEDIA ACCOUNT
6.1

All employees authorized to post on City social media accounts should identify themselves
and their affiliation with City.

6.2

Any content posted to the City’s social media accounts should be current and accurate. If an
employee does make an error in entering data on the City’s social media accounts, the
employee should take responsibility for the error and immediately correct it.

6.3

All employees entering information on the City’s social media websites should be aware of
and understand the City’s ethical code and the political activities policy to ensure compliance
with the law governing such activities.

6.4

City employees are prohibited from using or disclosing any personally identifiable information
about any employee or citizen on any City social media website. If an employee finds any
posting on a City social media website that includes any personally identifying information,
the City employee should immediately modify or edit the posting to delete this information.

6.5

The City reserves the right to hide, report, or remove an inappropriate employee or citizen
comments on official City social media websites, whether those comments were authorized
or not. Comments will be deemed inappropriate if the comments include text that:

6.6

6.5.1

Is profane, obscene or sexual;

6.5.2

Threatens or defames any person or organization;

6.5.3

Violates the legal ownership interest of another party;

6.5.4

Supports or opposes political candidates;

6.5.5

Promotes illegal activity, commercial services or products (e.g., Spam);

6.5.6

Is not topically relevant to a posting;

6.5.7

Violates federal, state, or local law, including content that is inconsistent with
applicable City ordinances or policies;

6.5.8

Undermines the spirit of civil discourse intended in social media spheres.

If a City employee comments or adds information to a City social media account which is
connected to or otherwise directly related to their employment, their comments may be
monitored and are subject to moderation, including deletion/removal.

APPROVED BY

The original signed policy document is on file in the Department of Human Resources.
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6.7

7.0

8.0

If a City employee adds an inappropriate comment to the City’s social media accounts, they
will be disciplined, up to and including discharge.

PUBLIC COMMENTS ON CITY SOCIAL MEDIA WEBSITES
7.1

Any comments or posts created by a member of the public are not necessarily the opinion or
position of the City.

7.2

The City reserves the right to report the activity of employee or citizen users on or connected
to its social media accounts if the conduct or comment(s) violate the platform’s terms of
service.

7.3

The City may ban users from making comments on its social media accounts and will follow
the appropriate website’s recommended guidelines for banning users.

PERSONAL USE OF CELL PHONES OR SOCIAL MEDIA WEBSITES DURING WORK HOURS
8.1

City employees may not participate in social media or use personal cell phones for non-City
business while on work time, absent an emergency or prior supervisory approval. City
employees may use their cell phones for personal business during their breaks or lunch
period.

8.2

Any personal use of the City’s computer or communications equipment such as workstations,
phones, laptops, or network infrastructure, to participate in social media must be minimal,
occasional, limited to non-work times, and may not be at the expense of the employee’s job
performance or interfere in any way with the business needs and operations of the City, and
may not impose costs on the City.

8.3

An employee should not use their City email address to register on any social media website
for personal use.

8.4

City employees may not use their cell phone or social media websites during working hours
to disclose sensitive, private, or confidential City information. If there are questions about
what may be considered sensitive, private or confidential, employees should check with the
Human Resources (HR) Department or your department director.

8.5

City employees may not use a cell phone or camera; to videotape, record, upload, post,
forward or post a picture, video, or link to any abusive, obscene, discriminatory, harassing,
derogatory or defamatory content which may expose the City and the employee to legal
liability.

8.6

City employees may not use a cell phone or camera; to videotape, record, or discuss the
City, your supervisors, other staff, co-workers, City issues, or City personnel issues with
individuals outside of the City, in email or any other digital forum or social media, without prior
individual and City approval, if said information is obtained due to their employment with the
City.

8.7

Employees are required to get appropriate City supervisory permission before you videotape,
record, refer to or post images or videos of current employees, citizens, vendors, suppliers, or
City equipment or City work sites.

APPROVED BY

The original signed policy document is on file in the Department of Human Resources.
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8.8

9.0

10.0

11.0

Employees are required to get appropriate permission from a former City employee before
you videotape, record, refer to or post images or videos of the former employee obtained
while the individual was a City employee.

USE OF PERSONAL SOCIAL MEDIA WEBSITES AFTER WORK HOURS
9.1

Whenever a City employee is using social media during their non-work hours, the City still
expects that its employees will always act professionally and with dignity. City employees
should be aware that the City may observe content and information made publicly or privately
available by employees through social media. City employees should use their best
judgment in posting material that is neither inappropriate nor harmful to the City, its
employees, or its citizens.

9.2

City employees may not disclose sensitive, private, or confidential City information. If there
are questions about what may be considered sensitive, private, or confidential, employees
should check with HR Director or your department director.

9.3

City employees may not videotape, record, upload, post, forward, or post a picture, video, or
link to any abusive, obscene, discriminatory, harassing, derogatory, or defamatory content,
which may expose the City and the employee to legal liability.

