












































































































 

 

                 
CITY OF CALEXICO  

SOCIAL MEDIA POLICY 
 

Dated 4/1/2016 
 
PURPOSE: The Social Media Policy (“Policy”) establishes guidelines for authorized City 
employees and contractors who interact with the public of the City of Calexico (“City”) 
through any and all City Social Media Sites as a means of conveying information to the 
public. The Policy applies to any and all active City social media platforms including, but 
not limited to, Facebook, Twitter, LinkedIn, Instagram, NextDoor and YouTube.  
 
Social media fosters a culture of greater civic engagement. The City encourages the use 
of social media to modernize the way residents communicate and obtain information, to 
reach a broader audience, and to further the mission and goals of the City.  
 
APPLICABILITY: The Policy applies to employees, contractors, and volunteers, who, in 
their official capacities and as part of their job responsibilities and requirements, are 
authorized to speak on behalf of the City.  All authorized employees shall review, be 
familiar with, and comply with the Policy.  
 
POLICY: 
 
1.0 General Information 
 
1.1 The City’s official website (www.calexico.ca.gov) as well as other City-affiliated 

websites shall be the City’s primary and predominant Internet presence. 
  

1.2 Information posted on City Social Media Sites will supplement, and not replace, 
required notices and standard methods of communication.  
 

1.3 Information posted to City Social Media Sites becomes public information and there 
should be no expectation of privacy in regards to the information posted on these 
sites. 
 

1.4 The City shall have full permission or rights to any content posted by visitors to City 
Social Media Sites, including photographs and videos.  
 

1.5 City Social Media Sites are subject to the California Public Records Act. Any 
content maintained on a City Social Media Site that is related to City business, 
including a list of subscribers, posted communication and communication submitted 
for posting, may be considered a public record, subject to public disclosure, and 
subject to the City’s document retention schedule.  
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1.6 Information in City records may be confidential, or subject to privileges or 
exemptions under the California Public Records Act, City ordinances, or state or 
federal laws. Confidential information or information exempt from disclosure under 
the California Public Records Act shall not be conveyed through social media 
platforms. Examples include, but are not limited to: 

 
 Attorney-client privileged information; 
 Records concerning pending litigation; and 
 Personal identifying information on individuals and City employees (e.g. home 

addresses, phone numbers, medical and confidential employment information).  
 
1.7 City Social Media Sites shall comply with all appropriate City policies and standards 

including, but not limited to Computer and Telecommunications Equipment Use 
Policy, Electronic Communication Usage and Retention Policy, and Harassment 
Policy.  

 
2.0 Employee Use and Management 
 
2. 1 Employees authorized to utilize City Social Media Sites must comply with applicable 

federal, state, and local laws, regulations, and policies. This includes adherence to 
established laws and policies regarding copyright, records retention, the California 
Public Records Act, the First Amendment to the United States Constitution, and 
privacy laws. 

 
2.2 The City Manager or his or her designee will manage and oversee City Social 

Media Sites to ensure adherence to the Policy, including appropriate use and 
messaging, and branding that is consistent with the goals and objectives of the City.   

 
2.3 The City Manager or his or her designee will maintain a list of all City Social Media 

Sites, including account login and password information, to allow for the immediate 
alteration or removal of content that is inappropriate or inconsistent with this Policy.  

 
2.4 Any City staff member to find content that is potentially inappropriate or inconsistent 

with this Policy on a City Social Media Site will notify his or her supervisor and the 
City Social Media Site’s Administrator.  The Administrator will consult the City 
Manager and/or the City Attorney for direction on further handling of the potentially 
inappropriate or inconsistent content to ensure compliance with free speech rights 
protected by the First Amendment to the United States Constitution.  

 
3.0 Definitions 
 

For the purpose of this Policy, the following terms are defined as provided below: 
 

 Social Media Sites:  Content created by individuals, using accessible, 
expandable, and upgradable publishing technologies through the Internet. 
Examples of social media sites include, but are not limited to, Facebook, Twitter, 
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YouTube, LinkedIn, Instagram, Flickr, Foursquare, NextDoor, RSS, Blogs, and 
Pinterest. 

 
 City Social Media Sites: City Social Media Sites are webpages which the City 

establishes and maintains, and over which it has control over all postings, 
except for advertisements or hyperlinks by the social media site’s owners, 
vendors, or partners. 

 
 Administrators:  Authorized users who manage content on City Social Media 

Sites as well as review content posted to the site by the public. 
 
 Posts or Postings: A message, announcement, picture, video, or any other form 

of communication posted on City Social Media Sites. 
 
4.0 Procedures to Create or Delete City Social Media Sites 
 

Departments must obtain approval from the City Manager or his or her designee prior to 
creating or deleting a City Social Media Site by submitting a Social Media Request Form 
(attached hereto as Appendix “A”).  Upon approval to create a new City Social Media Site, 
the department may create the site which shall bear the name and/or official logo of the 
City or its respective program. 
 
