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PURPOSE: The purpose of this policy is to: 
 

(1) Ensure that the use of social media platforms do not breach 
confidentiality, compromise public safety or discredit the character and 
integrity of the Town, citizens, employees, Council or representatives 
 

(2) Establish guidelines for the Town’s usage and work with Social media; 
 
(3) Ensure that communications on behalf of the Town are well 

coordinated, accurate, accountable, and responsive to the needs of the 
organization and community. 

 
PROCEDURE: 
 
 That the Social Media Policy (attached) be adopted by the Council and the 

document is to be signed by all employees and members of Council, 
effective immediately. 

 
 

     
__________________________             __________________________ 
 Mayor        Administrator 
Jan 6, 2020 
__________________________ 
Date                                      
 

 
 
 



Town of Kelvington 
Online and Social Media Policy 

 
Overview: 
 
Online and Social media is fundamentally changing the way in which work is conducted, 
thereby offering new ways of engaging with colleagues, residents and the public at 
large.  Social media is a new model for interaction and can assist in building stronger, 
more successful relationships and interacting in a timely way. 
 
Definitions: 
 
CAO   means the Chief Administrative Officer of the Town of Kelvington 
 
Council  means the Town of Kelvington legislative body 
 
Employee  means a person who is employed by the Town, including   
   permanent, part-time, seasonal, and casual. 
 
Representative means Council, committee and/or advisory group members,   
   including committee members appointed by Council, contractors  
   with the Town of Kelvington and volunteers. 
 
Online Media means websites and applications that enable users to create and  
   share content or to participate in social networking, including but  
   not limited to: 

 
1.  Website 
2. Social networking: Facebook, LinkedIn, Snapchat, Myspace, 

Twitter, Wiki 
3. File sharing (including video and photo): Flickr, YouTube, 

Vimeo, Instagram and Pinterest 
4. Blogging: corporate, personal or blogs hosted by mainstream 

media websites 
5. Forums, discussion boards (ie: Yahoo groups, Google Groups), 

news article comments 
6. Online encyclopedias (ie: Wikipedia 
7. Geo-mapping:  Google maps, Bing maps 

 
Town   means the Town of Kelvington, its employee, or its duly authorized  
   representative. 
 
POLICY STATEMENTS 
 
The Town of Kelvington website will remain the Town’s primary and predominant 
internet presence.  Whenever possible, content posted to the Town social media sites 



should contain links directing users back to the Town’s official website. 
 
The CAO and/or/ his/her designate has the sole discretion to evaluate and approve 
what social media outlets may be suitable for use by the Town and its Departments. 
 
The Town of Kelvington reserves the right to restrict or remove any comments or 
content that is profane, inappropriate, offensive, discriminatory or hateful. 
 
CORPORATE COMMUNICATIONS 
 
There shall be only one official Town of Kelvington account for the purpose of 
communicating official Town and Council messages to the public 
 
Once social media accounts are established they must be maintained on a regular 
basis.  If neglected, the account will be absorbed into the official Town account. 
 
The Town’s social media channels shall be used for business communications and for 
the purpose of fulfilling job duties in accordance with the Town’s goals and objectives, 
and not for personal use. 
 
All postings on the Town’s social media channels shall be approved by the CAO or 
designate before such is posted or made public. 
 
PERSONAL COMMUNICATIONS 
 
All employees and Council members of the Town of Kelvington must take into 
consideration that when publishing content on any personal online accounts, that it has 
the ability to reflect upon the Town of Kelvington. 
 
Each Town employee and Council member is personally responsible for the content 
they post through electronic means and/or on social media sites.  If participating in 
online conversations, do not compromise on professionalism.  Be careful and 
considerate, as information shared on the internet cannot be permanently retrieved. 
 
RESPONDING TO INQUIRIES 
 
Whenever possible, the CAO shall be informed of all potentially sensitive public issues 
in advance in order to ensure that the Town is prepared to respond in a timely manner 
with appropriate and accurate information. 
 
Only the CAO and/or his/her designate are authorized to comment, in an official 
capacity, on Town social media sites. 
 
Response to inquiries should be within forty-eight (48) hours (provided the inquiry is not 
posted on a weekend or holiday).  Inquiries are monitored during regular business hours 
of Monday to Friday – 8:30 a.m. to 4 pm. 



When responding, acknowledge the issue at hand and provide factual, accurate 
information.  Never enter into a public debate on social media. 
 
Social media comments may be harsh and critical.  It is very important not to become 
defensive or attempt to justify your actions.  Your tone should be polite and the 
message should state accurate and factual information. 
 
PERSONAL USE  
 
Employees and representatives for the Town of Kelvington are expected to be 
courteous, respectful and thoughtful about how other employees and representative 
may be affected by postings. Postings that harass or threaten any Town employee, 
representative, official or violate Town policy may result in disciplinary action. 
 
Employees and representative for the Town shall NEVER post or disclose any 
confidential information of the Town, Town employees, members of Council, members 
of the community, or other individuals or entity obtained in the capacity as an employee, 
contractor or volunteer.   
 
Employees and representatives for the Town shall not imply authorization to speak as a 
representative of the Town.  Employees MUST be explicitly clear about who the 
employee is representing and take responsibility for ensuring that any reference to the 
Town of Kelvington is factually correct and does not breach privacy and confidentiality 
requirements. 
 
Employees and representatives for the Town shall not use or provide photographs or 
other images of Town in a manner which might imply representation of the Town, 
without the prior written permission of the CAO 
 
Council or Town decisions and opinions which are not made public are considered 
confidential, thus Employees shall not discuss or publish these decisions and/or 
opinions on any Social media channel. 
 
COMPLIANCE 
 
Violation of this policy may result in disciplinary action up to and including termination of 
employment or position. 
 
Violation of this policy may result in disqualification of Members of Council in 
accordance with the The Municipalities Act, Part VIII 
 
Name of employee:___________________________________________ 

Employee Signature:__________________________________________ 

Date Signed:_______________________________________ 

Witness Printed Name:_______________________________ 

Witness Signature: __________________________________ 



 

 


