Pequannock Township Public Library Social Media Policy

Social Media

Pequannock Township Public Library strives to use social media in advancing its organizational
mission and goals. All official Pequannock Township Public Library presences on social media
sites or services are considered an extension of the organization’s information networks and are
governed by the Library’s policies including e-mail, Internet usage, and computer policies; this
policy applies to all types of online public communications. The Library’s social media sites are
not miended to be traditional public forums for the general exchange of ideas and viewpoints,
including social and political ideas and viewpoints, but a limited public forum for discussing
Library programs, events and materials.

Saocial Media Relations

With the intention of providing effective, responsive, and consistent communications to our
community through news outlets, primary spokespersons for Pequannock Township Public
Library are the Library Director, the Head of Children’s Services, and a designated Adult
Services Librarian.

* Library staff members are responsible for complying with alt applicable federal, state, and
county laws, regulations, and policies. This includes adherence to established laws and policies
regarding copyright, fair use, records retention, Freedom of Information Act (FOIA), First
Amendment, Health Insurance Portability and Accountability Act (HIPAA), and privacy laws.

* Pequannock Township Public Library reserves the right to withdraw certain posts and/or
remove inappropriate comments that are not consistent with Pequannock Township Public
Library policies.

* Responsible Library Staff will monitor all social media content and evaluate the effectiveness
of the Library’s social media presence to ensure adherence to the Public Relations Policy (in the
Library’s Personnel Handbook) for appropriate use, messaging and branding consistent with the
realization of the mission and vision of the Pequannock Township Public Library.

* Social Media and Internet postings should not disclose any information that is confidential or
proprietary to Pequannock Township Public Library or from any third party that has disclosed
such information to the Library.

* All Pequannock Township Public Library Social Media and Internet postings shounld include
Pequannock Township Public Library logos or images.

* Library staff communicating with the public and/or posting content in any Pequannock
Township Public Library sanctioned social media site will be clearly identifiable as a
Pequannock Township Public Library employee and abide by the same employee code of
conduct applied to normal business operations.

* Staff members using social media are responsible for regularly reviewing and consistently
following the Pequannock Township Public Library Public Relations Policy.



* Pequannock Township Public Library employees posting library and/or public sector industry
related content on their personal social media account(s) or site(s) should neither claim nor imply
that they are speaking on the Library’s behalf. Employees should not identify themselves as a
Pequannock Township Public Library employee on their own personal social media account(s) or
site(s). In such instances that an employee is identified or identifiable as a library staff member
or it is unavoidable to not do so, on his or her personal social media account(s) or site(s), the staff
member’s comments should include a disclaimer: "The views expressed are mine alone and do
not necessarily reflect the views of the Pequannock Township Public Library”.

Library — Sponsored Social Media

Only those employees responsible for the Library’s social media sites should be actively
participating on those sites during work hours. Employees who contribute to the Library’s social
media should present content in a professional manner and should check facts, cite sources,
avoid copyright infringement, present balanced views, acknowledge and correct errors and check
grammar and spelling before posting,

Library --Employee Expectations

e Employees are responsible for his or her online actions. Anything posted by an
Employee that can potentially tarnish the Library’s image or reputation will ultimately be
the Employee’s responsibility.

o The Library does encourage Employees to participate in the online social media space,
but urge that they to do so properly and responsibly, exercising sound judgment and
cominon sense.

e Employees should be conscious when mixing business and their personal lives. Online,
personal and business personas are likely to intersect. The Pequannock Township Public
Library respects the free speech rights of all of its employees, but employees must
remember that patrons, members of the public, colleagues and supervisors often have
access to the online content that is posted. Employees should keep this in mind when
publishing or posting information online that can be seen by more than friends and
family, and know and be aware that information originally intended just for friends and
family can be forwarded on.

Patron Participation

By joining, utilizing and/or posting on the Library’s social media sites, patrons agree to comply
with this Policy, and the Library’s Policy on Internet and Computer Use, as applicable. The
Library’s Social Media Policy applies whether or not a patron chooses to post comments using a
computer at the Library or when posting from any other computer to any Library social media
site. While the Library encourages dialogue, it respectfully requests that commentators be
mindful that its social nedia sites are open to the public and commentators should be courteous
and civil toward one another at all times,

Posting on Social Media

The Library permits patrons to comment on Library posts and patrons are invited to share
opinions about Library-related subjects, resources and programs. However, postings by patrons
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do not carry a Library endorsement of the ideas, issues, or opinions expressed in such posts on
social media sites.

Content and comments on the Library’s social media accounts containing any of the following
forms of content and postings shall not be allowed:

A. Obscenity or child pornography.

B. Content that promotes, fosters, or perpetuates discrimination and/or harassment on the
basis of race, creed, color, age, gender, marital status, religion, national origin, physical or
mental disability, sexual orientation, ancestry or any other protected category.

Slanderous, libelous, threatening or defamatory statements.

Copyrighted or trademarked material.

Spam.

Content not related to Library business, programs, events, resources and materials.
Advertising or sale of merchandise or services; or

Charitable solicitations or political campaigning.

Ta=mon

Patrons are responsible for their commentary and posts. Patrons should be aware that they may
be held personally liable for commentary or posts that are defamatory, obscene, proprietary or
libelous by any offended party, not just the Library.

Liability
The Library, its employees, and trustees assume no responsibility for any damages, direct or
indirect, arising from participation in Library-sponsored social media by the public. Violations of

this policy by employees will result in discipline, up to and including termination of
employment.

Approved at September 16, 2020 Library Board Meeting



