
 

 

 

New-Wes-Valley Social Media Policy 
 

Purpose: 

 
The Town of New-Wes-Valley strives to maintain a positive image in the community, and has 
adopted this policy to ensure that employees are aware of their responsibility for maintaining 
this positive image as a representative when using social media. As an employee of the Town of 
New-Wes-Valley, everything you say or do in a social setting may connect back to the Town. 

 
Policy: 

 
 
1. The Town of New-Wes-Valley’s employees and volunteers who maintain personal social 

media pages are expected to comply with guidelines set out within this policy. Employees 
will be held accountable for what they write or post on social media or webpages. 
Inflammatory comments, unprofessional or disparaging remarks made about the Town, its 
employees, or vendors may result in disciplinary action up to and including termination.  

 

2. Town Employees shall follow the guidelines below when making posts, comments, or sharing 
information on any social media site, whether public or private. Town Employees shall conduct 
themselves professionally both on and off duty. Where a Town employee publicly associates 
with the Town’s issues and affairs, they must be aware that all materials associated with their 
page may also reflect on the Town of New-Wes-Valley. Inappropriate comments, photographs, 
links, or shares must be avoided where it reflects negatively on the Town of New-Wes-Valley. 
Posts regarding employees, or operations of the Town and involving the following will not be 
tolerated:  

 

• Proprietary and confidential Town information;  

• Discriminatory statements or comments of a harassing or bullying nature;  

• Inappropriate, defamatory, malicious or sarcastic statements;  

• Information about any of the daily operations of the Town of New-Wes-Valley; and 
any personally identifying information about any employee and their status as 
employees.  

 
3. Use of social media shall not conflict with any of the Town of New-Wes-Valley’s existing 
policies.  
 
4. Employees who use social media are prohibited from disseminating any private Town 
information therein, or any negative comments regarding the Town.  
 
 



 

 

 
 
 
5. Employees shall not use social media to disseminate information that may pertain to the 
Town ‐ Employee relationship.  
 
6. Employees are prohibited from using Town protected materials (copyright material, branding 
and/or logo(s)).  
 
7. Employees are prohibited from speaking on behalf of the Town of New-Wes-Valley, releasing 
confidential information, releasing news, or communicating as a representative of the 
organization without prior authorization to act as a designated Town representative.  
 
8. Employees are prohibited from using social media and personal email during regular working 
hours. Employees shall limit use to official break times or personal time only. The use of social 
media for personal reasons during working hours is a misappropriation of Town time and 
resources. Computer use including internet access and social media is monitored, to ensure 
that it does not harm user productivity or efficiency.  
 
9. Employees should be aware that customers/vendors/contractors/general public may show up 
on Town property using mobile devices that have the capacity to take photographs or make 
recordings. Employees should always represent the Town of New-Wes-Valley positively and 
professionally so negative images are not posted to social media sites of others.  
 
10. This policy is not intended to interfere with the private lives of employees or infringe on their 
right to freedom of speech. This policy is designed to ensure that the Town of New-Wes-Valley’s 
reputation, image and branding are maintained, and remain uncompromised by individuals who 
choose to become employees of the organization.  
 
11. Employees who use social media for work‐related purposes must do so at the direction of 
their supervisor and within the guidelines set forth by the Communications Dept.  
 
 
 
Approved:  Motion 22/452, September 20th, 2022 

 
 


