Policy for Official Use of Social Media Sites
Public Comment Readiness Checklist
Overview
Provided that a business need is demonstrated, sufficient human and financial resources are available, and the Information Systems Department Chief Information Officer (CIO) or Information Systems Provider (ISP) approval is received, a Local Agency or Department may permit public comments on its social media sites.
1.   Business Need/Appropriate Use
Describe the immediate business need for featuring public comments. Describe the business process and communication plan for managing interactive conversations.

•
Document a clear and concise purpose

•
Describe the value to the department or local agency

•
Describe the value to the intended audience

•
Describe how the site will be actively maintained, utilizing identified best practices

•
Identify and designate site manager(s) and administrator(s)
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2.   Public Records Act Compliance
All social networking channels and entries shall clearly indicate that any articles and any other content posted or submitted for posting are subject to public disclosure. The Department/Local Agency has a plan and procedure to (1) respond to all requests for public records that may be made via their social media site and (2) to capture, record, and retain

all records, entries, posts and submissions. Describe procedures used to ensure public records act compliance.

3.   Public Comment Policy
All users and visitors to the Department’s or Local Agency’s social media site(s) shall be notified of the Comment Policy and related Terms of Use.  Online discussions shall be moderated by a designated person and postings that do not comply with the Comment Policy shall be promptly removed from public view. A procedure to moderate and remove inappropriate comment is in place, as described below, to administer the Comment Policy.

4.   Training/Risk Management
a.
Authorized administrators, posters or commentators have been trained in social media best practices, procedures and the requirements of the Social Media Policy, including, but not limited to, the Comment Policy.

b.    Human and financial resources have been identified to monitor discussions, respond to public records requests, and to obtain consultative services from the applicable Information Services Provider and County Counsel as necessary.
5.   The Department/Local Agency agrees to faithfully implement the foregoing procedures, the Social Media Policy, and all related policies:
Department/Local Agency
Department Head/General Manager
Date

6.   This Public Comment Readiness Checklist has been reviewed and approved by the
Information Systems Department CIO or Designee:
CIO/Designee
Date

