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STAFF PERSONAL USE OF SOCIAL MEDIA  

Purpose:                    
This policy addresses employees’ use of publicly available social media networks. The Glenburn School 
takes no position on employees’ decisions to participate in the use of social media networks for personal 
use on personal time. However, use of these media for personal use during school time is prohibited. In 
addition, employees must avoid posting any information or engaging in communications that violate 
state or federal laws or Glenburn School policies.  

The line between professional and personal relationships is blurred within a social media context.  

Employees shall not join or engage with current Glenburn School students (grades pre-k through grade 
8) in a social media context that exists outside those approved by the Glenburn School.  

When employees makes a choice to join or engage with family members of current students or fellow 
employees in a social media context that exists outside those approved by the Glenburn School, they are 
advised to maintain their professionalism as Glenburn School employees and have responsibility for 
addressing inappropriate behavior or activity on these networks, including requirements for mandated 
reporting.  

Definitions            
 A. Social Media is defined as any form of electronic communication (such as websites for social   
      networking and microblogging) through which users create online communities to share   
      information, ideas, personal messages, and other content (such as videos). 

 B. Public social media network is defined as any source available to the public or consumers   
      that does not fall within the Glenburn School’s electronic technologies network. 

 C. Approved password-protected social media tools are those that fall within the Glenburn   
      School’s electronic technologies network or that the Glenburn School has approved for   
     educational use. The Glenburn School has greater authority and responsibility to protect   
     minors from inappropriate content and can limit public access within this limited public   
     forum. 

Requirements                      
All Glenburn School employees are expected to serve as positive ambassadors for the Glenburn School 
and to remember they are role models to students in this community. Readers of social media networks 
may view the employee as a representative of the Glenburn School. Therefore, the Glenburn School 
requires employees to observe the following rules when referring to the Glenburn School, students, 
programs, activities, employees, volunteers, and communities on any social media networks:  

 A. An employee’s use of any social media network and an employee’s postings, displays, or   
      communications on any social media network must comply with all state and federal laws   
     and any applicable Glenburn School policies. Employees must be respectful and   
     professional in all communications (by word, image, or other means)    
       .     
     Employees shall not use obscene, profane, vulgar language, or images on any social media  
     network or engage in communications or conduct that is harassing, threatening, bullying,   
     libelous, or defamatory or that discusses or encourages any illegal activity or the      
     inappropriate use of alcohol, use of illegal drugs, sexual behavior, sexual harassment, or   
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     bullying. Employees should not use their Glenburn School email address for communications   
     on public social media networks that have not been approved by the Glenburn School      

     Employees must make clear that any views expressed are the employee’s alone and do not   
     necessarily reflect the views of the Glenburn School. Employees may not act as a   
     spokesperson for the Glenburn School except as authorized by the Superintendent or the   
     Superintendent’s designee.  

     When authorized as a spokesperson for the Glenburn School, employees must disclose their   
     employment relationship with the Glenburn School. Employees may not disclose information   
     on any social media network that is confidential or proprietary to the Glenburn School, its   
     students, or employees or that is protected by data privacy laws.  

     Employees may not use or post the Glenburn School logo on any social media network   
     without permission from the Superintendent, or designee.  

      Employees may not post images on any social media network of coworkers without the   
     coworkers’ consent.   

     Employees may not post images of students on any social media network without written   
     parental consent, except for images of students taken in the public arena, such as at sporting  
     events, fine arts, or public performances.          

     Employees may not tag or identify any students or coworkers who are pictured in public   
     arena photographs.           

     Employees may not post any nonpublic images of the Glenburn School premises and property, 
     including floor plans.  

 B. The Glenburn School recognizes that students or members of the public may create social   
      media representing students or groups within the Glenburn School. When employees,   
      including coaches/advisors, choose to join or engage with these social networking groups,   
      they do so as an employee of the Glenburn School. Employees have the responsibility for   
      maintaining appropriate employee-student relationships at all times and have responsibility   
      for addressing inappropriate behavior or activity on these networks. This includes acting to   
      protect the safety of minors online.  

 C. Employees who participate in social media networks may include information about their   
      work with the Glenburn School as part of their personal profile, as it would relate to a typical   
      social conversation.  

     This may include:  

  1. Work information included in a personal profile, such as name, job title, and       
          job duties.          
  2. Status updates regarding an employee’s own job promotion.    
  3. Personal participation in Glenburn School sponsored events, including volunteer  
      activities.  

 D. An employee is responsible for a social media network posting that fails to comply with   
      the rules and guidelines set forth in this policy may be subject to discipline, up to and   
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      including termination. Employees will be held responsible for the disclosure, whether   
      purposeful or inadvertent, of confidential or private information, information that violates  
      the privacy rights, or other rights of a third party, or the content of anything posted on any  
      social media network.  

Any device and/or account used for school business and/or communication may be searched and/or 
seized in the event of legal action against a school employee of the school itself. It is strongly 
recommended that employees conduct all school business and communication on school-owned devices 
and/or school assigned accounts. The same is true conversely, if any employee uses school devices for 
personal business and/or communication, the device and/or account may be searched or seized in the 
event that personal legal action is taken against the employee. 
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