Staff should respond to questions in a timely fashion, when appropriate. Social media
administrators should use honest, respectful and professional demeanor in communications,
understanding that the account is the face of the districtDistrict.

Use accuracy in all responses to comments or messages and post only relevant information.
Never-offerStaff should refrain from offering personal opinions;-enty-facts-and-views

consistent-with-the-district's-messaging. Not all comments require a response.

Answering appropriate questions will be done transparently in full public view, not just to the
user who asked a question. —Net—aﬂ—qaestlens—mast—be—answered—bm—these—deemed

inaccurate mformatlon Records from all distrietDistrict-run accounts must be made available

in response to a public records request.

Should a public records request be made, Communications staff will work with the District
Record’s office to locate and copy the requested material. Additionally, all District social
media accounts are monitored and archived, including user comments, posts and edited
material. Users should have no expectation of privacy. Users should further be aware that
the District’s archiving includes both the posted version of the comment as well as all
metadata, including original version which are later edited or deleted.
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