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1. Purpose
Gilbert Plains Municipality is committed to excellence in municipal management with a focus on accountability, transparency, efficiency, and customer service. As a result, the municipality strives to provide open access to information about is policies, procedures, services, initiatives, and happenings within the municipality. As social media applications are widely being utilized as a communication tool with the potential to provide the public with timely information, the municipality is establishing guidelines to engage in online discussions.
This policy establishes guidelines for the use of social media applications specifically so that the disbursement of timely and accurate information ensures:
· Transparency: Provide clear, factual information
· Respect: Treat all users with courtesy, even in challenging conversations
· Consistency: Communications reflect official municipal messaging and approved information
· Timeliness: Respond within reasonable timeframes
· Privacy & Confidentiality: Do not disclose personal, confidential, or sensitive information
2. Scope
Social media applications shall be executed following the same guidelines as other municipal communication. The following information shall be permitted:
· Municipal business and upcoming events and activities (council meeting information, recreational opportunities, job postings, municipal and other government bulletins, municipal office/department closures, etc)
· Public Health and Safety information (road closures, inclement weather, boil water advisories, etc)
· Economic development opportunities including new business profiles/introductions 
· Upcoming community events
3. General Guidelines
The CAO shall be the lead for the municipality’s communication strategies. The CAO will work collaboratively with staff to ensure that information published online regarding municipal business, policies, programs, services, etc is accurate, easy to understand and accessible in multiple formats. 
The municipality reserves the right to edit or remove content from social media sites that is deemed unsuitable, inappropriate, inaccurate, or in violation of this policy.
Staff will carefully consider messages to be posted to any social media site. Social media content generated by employees are records owned by the municipality and not the individual employee. In addition to being a record of the municipality, content maintained in a social media format that is related to municipal business is a public record and is subject to the rules of the Municipal Freedom of Information and Protection of Privacy Act. 
4. Unsuitable Content
The CAO Shall monitor all use of social media by employees for work purposes and will intervene to remove content that is deemed unsuitable. Content may be deemed unsuitable if it includes commercial endorsement or solicitation, personal political content, confidential information, objectionable material, discriminatory language, or violates the terms of this policy or other by-laws, policies or procedures of the Municipality. For the purpose of this Policy, the following definitions are provided to clarify the scope of what is considered unsuitable content: 
1. Commercial endorsement or solicitation includes endorsement by the municipality of one product or service over another, as well as statements requiring or requesting receipt of any product, service or assets for personal gain or use. 
1. Personal political content includes support of, or opposition of, political campaigns or matters before Municipal Council, personal comments or opinions about Municipal staff and/or elected officials as well as personal views about the municipal political process. 
1. Confidential information includes classified-as-confidential or proprietary records in the possession of the Municipality, as well as information about members of the public, municipal staff and elected officials. 
1. Objectionable material includes matter which may contain, but is not limited to, material promoting hate and/or violence, materials of pornographic, profane or sexually explicit nature. It also includes text that links to sexual or sexually explicit content, content that encourages illegal activity or contains information that may compromise the safety and security of the public or public systems or postings which violate a legal ownership interest of any party including interest in copyright and other intellectual property. 
1. Discriminatory language presents a discriminatory, demeaning or derogatory portrayal of individuals or groups or contains anything which, in light of generally prevailing community standards, is likely to cause deep or widespread offence. It is also language that promotes, fosters or perpetuates discrimination on the basis of race, creed, colour, age, religion, gender, marital status, family status, status with regards to public assistance, national origin, physical or mental disability or sexual orientation. 
5. Response to Public Inquires/Comments

Municipal Staff shall respond directly to comments and inquires that are generated by the public when a resident asks for clarification of municipal programs, services, processes or procedures, a comment contains misinformation, or the municipality is tagged in a relevant conversations requiring acknowledgment. Responses shall be timely and only provide accurate, straightforward information. 
No response shall be posted to instigate an argument, if comments are abusive, threatening, discriminatory, or violate guidelines, or if the topic includes ongoing litigation, personnel or confidential issues.

Response Time Expectations are as follows:
· General Inquires: Respond within 1-2 Business Days
· Service-Related Issues (water breaks, road closures, etc): Acknowledge within 4 hours during business house directing them to the proper reporting channel. 
· After-hours Inquiries: Respond the next business day unless involving urgent public safety concerns. 
When an inquiry requires detailed follow-up staff should redirect users to official channels such as:
· Municipal Website
· Phone or Email Contact
· In person meeting with appropriate personnel
6. Social Media in the Workplace
All employees authorized to maintain the Gilbert Plains Municipality Facebook page shall know and adhere to the Gilbert Plains Municipality Employee Code of Conduct, and other company policies when using social media in reference to the Municipality
Social Media in the workplace should only be used for the benefit of the Municipality.  When using the Gilbert Plains Municipality computer systems, use of social media for business purposes is allowed (ex. Facebook, Gilbert Plains Municipality website), but personal use of social media networks for personal blogging of online content is discouraged and could result in disciplinary action.
DISCLAIMER: 
The Municipality is not responsible for comments made by subscribers or members related to its social media applications and reserves the right to remove any content that is inappropriate for any reason and at any time. Third-party social media sites are private businesses with their own terms of service and privacy policies. The Municipality does not accept any responsibility for the operation of third-party social media sites and is unable to guarantee the privacy of individuals who access content provided to such sites by the Municipality.
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