CiTY OF LA VISTA
MAYOR AND CiTY COUNCIL REPORT
DECEMBER 18, 2012 AGENDA

Subject: ' Type: Submitted By:
STANDARD OPERATION € RESOLUTION
PoLICcY — SOCIAL MEDIA ORDINANCE RiTA RAMIREZ
RECEIVE/FILE ASSISTANT CITY ADMINISTRATOR
SYNOPSIS

A resolution has been prepared to approve a new Standard Operation Policy regarding official City use of social
media tools.

| FISCAL IMPACT
N/A
RECOMMENDATION
Approval.
BACKGROUND

A new Standard Operation Policy is being proposed to establish guidelines for official City use of social media
tools and guidelines for employee use of these tools. Since the City’s 50™ anniversary celebration, the City has
been more aggressively marketing and promoting its programs and special events. It has become clear that
without a social media presence, the City is missing a significant tool in our communication efforts. The purpose
of this policy is to set out expectations and best practices for using social media tools and methods and capitalize
on the benefits of social media while minimizing any risk to the City.

The proposed policy assigns responsibility for management of the City’s social media presence to the Web
Team, a group of eight employees representing each of the City’s departments. This team has researched best
practices, attended training sessions and made a plan for implementation with the goal of launching the City’s
social media presence on January 1, 2013.

The policy calls for each social media account to be updated at least once per day and for regular content to be
planned six months in advance. At this time, the Web Team is proposing the use of one City Facebook page, one

City Twitter account and one Police Department Twitter account.

All Department Heads and multiple employee groups have had an opportunity to review and offer input
regarding the proposed policy.
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RESOLUTION NO.

A RESOLUTION OF THE MAYOR AND CITY COUNCIL OF THE CITY OF LA VISTA,
NEBRASKA, APPROVING A STANDARD OPERATION POLICY.

WHEREAS, the City Council has determined that it is necessary and desirable to establish
Standard Operation Policies as a means of establishing guidelines and direction
to the members of the City Council and to the city administration in regard to
various issues which regularly occur; and

WHEREAS, it has been determined that the City wishes to establish a social media presence
as an additional communication tool to promote City events and provide
information; and

WHEREAS, a Standard Operation Policy entitled Social Media has been reviewed and
recommended.

NOW, THEREFORE, BE IT RESOLVED, that the Mayor and City Council of La Vista,
Nebraska, do hereby approve the Standard Operation Policy entitled Social
Media, and do further hereby direct the distribution of said Standard Operation
Poiicy to the appropriate City Departments.

PASSED AND APPROVED THIS 18TH DAY OF DECEMBER 2012.

CITY OF LA VISTA

Douglas Kindig, Mayor
ATTEST:

Pamela A. Buethe, CMC
City Clerk
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SuBjEcT:  _  Social Media

DATEISSUED: - December 18,2012 =
~Issuep BY: - - Brenda Gunn, City Administrator
Purpose

Social Medla can be a powerfu! and- effrcrent way to communrcate a message to a large
audience in a short amount of time, and to highlight the work and mission of various City
departments. The purpose of this policy is to set out expectations and best practices for
using -social media tools and methods at the City's drsposal and- capitalize on' the
'beneflts of Socral Medla while mlnlmlzmg the rlsks to the City.

Goal '

To et establlsh ofﬂclal C|ty Socral Media channels that will be used to promote events and
to convey mformatron such as emergencles “street- closures publlc meetmgs and to
promote and market Clty programs and servrces such as park use and Recreation
programs. : : »
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Deflnltlons Dol L : :

“Social media” refers to media designed to disseminate content (information, images,
audio, video) through social interaction, created using hlghly acce55|ble and scalable
Web- publlshrng technrques ' ‘ : :

*Social medra tools are programs, typrcally Internet-based commonly used for socral
‘medra and ‘include, but not limited to: Facebook TW|tter YouTube LinkedIn, Flickr,
Google Plus, Skype and MySpace '

“Web Team refers fo- the group of Clty employees who serve to ensure the City's online
presence, including social media, is professional, up-to-date and technologically current;

to establish con3|stency throughout the City's Web site and social media accounts and:
‘ to ensure ‘staff redundancies across the organization. :

“Work time” refers to the perlod of time during any day of the week when a City:
employee is: performlng ofﬁmal duties and is. belng pald to do so.

