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HUMAN RESOURCES


DEPARTMENT OF COMMUNICATIONS

Guidelines for Proper CREC Social Media Use

Today’s communication channels are changing the way we work, and social media plays a large role. Social media can help us build stronger, longer-lasting relationships with families, students, and other organizations, and it is also a great medium to spread our knowledge, services, new products, and events to a much broader audience than ever before. 

The following guidelines pertain to CREC social media pages, which include, but are not limited to, Facebook, Twitter, Instagram, YouTube, Vimeo, and LinkedIn. 

Schools and programs must inform CREC’s Department of Communications when planning to create a new social media site by submitting the CREC Social Media Account Form. All CREC social media pages must be approved by your principal or program director before the page goes live. 

Communications will maintain a record of login information for all CREC-related social media sites. Communications will consistently monitor those sites and will share your content on CREC’s primary social media pages for additional exposure. 

“CREC” must appear in your page’s name – ex. CREC Discovery Academy or CREC Youth and Family Development. Because Twitter handles have a character limit, school and program abbreviations/acronyms are acceptable. 

Maintaining social media pages takes time and effort. All pages must have a minimum of two staff assigned as page “administrators” to manage each page. 
Employees are required to use appropriate language in their online posts on all CREC social media pages and to refrain from harassing, defamatory, abusive, discriminatory, threatening, or other inappropriate communications.

Employees must follow copyright and fair use laws in the creation of online content and use of non-CREC photos and graphics. All approved CREC logos can be found on the Communications website under “Logos.” www.crec.org/communications/logos 
Be aware that students may or may not have photo release forms on file. Photos of students may only be posted if all of the students pictured have current releases on file. The photo/media release form can be downloaded from the Communications website under “Resources.” www.crec.org/communications/resources 

Remember that social media posts are never considered private and internet search engines can bring up posts that were published years ago, even when deleted. All posts must be a positive representation of the agency and all employees must follow CREC’s social media policy available on the Communications website under “Resources.” www.crec.org/communications/resources 

All posts on CREC social media pages must comply with CREC confidentiality policies, including the confidentiality of student information. If you are unsure of the nature of the information you plan to post, you must consult with your principal or program director before posting. 

Employees may not use CREC social media pages to misrepresent their personal views as those of CREC, a CREC school or program, or in any manner that could be interpreted as such. 

To view CREC’s social media policy regarding employees’ personal use of social media, visit www.crec.org/communications/resources. 

Best Practices for Maintaining CREC Social Media Pages

It is important to use proper grammar, punctuation, and spelling in your social media posts. 

Abbreviations and acronyms of program and school names are only acceptable on Twitter posts due to the 140 character limit. 

Avoid using emoticons in order to maintain the professionalism of your page. 

Log into your social media sites at least once per day to check for notifications and other interactions from your followers. It is important not to overload your audience with too much information, but it is just as important to keep your followers engaged by posting information and photos on a regular basis. 

It is best practice to post to Facebook at least 3-5 times per week and post to Twitter at least 3-5 times per day. 

It is important to include links in your posts to where your audience can find additional, detailed information about your topic on the CREC or CREC Schools website.  

Comments from followers should rarely be deleted. Only remove comments that are harassing in nature, that could be offensive to the majority of your followers, or that are obviously spam. 

It is more important to respond to negative feedback than positive feedback, because there is value in changing a negative opinion about the specific school or program or of CREC as a whole. Communications can provide you with suggested responses to negative feedback. 

CREC Social Media Account Form

If you are interested in creating a social media account for your school or program, or already have an existing account, please fill out this form and send it via email to kmclaughlin@crec.org. CREC social media pages should never be created without the approval of your program director or principal. 

Name: 















Department/School: 













Phone/Ext.: 














Administrator/Director who approved account: 









Name and email address of employees responsible for posting to your page(s): 

(There should be at least two “administrators” for every social media site)*

1. ___________________________________
_______________________________         


2. ___________________________


_____________________





3. _______________

__________________________________________




What type of account(s) are you creating?

	· Facebook

· Name of page: 

· Login email: 

· Password:
	· YouTube/Vimeo

· Name of page: 

· Login email: 

· Password: 

	· Twitter

· Twitter handle: 

· Login email: 

· Password: 
	· LinkedIn

· Name of page:

· Login email: 

· Password: 

	· Instagram

· Name of page: 

· Login email: 

· Password: 
	


1. Please briefly explain the purpose and goals of creating a social media page for your school/program. 

2. Who is your main audience and what information do you plan to share using social media?  

*”Administrator” is used in this context to mean social media page manager.[image: image1.png]
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