Administrative
Procedure 400.124

Digital Social Networking Guidelines

September 2023

Background

The Division recognizes that the use of electronic social media by staff is a viable means
to engage colleagues, parents/guardians, children and students in the enhancement of
learning and management of the workplace. The Division is committed to supporting the
use of digital social networking by staff to interact knowledgeably and responsibly for
instructional and professional development purposes.

The Division recognizes that parents/guardians entrust educators with the duty to
educate their children, and the use of the Internet and digital social networking has the
potential to affect that trust.

The Division also recognizes that digital social networking plays an important role in the
day—to—day workplace activities of all Division staff.

Definitions

Digital Social Networking refers to the electronic access and utilization of platforms like
blogs, personal websites, wikis, social media sites such as Facebook, Twitter, Instagram,
and messaging apps, as well as video and image-sharing platforms, and other
interactive online spaces.

Procedures

1. Unless granted written permission by a Principal or supervisor, staff are prohibited
from using digital social networking sites to represent a school, department, or the
Division.

2. If a social media user is identified, directly or indirectly, as a Division employee
without written permission, their profile or post must clearly state that they do not
represent the views of a school, department, or the Division.

3. Division staff must not disclose confidential information or images regarding
children, students, staff, or school records without written consent.

4. Division staff must refrain from using digital social media to defame the Division,
individuals within the school community, or fellow employees.

5. Division staff should avoid engaging in online behavior or comments that could
negatively impact the reputation of a school or the Division.

6. Staff may face disciplinary action if their social media activity, whether personal or
work-related, disrupts the school or Division environment or affects their ability to
perform duties.
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7. The use of Division or school logos requires prior permission from the Principal or
supervisor.

8. Staff participating in online social media groups for academic purposes must use
their real names. Pseudonyms may be used for instructional or promotional
activities with permission.

9. Staff should ensure that their online comments align with Division values and
comply with employment contracts and Board policies.

10.Posting or promoting defamatory, pornographic, proprietary, harassing, or
disruptive content may result in disciplinary action.

11. Staff must respect copyright laws when posting content on social media.

12.Compliance with Protection of Privacy Act (POPA) and Copyright Act is required
for all online postings.

13. Principals will advise staff that online interactions with children/students must be
related to coursework or school-sanctioned activities.

14.Principals will only approve supervised and monitored school-based social media

groups.

15.School groups must have at least two staff members with administrative
privileges.

16. Principals will remind staff participating in school groups that professional ethics
apply online.

17.Supervisors will inform staff that online interactions must be work-related.

18. Supervisors will approve and supervise workplace-based social media groups.

19.Workplace groups must have at least two staff members with administrative
privileges.

20. Supervisors will remind staff to uphold ethical standards to protect the Division's
image.

21.Division staff should not initiate or accept online “friend” connections with children
or students unless part of a school-sanctioned activity and monitored by staff.

Reference:  Teaching Profession Act
Protection of Privacy Act (POPA)
Copyright Act
Criminal Code (Federal Legislation)
Policy 1 Division Foundational Statements
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