9.4

City employees may not videotape, record, or discuss the City, your supervisors, other staff,
co-workers, City issues, or City personnel issues with individuals outside of the City, in email
or any other digital forum or social media, without prior individual and City approval, if said
information is obtained due to their employment with the City.

9.5

Employees are required to get appropriate City supervisory permission before you videotape,
record, refer to or post images or videos of current employees, citizens, vendors, suppliers, or
City equipment or City worksites.

9.6

Employees are required to get appropriate permission from a former City employee before
you videotape, record, refer to or post images or videos of the former employee obtained
while the individual was a City employee.

DISCIPLINE
10.1

All City employees should be aware that any use of social media websites or accounts
(whether accessed for work purposes, or from work or personal equipment) may be
monitored at any time. Where violations of this policy are found, employees will be disciplined
up to and including discharge.

10.2

The City may restrict or prevent access to certain social media websites.

10.3

Misuse of social media websites can, in certain circumstances, constitute a criminal offense
or otherwise give rise to personal legal liability. In those situations where the conduct is
criminal, the City will provide all information to the relevant police authority and assist in the
active prosecution of any guilty party.

LEGAL COMPLIANCE
11.1

This social media policy and the social media accounts of the City are intended to be legally
compliant with appropriate federal, state, and local laws, regulations, and policies. Content
posted on or connected to the City’s social media websites is considered a public record. It is
subject to the Ohio Public Records Law and other applicable record retention laws. Also,
content posted by a member of the public on social media websites may be subject to ediscovery laws. Information that is protected by copyright or trademark will not be posted or
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maintained on a City social media account unless the owner of the intellectual property has
granted permission.
12.0

EMPLOYMENT REFERENCES
12.1

13.0

Requests for employee recommendations on social media websites from former employees
of the City should be treated like any other employment reference request.

EMPLOYMENT REPRESENTATIONS
13.1

Following the end of an employee’s employment with the City, the employee shall take
prompt affirmative steps to ensure that no social media website or account represents you to
be a current employee of the City.
###

APPROVED BY

The original signed policy document is on file in the Department of Human Resources.

XXVII. SOCIAL MEDIA POLICY
A.

Social Media Limitations
The County supports the free exchange of information and camaraderie among
employees on the internet. However, when the use of social media platforms (including,
but not limited to, Facebook, Twitter, Instagram, TikTok, LinkedIn, and Nextdoor), blogs,
chat rooms, email, text messages or other forms of electronic communication results in an
employee revealing confidential information or posting material prohibited by County
policy, the employee may be subject to disciplinary action. Employees shall not post on
personal social media accounts, either on a County electronic device, or personal electronic
device, during working hours unless permitted by a Supervisor.
Employees are reminded to be careful of the information they disclose on the internet,
including social media sites. Postings made on agency-owned social media sites, as well
as personal social media sites, may be subject to Ohio’s public records laws. The
following uses of social media are strictly prohibited, whether on or off duty:
1. Comments or displays that are vulgar, obscene, defamatory, threatening, intimidating,
harassing, or a violation of the County’s workplace policies against discrimination,
harassment or hostility on account of age, race, religion, sex, ethnicity, nationality,
disability, military status or other protected class, status, or characteristic.
2. Unauthorized use of the County’s authority, information, insignia, logo or equipment.
3. Communication that has a substantial risk of negatively affecting the County’s
reputation, mission or operations, including, but not limited to, communications that
give rise to any legal cause of action, whether criminal or civil in nature.
4. Disclosure of confidential and/or proprietary information acquired in the course of
employment. Confidential information includes not only information that would not
be available pursuant to a public records request, but also includes any information
which does not relate to an issue of public concern.
5.

Comments or displays which impact employees’ abilities to perform their job duties or
the County’s ability to maintain an efficient workplace.

Social media sites may be inspected by the County for cause to determine potential policy
violations. If an employee believes that an online communication violates a County policy, the
employee should immediately report the communication to his or her supervisor. The County may
investigate the matter, determine whether such communication violates policy, and take appropriate
action. Employees shall be held strictly responsible for any social media accounts they personally
own or operate, regardless of whether the content in violation of this policy was posted or uploaded
by the employee or another person. This policy does not apply to communications protected by
the U.S. or Ohio Constitutions.
In the event a County agency operates and maintains a social media site, the elected official, or
department director / supervisor, shall designate the employee(s) who are permitted to post,
maintain and monitor the postings on behalf of the agency. Absent prior approval, employees shall
not add, or remove, any information, or posting, from the agency’s social media site.

