SOCIAL MEDIA

While the City encourages its employees to enjoy and make good use of their off-duty time, certain
activities on the part of employees may become a problem if they have the effect of impairing the
work of any employee; harassing, demeaning, or creating a hostile work environment for any
employee; disrupting the smooth and orderly flow of work within the City; or harming the goodwill
and reputation of the City in the community at large. In the area of social media (print, broadcast,
digital, and online), employees may use such media in any way they choose during non-working hours
as long as such use does not produce the adverse consequences noted above. For this reason, the City
reminds its employees that the following guidelines apply in their off-duty use of social media:

= Employees are strictly prohibited from publishing any personal information about
themselves, another employee of the City, or a customer in any public medium (print,
broadcast, digital, or online) that:
= has the potential or effect of involving the employee, his/her co-workers, or the City in
any kind of dispute or conflict with other employees or third parties.
= interferes with the work of any employee.
= creates a harassing, demeaning, or hostile working environment for any employee.
= disrupts the smooth and orderly flow of work within the office, or the delivery of services
to the City’s customers.
= harms the goodwill and reputation of the City among its customers or the community at
large.
= tends to place in doubt the reliability, trustworthiness, or sound judgment of the person
who is the subject of the information.
= reveals proprietary or confidential information.
= Should an employee decide to create a personal blog, the employee should be sure to
provide a clear disclaimer that the views expressed in the blog are the author’s alone and do
not represent the views of the City.
= Do not discuss the City’s customers, or finances without the City’s express written consent to
do so.
= Do not use any City logos or trademarks without prior written consent of the City.
= Do not make any unauthorized references of any kind to any former employees of the City
on social media sites.

An employee who violates this policy will be subject to disciplinary action, up to and including
termination of employment. The absence of explicit reference to a particular site does not limit the
extent of the application of this policy. If no policy or guideline exists, the City’s employees should
use their professional judgment and follow the most prudent course of action. If an employee is
uncertain, consult with their supervisor or the City Manager before proceeding.