City Social Media Sites shall use City contact information, not personal information, for 
account set-up, monitoring, and access. City Social Media Sites created or established 
prior to adoption of this Policy may be exempt from this provision.  
 
Each Department shall have designated staff to maintain and monitor the City Social 
Media Site and ensure that the content is accurate and current. Departments should 
consider the need and value of the site. Since social media sites generally lose the interest 
of their audiences when not updated regularly, staff should calculate the time and effort it 
will take to maintain a site so that visitors continue to find value over time.  
 
5.0 City-Posted Information on City Social Media Sites 

 
Guidelines 

 
 Employees are representatives of the City and must conduct all communications 

on City Social Media Sites in a professional manner.  
 

 Employees shall not express personal views or concerns. Postings shall reflect 
the views of the City.  

 
 The City’s official website (www.calexico.ca.gov) is the primary source of 

information for City-related information and news. Wherever possible, content 
posted on City Social Media Sites will also be available on the City’s website. 
Content posted on City Social Media Sites should contain links directing users 
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back to the City’s website for in-depth information, forms, documents, or online 
services necessary to conduct business with the City.  

 
 Information posted to City Social Media Sites must be factual, concise, 

grammatically correct, and without error.  
 
 Information posted to City Social Media Sites must: 

o Directly pertain to City-sponsored programs, services and events. 
o Present the City in a positive light and a professional manner. 
o Contain information that is freely available to the public and not 

confidential as defined by any City policy or local, state or federal law;  
o Comply with all local, state, and federal laws. 
o Not contain any personal information. 
o Not include content that is contrary or detrimental to the City’s mission, 

values, image, and interests. 
o Not contain religious messages or advocate or promote religious beliefs. 
o Not contain content in support of, or in opposition to, any political 

campaign, candidate, or ballot measure. 
o Not contain profane language or content.  
o Not contain sexual content or links to sexual content. 
o Not contain content that promotes, fosters or perpetrates discrimination 

on the basis of race, color, creed, sex, gender, age, religion, national 
origin or ancestry, physical or mental disability, veteran status, parentage, 
marital status, status with regard to public assistance, medical condition, 
sexual identity, sexual orientation, as well as any other category 
protected by federal, state, or local laws.  

o Not contain solicitations of commerce or advertisement of any business, 
product, or commercial activity.  

 
 City Social Media Sites shall not contain photos and videos that display 

undesirable expressions or poses. A parent or guardian of identifiable minor(s) 
under 18 years of age must sign a release prior to posting of a photo or video of 
that minor, unless the photo or video was taken during a public event or 
program when no reasonable expectation of privacy exists. 
 

 City Social Media S ites shall be managed consistent with the Ralph M. Brown 
Act. Members of the City Council, City Commissions, or City Boards shall not 
use City Social Media Sites or other social media sites to engage in serial 
meetings, or otherwise discuss, deliberate, or express opinions on any issue 
within their subject matter jurisdiction. 

 
6.0 External Comments and Posts on City Social Media Sites 
 
Guidelines 
 

 Posted content (including comments, photos, and links) on City Social Media 
Sites must be related to the topic originally posted by the City. 
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 Posts or comments containing any of the following inappropriate forms of 

content are not permitted and may be removed from City Social Media Sites: 
 

o Content in support of, or in opposition to, any political campaign, 
candidate, or ballot measure. 

o Profane, obscene, or pornographic language or content or links to such 
language or content. 

o Solicitations of commerce, including but not limited to advertising of any 
business, product, or commercial activity. 

o Content that conducts or encourages illegal activity. 
o Information that is illegal to disseminate or that might compromise the 

safety or security of the public or public systems. 
o Content that violates a legal ownership interest, such as a copyright or 

trademark, of another party. 
o Defamatory statements. 
o Threats of violence or injury to any person, property, or organization. 
o Content that violates any federal, state or local law. 
o Content that promotes, fosters, or perpetuates discrimination on the basis 

of race, color, creed, sex, gender, age, religion, national origin or 
ancestry, physical or mental disability, veteran status, parentage, marital 
status, status with regard to public assistance, medical condition, sexual 
identity, sexual orientation, as well as any other category protected by 
federal, state, or local laws.  

 
7.0 City Social Media Site Requirements  

 
All City Social Media Sites shall include the following information:  
 

 City Social Media Sites shall contain contact information and a hyperlink to the 
City’s official website (www.calexico.ca.gov) or other City-affiliated websites.  