Revised March 2022
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SCOPE:
All Departments
PURPOSE:
To establish a policy regarding social networking and similar online activities by Highland
District Hospital (“Hospital”) employees.
POLICY STATEMENT:
The Hospital does not seek to control, through this policy or otherwise, the online content posted
by Hospital employees, when that content is posted during non-working time, is posted using the
employee’s own equipment, is unrelated to and does not identify a matter of public concern
involving the Hospital or the employee’s position with the Hospital, and does not otherwise have
the potential to disrupt the effectiveness and efficiency of the Hospital’s operations.
This policy applies to use of Social Media (defined below) both on and off-duty by Hospital
leadership team; department managers; board members, HDH affiliated individuals (including
but not limited to, physicians, volunteers, students, agency personnel) and employees
(hereinafter collectively “employees”).
Keep in mind that, as technology changes or as new opportunities or challenges emerge relating
to Social Media, this Policy will evolve, and the Hospital reserves the right to modify this policy.
PROCEDURE:
Definitions
As used in this policy, “Social Media” means interactive websites like Facebook, Twitter,
LinkedIn, YouTube, and MySpace as well as personal weblogs (“blogs”), other personal
websites, and/or “media sites” that are offered by television networks, newspapers, and
magazines, and permit readers to post comments (i.e., blogs and message boards).
“Social networking” refers to the act of accessing or posting content on Social Media.
Rules
To prevent disruption to the Hospital’s ability to provide quality service and to operate
effectively and efficiently, employees are expected to follow the guidelines and rules set forth in
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this policy. Employees are expected to follow the guidelines and policies set forth to provide a
clear line between you as the individual and you as the employee.
1. Unless specifically authorized in writing by the Hospital to do so as part of an
employee’s position, employees are not permitted to engage in Social Networking (a)
during working hours, which includes all hours for which the Hospital pays employees to
be properly performing their job duties, but does not include meal periods and breaks
(even if these are paid), or (b) using Hospital owned, controlled or supplied equipment,
including but not limited to computers, software, or other electronic equipment.
2. Keep the Hospital’s best interests in mind. Remember, your Social Media use is both
very public and, in many instances, permanent. Even when you are not acting on behalf
of the Hospital, your actions and words may nonetheless reflect negatively or positively
on the Hospital, regardless of whether or not you expressly identify that you are
employed with the Hospital. Your Social Networking activity must not disrupt or have
the potential to disrupt the effectiveness and efficiency of the Hospital’s operations.
3. Do not post false or defamatory information about the Hospital, its employees, patients,
or visitors.
4. If you positively endorse the Hospital’s products or services, you must comply with
Federal Trade Commission guidance, which requires you to clearly and conspicuously
disclose your employment relationship with the Hospital.
5. Do not purport to speak or post on behalf of the Hospital without express written
authorization to do so from the President & CEO or the Marketing Coordinator.
6. Unless you are posting on behalf of the Hospital with express written authorization to do
so from the President & CEO or the Marketing Coordinator, anytime you identify
yourself, directly or indirectly, as an employee of the Hospital, please do the following so
that it is clear that you are not a spokesperson for the Hospital:
a. properly identify yourself and not post anonymously, and
b. include a disclaimer indicating that the views and opinions expressed are your
own and do not necessarily represent the views or opinions of the Hospital or any
person or organization affiliated or doing business with the Hospital.
7. Remember that you are personally responsible for the content you publish. Be truthful
and respectful of your audience. You assume full responsibility and liability for all
actions arising from your posts.
8. Do not post material that is obscene, defamatory, profane, libelous, threatening,
harassing, discriminatory, abusive, hateful, to the Hospital, its employees, patients,
visitors or anyone associated with or doing business with the Hospital. Do not violate the
privacy rights of others.
Page 2 of 4
3397983v2

9.

Social Networking Policy
Your Social Networking activity must not violate any federal, state or local laws or any
applicable Hospital policy, including but not limited the Hospital’s policies regarding
harassment, discrimination, HIPAA, confidentiality, and solicitation and distribution.

10. Protect the privacy and confidentiality of others. Do not disclose any information that is
confidential, privileged, or proprietary to the Hospital, its patients, visitors, employees or
any other party that has disclosed information to the Hospital.
11. Respect and comply with copyright, fair use and other applicable laws. This includes a
prohibition on using the trademark(s) or logo(s) of the Hospital or any entity affiliated
with the Hospital. You should not quote more than short excerpts of someone else’s
work; and, always give credit where credit is due.
12. Do not provide any medical advice on a Social Media site unless the Hospital has
specifically authorized such conduct.
13. Supervisors or individuals involved in hiring decisions are not to use Social Media to
obtain information on candidates. This process will be conducted through Human
Resources.
14. If you have complaints or concerns regarding your employment with the Hospital, we ask
that you address those issues directly with your supervisor or Human Resources so the
issue(s) can be resolved.
15. Employees may not post the Hospital’s or any of its associated businesses’ trademarks or
logos.
16. Employees cannot link from a personal blog to Highland District Hospital’s internal or
external web site.
17. Employees may not post photographs taken of persons engaged in Hospital business,
attending hospital events, taken inside the Hospital’s facilities, or of patients.

