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Social Media Policy & Guidelines
Our district’s social media presence plays an essential role in connecting with our community, sharing important updates, and celebrating student and staff success. The following guidelines outline expectations for managing and contributing to district-sponsored social media accounts.

1. Process for Posting Content
To ensure accuracy, consistency, and alignment with district priorities:
· All content must be reviewed and approved by designated district or building-level administrators before posting.
· Staff submitting content should include:
· A clear description of the post
· Any accompanying images/videos (with proper permissions)
· Relevant dates, links, or calls to action
· Time-sensitive posts (e.g., closures, emergencies) may be fast-tracked through administrative approval.
· Posts should be scheduled strategically to maintain consistent engagement and avoid over posting.

2. Existing Communication Channels
Our district communicates through multiple platforms, including:
· District website
· Email newsletters
· Phone/text alert systems
· Printed materials (flyers, mailers)
· School events and meetings
How Social Media Connects:
· Social media amplifies and reinforces messages shared through these channels.
· Posts should link back to official sources (e.g., website) for complete information.
· Major announcements should originate from primary channels and be supported by social media for broader reach.

3. Audience Identification
Current Audiences:
· Students
· Parents and guardians
· Staff
· Local community members

Future/Expanded Audiences:
· Prospective families
· Alumni
· Community partners and local organizations
Content should be inclusive, accessible, and designed to engage both current and future stakeholders.

4. Content Guidelines & Ground Rules
✅ Do:
· Share content that supports the district’s mission to inform, engage, and celebrate.
· Align all posts with established district messaging goals.
· Maintain a consistent visual and written brand style across all platforms.
· Use approved logos, colors, and design standards for graphics and media.
· Highlight achievements, events, opportunities, and important updates.
· If needed – respond to negative feedback with consistent language “Columbia CD appreciates your feedback and would invite you to come talk to us in our office or call us to answer your questions or concerns.” 
🚫 Do Not:
· Share or post personal or confidential information about students, staff, or families.
· Express personal opinions that do not reflect the district as a whole.
· Post unverified or unofficial information.
**Failure to comply with the above rules may result in being removed from social media duties, verbal or written warnings, and does not rule out termination.  

5. Branding & Style Consistency
· Follow district-approved branding guidelines for all posts.
· Ensure consistency in tone, voice, and visual presentation.
· Use high-quality images and clear, professional language.
· Maintain a positive, respectful, and inclusive voice in all communications.

By following these guidelines, we ensure that our district’s social media presence remains professional, trustworthy, and aligned with our mission to serve and engage our community.
Together, we tell our story—clearly, consistently, and responsibly.