 
 A link to the City’s Social Media Policy, which notifies users and visitors of the 

City’s public comment and messaging standards. The Policy that is available to 
the public states the following:  

 
The intended purpose of a City Social Media Site is to serve as a 
mechanism for communication between the City of Calexico and 
members of the public.  A social media site is not the primary method 
of communication with the City, and any notices or requests for City 
services must be made via official communication methods identified 
on the City’s website (www.calexico.ca.gov), or by traditional 
methods of notification recognized by the City. No comments or 
posts on a City Social Media Site will be construed as providing 
notice to the City of any claim, deficiency, dangerous condition, 
request, or other matter.   
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Comments posted by members of the public on a City Social Media 
Site are the opinions of the commenter, and publication of comments 
does not imply endorsement of or agreement by the City, nor do such 
comments necessarily reflect the opinions or policies of the City.  
 
Comments posted to a City Social Media Site will be monitored. The 
City reserves the right to remove any comment that is deemed in 
violation of the City’s Social Media Policy, or any applicable law, 
including but not limited to any comment that contains profane, 
obscene, or pornographic language or content; threatens or defames 
any person or organization; supports or opposes political candidates, 
campaigns, or ballot measures; promotes illegal activity; violates 
federal, state, or local laws; promotes discrimination on an unlawful 
basis; or discusses topics not related to the particular issue or subject 
discussed on a City Social Media Site. The City reserves the right to 
remove articles, messages, posts, comments, images, photos, 
videos or other content containing any of the following as soon as 
possible: 
 
 Comments not topically related to the particular article or post 

being commented on.  
 Comments in support of or opposition to political campaigns, 

political candidates, or ballot measures. 
 Profane language or content. 
 Content that promotes, fosters, or perpetuates discrimination on 

the basis of race, color, creed, sex, gender, age, religion, national 
origin or ancestry, physical or mental disability, veteran status, 
parentage, marital status, status with regard to public assistance, 
medical condition, sexual identity, sexual orientation, as well as 
any other category protected by federal, state, or local laws.  

 Sexual content or links to sexual content. 
 Solicitations of commerce or advertisement of business, product, 

or commercial activity. 
 Conduct or encouragement of illegal activity. 
 Information that may tend to compromise the safety or security of 

the public or public systems. 
 Content that violates a legal ownership interest of any other party. 
 
The City disclaims any and all responsibility and liability for any 
materials that the City deems inappropriate for posting which cannot 
be removed in an expeditious and otherwise timely manner.  
 
Any comments or content posted or submitted on a City Social Media 
Site or personal identifying information for the site’s users and 
visitors may be public records subject to disclosure pursuant to 
Government Code section 6250 et seq. Public disclosure requests 
must be directed to the City Clerk’s office.  
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8.0 City Social Media Site Best Practices 
 
City staff must adhere to this Policy as well as the aforementioned Policy that is available 
to the public on all City Social Media Sites. In addition, this Policy also provides best 
practices to help employees address the challenges while maximizing the benefits of 
social media.  
 

 Be transparent and truthful. 
 Be timely. Review the sites at least once a day to ensure that comments and 

content are current and accurate. Respond promptly to questions and requests 
for information. 

 Be cautious. Ensure efforts are transparent but that they do not violate the City’s 
privacy, confidentiality, and legal guidelines.  

 Perception trumps reality. In online social networks, the lines between public 
and private, as well as personal and professional are blurred. By identifying 
yourself as a City employee, you are automatically creating perceptions about 
the City and your expertise. Use this perception wisely and for the benefit of the 
City. 

 Be judicious. Use good judgment in responding to a post. Engaging any person 
posting in an argumentative or offensive manner should be avoided. If such a 
comment warrants a response, take the conversation offline.  

 Utilize visuals to capture audience attention. This may include graphics, images, 
photos, and videos.  

 Avoid technical terms and government jargon. Use more casual, conversational 
language that is easy to understand with correct spelling, grammar, and 
punctuation.  

 Redirect users to the City’s official website or City-affiliated websites for 
information or details, where possible. 

 
 
Authority 
 
This Social Media Policy is adopted by authority of the City Manager. 
 
 
____________________________   ________________ 
Nick Fenley, Interim City Manager   Date 
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Date:  
 
SECTION 1: 
 
Submitted By (Name/Dept.) 

 
Activate/De-Activate (Check One. If you are deactivating, please complete Section One only): 

 Facebook   Twitter   YouTube 
 Instagram   LinkedIn   Instagram 
 Other  
 
Account Login 
 
Account Password 
 
SECTION 2: 

 
 Goals and Objectives 
 
 
 
 
 
 
 
 
 
 
Intended Audience 
 
 
 
Designated Administrator(s) 
 
 
 
 
 
 
 City Manager Approved   
 Denied - Reason:  
 

Social Media Site Request 
 

 

 

Appendix A 

Primary Administrator 
(name and title) 

 

Secondary Administrator 
(name and title) 

 
















