Employer Monitoring
The Hospital has the ability to monitor and record all usage of its electronic resources, including
e-mail and Internet use, and we want you to be aware that we reserve the right to do so for any
reason and at any time, with or without notice. Employees are further cautioned that the Internet
is generally a public forum, and therefore, your Internet postings, whether on or off duty, are
subject to review by anyone, including the Hospital.
Reporting Violations/Questions
The Hospital expects employees to report any violations or possible or perceived violations of
this policy to their manager or to Human Resources. If you have any questions about this policy
or whether certain content is appropriate to post on a Social Media site, contact Human
Resources.
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Discipline for Violators
Violations of this policy may result in disciplinary action up to and including immediate
termination. The Hospital reserves the right to take legal action where appropriate against
employees who engage in prohibited or unlawful conduct.
Acknowledgement
Employees are required to sign written acknowledgement that employees received, read,
understood and agree to comply with the Hospital’s Social Networking policy and any other
related policy, including policies regarding use of Hospital electronic resources, discrimination,
harassment, and ethical conduct.
Protected Activity
None of these rules is intended or will be applied in a manner to limit employee complaints or
discourse (or communications) which are protected by applicable law, including but not limited
to R.C. 4117 or the U.S. Constitution.
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SOCIAL MEDIA/NETWORKING (updated May 2022)
Agency Use
The Agency utilizes social networking and other online sites for various business activities. Employees
responsible for these posts are designated by the Agency and do so under the guidance/supervision of their
immediate supervisor, administrator, or director.
Personal use
Agency technology/equipment cannot be used to access personal social networking/media sites. Employees
are prohibited from posting on their social media sites during work hours, including through utilization of a
personal device. Use of personal social media from Agency equipment or personal equipment during work
hours is strictly prohibited. This includes the use of scheduled postings that appear during work hours.
Entries, comments, statements and pictures on social networking and other online sites are public and should
be considered permanent. There is no expectation of privacy when accessing these types of sites, as they are
monitored by various State and local entities.
Confidential information obtained through your employment with the Agency/Licking County is prohibited
from being posted on these sites at any time.
It is paramount that employees understand the importance of appropriate conduct at all times, including
through the use of social networking/media and other online sites. Online posts are held to the same
standards of conduct as normal day‐to‐day activities. Posts that are inappropriate, unprofessional, may
breach confidentiality standards, etc., are subject to disciplinary action, up to and including termination.
Employees are prohibited from utilizing their social networking site(s) to show affiliation with the Agency or
agency business and from posting comments regarding agency‐related matters on websites. Prohibited posts
include, but are not limited to:
•

Comments or displays about coworkers, supervisors, or the Agency/Licking County Government that are
vulgar, obscene, threatening, intimidating, harassing, or that violate the County’s workplace policies
against discrimination, harassment or hostility.

•

Unprofessional communication which, if left unaddressed, could potentially result in a civil or criminal
cause of action against the Agency and/or County. Unprofessional communication also includes that which
the Agency/County could demonstrate has a substantial risk of negatively affecting the Agency/County
reputation, mission or operations, such as slander, defamation or other legal cause of action.

•

Disclosure of confidential information relating to customers/clients and Agency/County operations.
Confidential information includes not only information that would not be available pursuant to a public
records request, but also includes any information which does not relate to an issue of public concern.

•

Employees making reference to the utilization of illegal substances may be subject to reasonable suspicion
drug testing.

Supervisors are discouraged from “friending” employees who report to them.

Employees are reminded that their conduct on social networking sites and other online sites may reflect on
the Agency and Licking County Government. Any employee who improperly uses or is responsible for the
misuse of these sites is in violation of this policy and any other Agency and/or County policy governing this
issue and is subject to disciplinary action, up to and including termination.
The Ohio Ethics Law establishes a code of conduct for public employees. Current regulations mandate that
each public employee have access to a copy of the Ethics Law.

RESIGNATION
Employees who are voluntarily resigning must give the Agency at least two (2) weeks notice in advance of the
effective date of their resignation. Administrative and supervisory employees are requested to give four (4)
weeks notice. Such notice shall be in a letter of resignation submitted to the Agency Director. It is
recommended that copies of the letter of resignation also be provided to the immediate Supervisor, Division
Administrator, and Assistant Director.
Employees who resign from employment with the Agency shall receive payment for accumulated unused
vacation (provided they have met one year service requirement) and any compensatory time. Accumulated
unused sick leave is not eligible for payout except in the instance of OPERS eligible retirement.
Employees on or prior to their last day of employment shall account for and return all properties of the
Agency with which they were issued (example – Agency key(s), picture ID, desk key, mobile devices, chargers,
etc.).
Employees are provided with the opportunity to have an Exit Interview. The Agency uses the Exit Interview
process as an opportunity to gather beneficial information from separating personnel. The exit interview
process will cover such issues as:










reason for leaving the Agency
employee morale
performance objectives and feedback
customer service
relationships with supervisors and other administration
likes/dislikes of job
resources and support
recommendations from employee
policies/procedures

The purpose of the exit interview is to gather data for improving service delivery to the community and
employee working conditions, as well as gathering data that can be used by the Agency to continuously
improve its efforts to recruit and retain qualified and experienced personnel.
The employee should indicate, to the Assistant Director, if he/she would like to participate in an exit interview.
The exit interview is voluntary. The Assistant Director conducts the exit interview.
Exit interviews are for individuals voluntarily leaving employment with the Agency, and are not utilized for
employees who are terminated or laid off.

