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Electronic Communications / Social Media 

 
The Ocosta School District Board of Directors recognizes that social media offers new and exciting 
opportunities to express creativity, share knowledge, build a sense of belonging and community, and 
engage in ongoing conversations with students, faculty, staff, alumni, parents, colleagues and friends 
about common interests.  At the same time, employee social media can impact the school community and 
may in some instances disrupt the Ocosta School District’s (“District”) educational mission.  The District 
encourages employees to consider the impact of social media on the school community.  The District also 
recognizes that school employees have the constitutionally protected right to speak freely as private 
citizens on matters of public concern, unless the employee’s causes or can reasonably be expected to 
cause a substantial disruption to school operations. This procedure is intended to provide guidance to 
school employees about social media use. 
 
Use of Personal Devices 
 
Staff may possess and use personal electronic devices on District property, in District facilities or while 
attending a District-sponsored activity, subject to the following limitations and consistent with any other 
rules as may be or as have been established: 
 
A. Staff should not use personal electronic devices in a manner that interferes with their job duties. 
B. Staff should silence personal electronic devises while on duty, when such device is not used for 

District-related business. 
C. Staff should not use personal electronic devices to audio or video record students, unless there is 

a legitimate educational or disciplinary purpose. If questions exist as to what is a legitimate 
educational or disciplinary purpose, staff should consult with an appropriate administrator. Photos 
and recordings of students will follow District policy and appropriate laws. 

 
Communication with Students and the School Community 
 
A. Use of Personal Communication Devices to Communicate with Students 

 
1. Communication with students using personal electronic devices should be handled 

judiciously.  If necessary, such communication will be appropriate, professional, and 
serve a legitimate educational purpose. 

2. If communicating with students electronically regarding school-related matters, staff 
should use District e-mail or utilize available applications that allow for appropriate and 
transparent communication (e.g. Remind, Class Pager).  Exceptions to these restrictions 
may be made for emergency reasons. 
 

B. Professional Social Media Sites 
 

1. A Social Media Account Registration Form must be completed by the 
advisor/coach/administration and submitted to the Business Office before the site can be 
created.   The application can be obtained at the District Office and/or the OSD webpage.  
The application will then be reviewed and approved by the OSD Social Media 
Administrator before the site can be created. 

2. A copy of instructions on how to set up an “official” media site will be handed out to the 
advisor/coach/administration along with a copy of approved security settings. 

3. The content on a social media site will be monitored and approved by the 
advisor/coach/administration. 
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4. Employees shall not maintain “unofficial” or non-approved sites.  The OSD Social Media 
Administrator or designee will, with assistance of the Superintendent, request that 
employees remove any such site and failure to comply could be subject to additional 
discipline. 

5. Sites must have clearly expressed and publicized “Terms of Use”. Those terms and rules 
will be provided by the Business Office upon approval. 

6. Professional social media sites should be designed to address reasonable instructional, 
educational, or extra-curricular program matters; remembering what is published on the 
site will reflect on the school, club, team and the Ocosta School District.  Personal 
opinions should not be expressed on official sites.  The goals of social media should be 
to provide information and support the community. 

7. Goals of Social Media Sites 
a. Provide information. 
b. Support community engagement and outreach. 
c. Support marketing and promotional campaigns. 
d. Frame the public conversation around the Ocosta School District. 
e. Assist with recruitments efforts. 

8. Child protection, privacy, data protection, libel defamation, harassment, and copyright 
laws apply to professional social media posts. Permission should be sought from the 
relevant people before citing or referencing their work or referencing service providers, 
partner or other agencies. 

9. The OSD Social Media Administrator or designee may monitor in-district approved, 
professional social media sites to protect the school community, and shall maintain a log 
of reported non-compliant communications and report it to the Superintendent for further 
actions. 

 
C.  Moderation of Third-Party Content 
  

The district does not necessarily endorse, support, sanction, encourage, verify or agree with third-
party comments, messages, posts, opinions, advertisements, videos, promoted content, external 
hyperlinks, linked websites (or the information, products or services contained therein), 
statements, commercial products, processes or services posted on any Social Media Site. 
 
The district social media site serves as a limited public forum and all content published is subject 
to preservation and disclosure in accordance with WA State Public Records laws.  User-
generated posts may be rejected or removed when the content includes any of the following: 
 

1. Incitement of violence or violent behavior, 
2. Defamation or spread of information, 
3. Copyrighted or commercial material, 
4. Fraudulent material or accusations, or 
5. Obscene or illegal material. 

 
We do not allow information intended to compromise the safety or security of the public or public 
systems.  You participate at your own risk, taking personal responsibility for your comments, your 
username, and any information provided. 

 
D. Retention 

 
Social media sites are subject to Washington State Public Records laws.  Any content produced 
or maintained on a school social media site, including communication posted by the district and 
communication received from citizens, is a public record. 
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The Ocosta School District shall preserve records pursuant to the relevant records retention 
schedule in a format that preserves the integrity of the original record and is easily producible.  
Furthermore, retention of social media records shall fulfill the following requirements: 
 

1. Social media records are captured in a continuous, automated fashion throughout the 
day to minimize a potential loss of data due to deletion and/or changes on the social 
networking site. 

2.  Social media records are maintained in an authentic format (i.e. ideally the native 
technical format provided by the social network, such as XML or JSON) along with 
complete metadata. 

3. Social media records are archived in a system that preserves the context of 
communications, including conversation threads and rich media, to ensure completeness 
and availability of relevant information when records are accessed. 

4. Social media records are indexed based on specific criteria such as date, content type, 
and keywords to ensure that records can be quickly located and produced in an 
appropriate format for distribution (e.g. PDF). 

5. Each employee who administers one or more social networking sites on behalf of the 
district has self-service, read-only access to search and produce relevant social media 
records to fulfill public information and legal discovery requests as needed. 

 
The District utilizes an automated archiving solution provided by ArchiveSocial to comply with 
applicable public records law and fulfill the above record retention requirements.  The District 
archive is available at www.ArchiveSocial.com. 
 

E.  Employee Personal Social Media 
 

1. The lines between public and private, personal and professional can be blurred in the 
digital world. Material that employees post on social media that is publicly available to the 
school community must not substantially disrupt the school’s educational operations or 
impair the employee’s ability to perform his or her job duties. Employees should be 
mindful of the impact that speech on social media may have on students, parents, 
colleagues, and other members of the school community. 

2. The District does not affirmatively monitor employee use of social media. District 
administrators or their designees may view and monitor an employee’s public social 
media activity at any time. 

 
 
Cross References:  Board Policy 2022 
    Board Procedure 2022P 
    Board Policy 3421 
    Board Procedure 3421P 