“Non—work t|me refers to the other trmes during the week when a City employee is not
performrng their offrcral dutres and is not being paid.

Procedureisesgonsmrlltre '
It is essential for employees of.the .City of La Vista to recognize that the proper

functlomng of any government organization relies upon the public’s confidence and trust

in the individual employees and the organization to carry out its functions. Therefore, any
matter which brings " individual employees or the City into disrepute has the .-
corresponding effect of reducing public confidence and trust in the City, thus impeding
- our ability to. work with and serve the public. Professionalism is the most significant..:
factor in high level-performance which-in turn builds the publrc confidence and trust.
While employees have the right to use personal social media accounts and sites, as
employees of the City of La Vista, they are publi¢ servants who are held to a hlgher
standard than the general public with regard to standards and ethics. As such, the policy

of this City is to maintain-a level of professionalism in both work and non-work times that
fulfills the mission of the City. Any publication, through any medium which is potentially -
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" adverse to the operation morale or efflclency of thls agency will be deemed a violation
. ofthis pollcy

- ~ ..accounts for. each social media site, as deemed ‘appropriate by the Web Team {i.e.
_ Facebook, Twitter, etc.). These accounts will be the exclusive way to convey official city-
" related information in a social media context Only the Web Team and personnel
. social media sites. At the effective date of this policy, personnel authorized for social

E 1'_'de\nce etc)

o o .operatlonal procedures subject to the approval of the Clty Administrator.

'-The City WI|| malntaln and promote a consistent image online through a limited number
of social media -opportunities. The City will maintain and promote a small number of

- . appointed by their department head will bé authorizeéd to post information to official city
" media use will determme the best methods of posting content (from a computer, mobile

' Thls pollcy |s meant to be general to the entire City organization. Departments with
- specific social media reqwrements for their personnel shall develop their own

Aa1j04 uonesadQ piepuers SN

;"'Establlshmg a Somal Media Presence
" Use of sacial media: will support the objectlves of the City and present the Clty in a

- positive; professmnal manner. The Web Team is responsible for overall management of
“the. City’s social medla presence

: The best, most appropnate Clty uses of SOCIa| medlal tools generally fall into two:

-"categones '

" 1. As channels for dlssemlnatmg tlme-sensmve |nformat|on as quickly as possible
_{i.e. emergency information).

2. As marketlnglpromotlonal channels which increase the City's ability to broadcast
|ts messages. to ‘the widest possible audience. :

-Members of the Web Team will monitor content on all City of La Vista social medla too[s

At the effective date of this poalicy, the Admlnlstratlon with the Web Team will determlne -
which exrstlng social medla accounts will be allowed to continue and which will be
' dlscontlnued :

.Clty personnel authorlzed to post and edit information on official social media accounts
communicate on behalf of all City personnel, appointed officials and the Mayor and Clty
Council, therefore they have the duty to represent the City professionally and positively.
Failure to do so could: result in revocation of social media authorization and/or other
disciplinary action, up to- and mcludlng termination. When possible, authorized City
'personnel will: also be members of the Web Team.

'When the Clty has multlple accounts on one channel aII accounts will follow a template-
based appearance as determined by the Web Team

Whenever possible, City information posted to a - Social Media account"r'nust'follow a
content schedule developed by the Web Team. The goal of this schedule will be to have
a post at least every other day per Social Media Tool. All departments and events will be
included on this schedule, which will be deS|gned to be a fluid document. Deviations
from the schedule are. expected especially in emergencies. If regularly scheduled
content is preempted, it will be posted as soon as possible. G
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Departments: will use proper grammar and standard AP style, avoiding jargon and
abbreviations. . _