MERCER COUNTY ENGINEER
4.6 SOCIAL MEDIA
A. When using social media in official capacity/to promote the Mercer County Engineer:
The Mercer County Engineer is cognizant that social networking is a means to promptly
communicate information to its citizens along with the ability to reach a broader audience.
Examples of social networking sites are Twitter, Facebook, MySpace, YouTube, LinkedIn, and
Flickr. This policy is intended to apply to any similar social media site conducted online and is
not limited to the specifically named sites.
Procedures: As the Mercer County Engineer serves as the contracting authority, any end user
license agreement provided by the social networking site(s) must be approved by the Mercer
County Engineer.
Content: Information posted on the site is to pertain to the Mercer County Engineer’s program or
services. Examples include but are not limited to history, activities, events, announcements, media
releases, and/or public service messages.
Information posted should maintain and protect the professional integrity of the Mercer County
Engineer.
Information posted should comply with the applicable laws and local policies. Examples include
but are not limited to the ethics policy, confidentiality, political activity, Standards of Conduct,
etc.
Social networking sites are required to link back to the official Mercer County Engineer’s web site
and allow a response to the agency via an e-mail address.
Sites should include appropriate disclaimers relating to additional social media page content “addons”. For example, Mercer County Engineer does not endorse or approve any advertisements that
may appear. It should also include a disclaimer that the site is only monitored or updated on an
as-needed basis.
Recordkeeping: Copies of posted material should be maintained and filed with appropriate record
group on the agency’s Records Retention Schedule.
B. Social Media Limitations
The County Engineer supports the free exchange of information and camaraderie among
employees on the internet. However, when internet blogging, chat room discussions, email, text
messages or other forms of electronic communication extend to employees revealing confidential
information about the County Engineer or its employees, or engaging in posting inappropriate
material about the County Engineer or its employees, the employee who posts such information or
assists in posting such material may be subject to disciplinary action.

Employees are reminded to be careful of the information they disclose on the internet, including
social media sites. The following uses of social media are strictly prohibited, whether on or off
duty:
1.

Comments or displays about coworkers, supervisors or the County Engineer that are
vulgar, obscene, threatening, intimidating, harassing, or a violation of the County
Engineer’s workplace policies against discrimination, harassment or hostility on account
of age, race, religion, sex, ethnicity, nationality, disability, military status or other protected
class, status, or characteristic.

2.

Statements or uses of the County Engineer’s logo which are slanderous or detrimental,
including evidence of the misuse of the County Engineer’s authority, information, insignia
or equipment.

3.

Unprofessional communication which, if left unaddressed, could potentially result in a civil
or criminal cause of action against the County Engineer. Unprofessional communication
also includes that which the County Engineer could demonstrate has a substantial risk of
negatively affecting the County Engineer’s reputation, mission or operations, such as
slander, defamation or other legal cause of action.

4.

Disclosure of confidential and/or proprietary information acquired in the course of
employment. Confidential information includes not only information that would not be
available pursuant to a public records request, but also includes any information which
does not relate to an issue of public concern.

5.

Comments or displays which impact employees’ abilities to perform their job duties or the
County Engineer’s ability to maintain an efficient workplace.

Social media sites may be inspected by the County Engineer for cause to determine potential policy
violations. If an employee believes that an online communication violates a County Engineer
policy, the employee should immediately report the communication to his supervisor. The County
Engineer may investigate the matter, determine whether such communication violates policy, and
take appropriate action. This policy does not apply to communications protected by the U.S. or
Ohio Constitutions.

