CASWELL COUNTY SOCIAL MEDIA AGREEMENT FORM 

OFFICIAL SOCIAL MEDIA SITES RELATED TO CASWELL COUNTY GOVERNMENT CARRY THE SAME WEIGHT AS THE COUNTY WEBSITE AND EMAIL. IT MUST BE TREATED WITH THE SAME RESPECT AND RESPONSIBILITY. 
Department/Office: ___________________________________
Main Contact Person Name & Phone #:_________________________________________ 
Type of Social Media Account Requested: _________________________________________ 

A. PRE-APPPROVAL:  Before creating any social media account affiliated with Caswell County, the Department Head shall contact County Manager. 

B. SOCIAL MEDIA POLICY:  The department and the employee(s) assigned as Administrators of the social media site are responsible for reading and abiding by the Caswell County Social Media Policy adopted on May 16, 2016. If there is a change in the employee assigned as Administrator of the social media account, the Department Head or Supervisor is responsible for notifying the County Manager as soon as possible. If the password is changed, the employee assigned as Administrator of the social media account is responsible for forwarding the new password to the Department Head or Supervisor. 

C. ACCOUNT EMAIL & PUBLIC DISCLAIMER: 
· Any accounts to promote county business, programs, services, etc. should be set up as a county account using an email created and assigned by Caswell County IT for this purpose.  Personal email addresses shall not be used for county purposes. 
· [bookmark: _GoBack]Each account created MUST have visibly posted the required language for Public Rules & Disclaimer, as noted in the Social Media Policy on page 4, with a revised version for Twitter accounts on page 5. If the disclaimer language is too long to be posted in its entirety on your main social media page or profile, you may provide a link to the language on the county website, which can be found at www.caswellcountync.gov. 

D. ACCOUNT MAINTENANCE: 
· One employee should be assigned as the Account Administrator (the “Administrator”). That person is responsible for monitoring the social media account at least once a week. 
· Department Heads shall approve videos posted to the account, unless the videos are already accessible on the county website. Any photos or videos that include members of the public, especially ages 0-18, cannot be posted without a Consent Form signed by them or their responsible parent or guardian. The Consent From is available at: ___________________. 
· If relevant, the majority of comments or replies from the public shall not be deleted unless they violate the posted Public Rules & Disclaimer. This means that comments critical of departments, employees or elected officials should not be deleted by anyone unless they are otherwise in violation. If any question, contact the Administrator for clarification. 
· The Administrator, in consultation with the Department Head, County Manager or Human Resources Director, shall have the right to remove inappropriate content. 

E. CONTENT REMOVAL, ACCOUNT TERMINATION & EMPLOYEE VIOLATIONS
· The Department Head, County Manager or the Human Resources Director have right to terminate the account if not managed according to this agreement. 
· The Administrator, in consultation with the Department Head, County Manager or Human Resources Director, has the right to request immediate removal of inappropriate content. 
· Anyone creating a Caswell County account without prior approval from the Human Resources Director and a signed Social Media Agreement may be subject to disciplinary action up to and including dismissal. 

F. EMPLOYEE ACCOUNTABILITY: 
· Stick to your area of expertise.  This information is shared with a large audience and will be archived for years. Take your role & responsibilities seriously. 
· Be transparent:  Be honest about information. Make sure it is clear that the posting comes from the department or a specific employee in the department and does not appear to be anonymous. 
· Stick to the facts:  Stay away from posting anything that is unconfirmed (rumors) or providing facts/figures that have not been verified. 
· Reserve breaking news for other media sources:  No news item of interest to the public shall be announced on social media without the approval of the Department Head and the Human Resources Director. 
· Consider consequences:  Anything posted on a social media network is a PUBLIC RECORD. Be prepared to back up any statements made by the employee to supervisors, residents or elected officials. 
· Avoid customer arguments:  Do not engage the public in a debate or arguments. Clarify the department’s position or points, but do not argue with the public in any way. 
· Never address personnel issues....EVER:  These are protected by state law and you may be subject to discipline up to and including dismissal, as well as legal actions by other parties. This includes no posting of personal or health information, disciplinary actions, and other personnel related issues. 
G. FINAL PRECAUTIONS: 
· Private & public boundaries: Do not blur the lines between personal and professional boundaries. By identifying yourself and posting as a county employee, you are creating perceptions about your professionalism and expertise. 
· Professionalism: Make sure you are always representing Caswell County in a professional manner. 
· Fundraising:  Do not use the county’s social media accounts to raise funds for events not associated with Caswell County Government

AGREEMENT: 
By signing below, I accept the terms of the Social Media Agreement above and I understand that anything posted on a social media network is PUBLIC RECORD. If I violate any part of the agreement I may be subject to discipline up to and including dismissal. I also have read the Caswell County Social Media Policy and hereby agree to abide by the policy in managing a social media account on behalf of Caswell County. 

__________________________________     	____________________________________ 
Employee Signature 					Department Head Signature 

Date: ________________________ Date:_______________________ 
APPROVAL:
________________________________________ 
County Manager / Human Resources Director

Date: ______________________

