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Social media shoult*hever be used in a way that violates any other NCCC policy or
employee obligation. If an employee’s social media activity would violate any of NCCC’s
policies in another forum, it will also violate them in an online forum. For example,
employees are prohibited from using social media to:
 Violate NCCC’s NCCCnet Computer Usage Policy section 6.1 of the College Policy
Manual found at: http://www.niagaracc.suny.edu/pdf/oittNCCCnet-policy.pdf.
 Violate our Information Security Policy section 6.2 of the College Policy Manual found
at. http://www.niagaracc.suny.edu/pdf/oit/NCCCInformationSecurityPolicy.pdf.

| es that might apply to social media use remain in full force
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« Engage in unlawful harassment which our policies can be found in the policy manual in
sections 2.12, 2.14, 2.17, 2.19, 6.1 at: http://www.niagaracc.suny.edu/pdf/policy-
manual.pdf.

» Circumvent policies prohibiting unlawful discrimination against current employees or
applicants for employment

+ Violate NCCC'’s privacy policies can be found in the policy manual sections 2.6, 4.3.

+ Violate any other laws or ethical standards (for example, never use social media in a
false or misleading way, such as by claiming to be someone other than yourself or by
creating an artificial “buzz” around the College).
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elete such copies from time to time without notice.

Business Use of Social media

The Public Relations Department maintains the official “Niagara County
Community College” presence on various social media websites, including Facebook,
YouTube and Twitter, communicating directly with and receiving instant feedback from




online communities that include students, faculty, staff, alumni, prospective students,
families, fans and others. The Public Relations Department also maintains a list of all social
media sites used by NCCC.

If you are required to use social media as part of your job duties, for NCCC’s
marketing, public relations, recruitment, corporate communications, or other business
purposes, you should understand that you are responsible for following all normal
expectations for professional behavior as a representative of the College. If your job duties
require you to speak on behalf of NCCC in a social media environment, you must still seek
approval for such communication from your supervisor who %/,// require you to receive
training before you do so and impose certain requireme ///,«. restrictions regarding your
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Guidelines for Emplo// esponsmle Use of Social media

The above material covers specific rules, policies, and contractual obligations that
employees must follow in using social media, business purposes, in consideration of their
employment and subject to discipline for violations. The following sections of the policy
provide employees with common sense guidelines and recommendations for using social
media responsibly and safely, in the best interests of NCCC. These guidelines reflect the
“duty of loyalty” all employees owe their employers, and are intended to add to, not
contradict, limit, or replace, applicable mandatory rules, policies, legal requirements, legal
prohibitions, and contractual obligations.



1. Pr_‘otect NCCC’s Goodwill, Brands, and Business Reputation.

You are responsible for what you communicate in social media. Remember that
what you publish might be available to be read by the masses (including the College itself,
future employers, and social acquaintances) for a long time. Keep this in mind before you
post content.

Make it clear in your social media activity that you are speaking on your own behalf.
Write in the first person and use your personal email address when communicating
via social media.
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» Requirements for licefiSes or other permissions allowing use by the site owner and

other third parties of the company’s trademarks or other intellectual property.
« Privacy rights and responsibilities of the site owner and users.

3. Respect Others.

In addition to complying with NCCC’s mandatory anti-harassment and anti-
discrimination policies, do not do anything that NCCC's students, business partners,
suppliers, or vendors would find offensive, including ethnic slurs, sexist comments,



discriminatory comments, profanity, abusive language, or obscenity, or that is maliciously
false.

Supervisors should refrain from trying to connect with their direct reports on social
media sites (for example, making friend requests on Facebook). However, direct reports
may request connections with supervisors. Neither supervisors nor direct reports should feel
pressured to accept any social media requests from anyone at NCCC.
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