Policy P-43
Social Media Policy
PURPOSE
The purpose of the Social Media Policy is to provide guidance for public use of Miami County
Board of Developmental Disabilities (Riverside) social media sites or pages, as well as employee
use of social media, which should be broadly understood for purposes of this policy to include
any form of electronic communication through which users create or post online to share
information, ideas, personal messages, videos and other content.
Introduction
Miami County Board of Developmental Disabilities (Riverside) recognizes that the popularity of
social networking/media and devices are on the rise, and fundamental changes are occurring in
the way people communicate and share information with one another. Often, these social media
platforms encourage casual and free-flowing exchanges of information among family, friends and
acquaintances. Social media is an important part of the overall communications strategy of the
Miami County Board of Developmental Disabilities (Riverside). It compliments existing practices
for public relations including newsletters, special events and internal communications.
Social Networking Definitions
Social Media – Forms of electronic communication through which users create online
communities to share information, ideas, personal messages, videos, and other content.
Social Networking – Social networking is the building of online communities of people who have
common interests. Examples include Facebook, Instagram, Snapchat, Twitter and LinkedIn.
Comments - Includes all information in the form of text, pictures, videos or any other form of
communicate content posted on social media sites.
Content Author – Employee(s) authorized by Riverside to be responsible for preparing and posting
information on Riverside’s social media sites.
Moderator – Employee(s) authorized by Riverside to be responsible for reviewing, responding to
and/or removing information posted on Riverside’s social media sites
Post – Content entry or update on a social media site.
Poster – Any person posting information on social media sites.
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Site Administrator – Employee(s) responsible for the ongoing development, design and
maintenance of Riverside’s social media sites.
Riverside Social Media Sites
Unless otherwise approved, all social media sites shall have content authors, moderators and site
administrators designated by the Superintendent. Only approved content authors, moderators
and site administrators may post on behalf of the organization to ensure appropriate use,
message and branding consistent with the goals and policies of Riverside. Likewise, approved site
administrators are the only staff who may send messages, respond to comments and create new
pages/feeds/groups/etc. on social media.
Social Media Disclaimer
The following policy will be posted on our Miami County Board of Developmental Disabilities
(Riverside) Facebook page. Links to the policy will also be posted on Twitter, Instagram, YouTube,
Pinterest, LinkedIn and all other future social media accounts, directing the public to read the
policy on our website.
NOTICE TO PUBLIC:
1. General Notice
This is the official Miami County Board of Developmental Disabilities (Riverside) page. We
welcome all questions and commentary. Please note that comments expressed on this page
do not necessarily reflect the opinions or position of the Board, its management or employees.
2. Oversight and Enforcement
a. As a result, the Board reserves the right to remove any comments that contain:
•
•
•
•
•
•
•

Confidential information
Trademark or copyright violations
Profanity
Racist, sexist, obscene or derogatory comments
Threatening or harassing comments
Posts or links that promote or suggest illegal behavior
Commercial endorsements or spam

Violators of this policy may have their comments removed from the Board’s social
media sites. Continued violations of this policy may prompt the Board to restrict an
individual’s future ability to comment on the Board’s social media sites.
This policy does not apply to communications protected by the U.S. or Ohio
Constitution.
3. Notice of Monitoring
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a. Social media accounts may only be monitored during business hours. If messages
are received during non-business hours, they may not receive a response until the
next business day.
b. If you are a person served by the Miami County Board of Developmental
Disabilities (Riverside), and need immediate assistance after hours, please call our
After Hours Help Line at (937) 875-0484.
Employee Use of Social Media
Fulfilling the Board’s mission includes access to very private and legally protected information.
Many employees enjoy close relationships with people served and their families, however it is
important to remember that we may not share information about individuals served outside of
work. At all times, employees should think before posting and do no harm. There is no such
thing as a “private” social media site. Avoid posting when emotions are high and follow the
organizations conduct policy.
Work Expectations
Social networking or other media activities purely for personal purposes should be kept to
personal time. We do allow employees to make occasional personal use of social media so long
as it does not involve unprofessional or inappropriate content and does not adversely affect your
productivity or otherwise interfere with your responsibilities. Repeated use of social media during
working hours may result in disciplinary action.
Off Duty Expectations
While the Board respects employee rights to personal privacy, employees must respect the fact
that employees do not speak for the Board or individuals served by the Board when it comes to
social media and networks. Our relationships with the community, key stakeholders, business
partners, employees and individuals we serve are extremely important.
Off duty expectations of employees relative to social media include:


An employee may not make inappropriate remarks or displays about individuals served,
their families, providers, or any other organization affiliated with Riverside.



An employee may not harass in any manner another employee, Board member, an
individual served, an individual served representative or family, or others associated with
the Board through social networks or media, including telephone or email.



An employee may not use any Board logos without proper authorization.



An employee may not act or purport to be a Board representative on any matter or
discussion without consultation with and permission from the department director or the
Superintendent.



An employee may not share images of individuals served or the Board workplace or other
Board employees in a work setting without authorization from the department director or
the Superintendent.
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An employee may not share any confidential information about individuals served, Board
employees, Board members or their families as referenced in our G8-Confidentiality policy.



Any confidential information acquired by an employee as a result of his or her employment
with Riverside may not be disclosed via social media.



Employees are expected to use direct forms of communication other than social media to
manage work issues. If an employee has an issue, comment or concern, it must be handled
through the appropriate chain of command, not aired through social media.

Discipline
Postings that include discriminatory remarks, harassment, and threat of violence or similar
inappropriate or unlawful conduct will not be tolerated. The Board reserves the right to take
appropriate disciplinary action for a violation of this policy.
Effective date of this policy:
Prior effective date(s):

June21, 2021
8/19/19; 06/17/2019; 6/19/17; 6/15/15; 6/17/13; 6/20/11

Reference:

5126.044

O.R.C.