" Prohibited Content
Content posted by employees or. the public, which violates this list of prohibited content
will be removed immediately. If posted content, which does not violate this list, but is
offensive and/or controversial, Web Team members and any other administrator for that
social media tool have the authority to remove that content. If content is removed, the
person removing it will take a screen shot of it and save it and send |t to all
administrators for that social media tool. T -
Content on official City social media channels will not include the followmg :
. Nudltylpornography, adult and/or hate language, fobacco, alcohol or similar.
-information
o Establishments where the distribution or sale of alcoholic beverages is a primary
business function.
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e Tobacco products.
o Firearms or other weapons.
e Hostility or violence. :
e Attacks on sexual orientation; ethnic; racial or rehglous groups
‘o lilegal discrimination against any person or group.
. Ilegal or mapproprlate use of firearms or drugs, or any illegal activity.
‘. Sexual, obscene or indecent, or explicit messages
+ Sexual overtone or innuendo.
¢ Products or services with sexual overtones such as escort services, or .
establishments featuring for show or sale X-rated or pornographlc mowes
materials or performances : :
¢ False, misleading or, deceptwe sponsorships/advertisements.
. Language or information that is obscene, foul, vulgar, scurrilous or scatolog:cal
* Information harmful to-children or is of a nature to frlghten chlldren elther
~ emotionally or phys-.lcally '
"o Cruelty to animals.
» Online casino gaming, gambling or betting. s
» Information affiliated with or promoting political campalgns or phllosophles
. Programs and events not officially sponsored by the City of La Vista,
o Solicitations for donatlons except for official City-sponsored actlwtles _
~» Endorsements of specific, commercial brand name products or services for

advertising or marketing purposes.
¢ |naccurate or misleading information about City programs events, employees. or
off|C|aIs : S _

Employee Us ' ' ' _
Use of social media durlng work hours by City personnel WI|| conform to the standards

set forth in the Computer Use Standard Operating Poilcy found in the Employee
- Handbook. it is the responsibility of the Information Technology Committee to administer
' 'secunty and monitoring meastires that support this policy.

Employees of the City of La Vista who utilize social media sites in their non-work fime
shall maintain an appropriate level of professionalism and appropriate conduct so as not
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" to broadcast in a manner which would have a detrimental effect to the image or

operation this City.

Employee references on personal social media accounts that'indicate :they' are e'rnployed
by the City may include casual references. For example, photos at City events, receiving
awards and photos with famlly members while in uniform. These references will not

include:

. Logos patches badges or other identifying symbol of the City.
¢ Accounts of non-public events, which occur within the City’s organization, such
as personnel issues.

Employees shall not use a social media site to post any materials of a sexually graphlc
nature, promote vnolence or weaponry or whlch would be detrlmental to the mission and
functlon of the Clty

_ .Employees of the Clty of La Vlsta are prohrblted from using their title as well as any

reference to the- City in any correspondence to include e-mails and posts on social

media sites unless the communication is of an official nature and is serving the mission

of the City. This includes signature lines in personal e-mail accounts. An employee may
seek City approval for such use.

~ City personnel are expected to be positive representatlves of the Clty Knowingly posting

inaccurate_ or confidential information about the City, its policies, contractors or fellow

employees is prohibited. Personnel whose online actions violate this policy may face

dismpllnary action up to and including termination.

City personnel who become aware of incorrect, inflammatory or potentially damaging
information about the City that is posted to a publicly accessible social media Web site

will notify their department head and/or a member of the Web Team as soon as-

possible.

Clty personnel should use good common sense when establlshlng Socu—:l Medla_

connectlons with co-workers, department heads and City elected officials.

If personnel with administrative access to any official City Social Media channel leaves
the organization, that access will be cancelled on the effective date of their termination.

~ If an employee's duties require them to Updatesodal media sites during work time and -
. away from their desk, they are expected to abide by the requirements set forth in the

following - documents: Safety Manual, Traffic Safety Plan and the Cell Phone Usage
Agreement while Driving City Vehicles and While Conducting City Business.

All employees shall be briefed by their respective department héad upon employmerit of -

this SOP and it shall be the responsibility of each department head to insure. that

subordinate employees are familiar at all times with the content of this Standard
Operat[ng Policy.
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