Confidentiality

Health Insurance Portability and Accountability Act (HIPAA) of 1996
Ohio Administrative Code 5123-10-01

Ohio Administrative Code 5123-10-02

IDEA Part C § 303.403
34 CFR § 99.36

_____________________________________________
PRESIDENT
DATE

_______________________________________________
SUPERINTENDENT
DATE
_______________________________________________
HR DIRECTOR
DATE
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SOCIAL MEDIA
The Board may establish an online presence through social media platforms. Many social media
platforms are “interactive,” in that they permit other social media users to post comments,
photos, videos, audio, or other content/data on the webpages of other users within the relevant
platform. While the Board’s social media webpages may be interactive, they are not intended to
serve as open public forums. Rather, the Board’s social media webpages are limited public
forums, dedicated to the purpose of informing the community about the activities of the District.
In furtherance of that purpose, the Board directs the District’s Administrators to regularly
monitor posts on the Board’s social media webpages for violations of the following viewpoint
neutral content restrictions:
Posts on the Board’s social media webpages shall not:
1.

Incite, threaten or advocate violence;

2.

Harass, demean or defame other people;

3.

Use obscene, profane or vulgar language;

4.

Advertise commercial products or services, unless the advertiser has received the
prior written consent of the Superintendent and such advertisement conforms to
the rules established in this Board Policy and in any agreement entered into by the
advertiser with the Board of Education;

5.

Contain nudity or obscenity, or be otherwise harmful to minors;

6.

Interfere with the functionality of the social media webpage;

7.

Violate Board Policy or Administrative Guidelines;

8.

Violate State or Federal laws or regulations;

9.

Engage in any form of legally prohibited discrimination;

10.

Contain personally identifiable student information, with the exception of
“directory information,” as defined in District Board Policy;

11.

Endorse actions endangering the health or safety of students;
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12.

Violate the intellectual property rights, privacy rights, or other rights of another
person or entity;

14.

Advocate, incite or produce imminent lawless or disruptive action.

District Administrators are authorized to remove posts which violate any of the above
restrictions, and may ban a social media platform user from making future posts if he or she has
committed one or more violations of this Policy. A user whose post has been deleted, or who has
been banned from making future posts, may appeal such determination to the Superintendent (or
to the Board President in the event the initial deletion decision was made by the Superintendent),
whose decision shall be final.
Before posting on the Board’s social media webpages, community members should consider the
following information:
1.

The audience for such webpages includes the children enrolled in the District. As
such, a mature, civil and courteous discourse is expected.

2.

Complaints about District staff members should be registered directly with the
District Administration and/or the Board of Education.

3.

The Board may report a post to the appropriate law enforcement agency for
investigation and/or prosecution.

4.

A post may constitute a public record, subject to disclosure under O.R.C. §149.43.

Rules for Online Advertising of Commercial Products or Services
The decision to permit the placement of paid online advertising of commercial products or
services shall be guided by what is in the best interests of the District in its establishment of a
non-public forum for commercial advertising. The purpose of permitting the advertisement of
commercial products or services on the District’s website and social media accounts is solely to
generate revenue for District activities, and not to establish a forum for the communication of
expressive speech or activity.
The content and appearance of any advertisement of commercial products or services permitted
on the District’s website or on any of its social media accounts must conform to Board Policy
and shall be subject to the prior written approval of the District Superintendent, and the
advertiser’s agreement to the guidelines set forth in this Policy and/or any written advertising
agreement between the Board and the advertiser. Any such advertisements may be denied on the
basis of lack of advertising space, conflict with preexisting relationships/exclusivity agreements
with other advertisers, duplicative/repetitive content, conflict with the technical capabilities of
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the District’s website or social media to display such advertising, conflict with District use of
such space, and/or failure to comport with the District’s mission as a public primary and
secondary school district, or for any other reason determined appropriate by the Superintendent.
Without limiting the foregoing, advertisements which meet any of the following descriptions, as
determined by the Superintendent, shall be prohibited:
1.

Political in nature;

2.

Religious in nature;

3.

Promote the sale or use of alcohol, drugs, or tobacco/nicotine products;

4.

Promote body alteration, tattooing, and/or body piercing services;

5.

Promote the sale or use of products designed for use in connection with sexual
activity;

6.

Depicts violence or sexual conduct;

7.

Inappropriate for the age of an audience which includes elementary school
students;

8.

Implies the endorsement of the Board of Education if not expressly granted by
written agreement of the Board of Education;

9.

Promotes gambling.

Advertisers shall be charged a fee for the ability to advertise on the District’s website or social
media pages, as set forth under a schedule developed by the Superintendent, or as otherwise
negotiated between the advertiser and the District.
Advertising space shall not be assigned or resold without the written consent of the
Superintendent. Advertisements may be canceled and removed from the District’s website
and/or social media accounts at any time, with or without notice. All advertisers shall protect,
defend, and hold harmless the Board of Education, its officers, employees, and agents from any
and all claims, suits, or actions of every nature and description brought against it by reason of the
advertisement.

Adopted: February 22, 2021

Pike County Department of Job and Family Services
Social Media Policy
I.

SOCIAL MEDIA LIMITATIONS:
The Pike County Department of Job and Family Services (PCDJFS) supports the free
exchange of information and camaraderie among employees on the internet.
However, when internet blogging, chat room discussions, email, text messages or
other forms of electronic communication extend to employees revealing confidential
information about the Department or its employees, or engaging in posting
inappropriate material about the Department, the employees, and/or the members of
the public, the employee who posts such information or assists in posting such
material may be subject to disciplinary action.
Employees are reminded to be careful of the information they disclose on the internet,
including social media sites. The following uses of social media are strictly
prohibited, whether on or off duty:
a) Comments or displays about coworkers, supervisors, or the Department that
are vulgar, obscene, threatening, intimidating, harassing, or a violation of the
PCDJFS’s workplace policies against discrimination, harassment, or hostility
on account of age, race, religion, sex, ethnicity, nationality, disability, military
status or other protected class, status, or characteristic.
b) Statements or uses of the Department’s logo which are slanderous or
detrimental, including evidence of the misuse of the Department’s authority,
information, insignia, or equipment.
c) Unprofessional communication which, if left unaddressed, could potentially
result in a civil or criminal cause of action against the Department or County.
Unprofessional communication also includes that which the Department could
demonstrate has a substantial risk of negatively affecting the Department’s
reputation, mission, or operations, such as slander, defamation, or other legal
cause of action.
d) Disclosure of confidential and/or proprietary information acquired in the
course of employment. Confidential information includes not only
information that would not be available pursuant to a public records request,
but also includes any information which does not relate to an issue of public
concern.

e) Comments or displays which impact employees’ abilities to perform their job
duties or the Department’s ability to maintain an efficient workplace.
f) Comments, even that do not directly identify recipients or applicants
individually, that are offensive, judgmental, or derogatory.

Social media sites may be inspected by PCDJFS for cause to determine potential policy
violations. If an employee believes that an online communication violates a Department policy,
the employee should immediately report the communication to his/her supervisor. The
Department may investigate the matter, determine which such communication violates policy,
and take appropriate action. This policy does not apply to communications protected by the U.S.
or Ohio Constitutions.

I confirm I have received a copy of this Policy:

______________________________________________
Employee Signature

____________
Date

Last Updated:

9/16/2021

Washington Township Social Media Comments Policy
Revised 4/28/2022

Definition
Social media is defined as any web application, site or account offered by Washington Township that
facilitates the sharing of opinions and information about township-related subjects and issues. Examples
include but are not limited to Facebook and Twitter.

Purpose
Washington Township offers social media tools for educational, cultural, civic and recreational purposes.
These tools provide a limited (or designated) public forum to facilitate the sharing of ideas, opinions, and
information about township-related subjects and issues. Washington Township social media is intended to
create a welcoming and inviting online space where users can interact with other interested citizens and
township staff for civic engagement.
The opinions expressed by individuals using Washington Township social media, except as specifically
noted, are those of the individual authors. Views presented in these forums do not necessarily represent the
views or policies of, or endorsement by, Washington Township.

Rules for Commenting
Comments are moderated by Township staff which reserves the right to remove comments or content that
are unlawful or off topic. Posts containing the following are against Township rules and will be deleted
before posting or removed by Township staff:
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.
12.
13.
14.

Copyright violations;
Solicitations of commerce;
Off topic comments unrelated to the particular social medium article being commented upon;
Off topic comments unrelated to the overall topic of the Facebook page;
Comments in support of or in opposition to political campaigns or ballot measures;
Comments that promote particular services, products, or political organizations;
Personally identifiable medical information;
Commercial material/spam;
Duplicated posts from the same individual;
Obscene posts or profane language and content;
Sexual content or links to sexual content;
Conduct or encouragement of illegal activity;
Defamatory, abusive, harassing, stalking, or threatening comments or content;
Comments or content that promotes, fosters, or perpetuates discrimination on the basis of race,
creed, religion, age, gender, marital status, status with regard to public assistance, national origin,
physical or mental disability, or sexual orientation;

15. Comments, content, or information that may tend to compromise the safety or security of the public
or public systems;
16. Libelous comments;
17. Comments or content that violates a legal ownership interest of any other individual or entity;
18. Comments that violate the privacy rights of others;
19. Links to other web pages
By choosing to comment, social media users agree to the foregoing rules. The Township reserves the right
to restrict or remove any content that is deemed in violation of this social media policy or any applicable
law. The Township further reserves the right to amend or modify this policy at any time.

