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College Social Media Official Account Use 

OPERATIONAL POLICY STATEMENT

Yavapai College (YC) recognizes the importance and benefits of communicating through social 
media to our constituents. Social networks and other online media are great tools for 
engagement and two-way communication, but there is the potential for significant issues 
associated with inappropriate use. The standards in this operational policy should be seen as
supplementing, and not in lieu of, other College operational policies and applicable laws.

This operational policy is intended for all employees who manage or contribute to official
College-owned social media channels. This operational policy applies only to the aforementioned
individuals when they are posting on such official sites and/or when they otherwise speak as an 
authorized representative of the College. These official channels speak on behalf of YC and have 
oversight by College employees. These channels include, but are not limited to the following: 
district-wide official channels, athletics channels, and department channels. Social media channels 
can include blogs, wikis, social networks, and other related media. It does not apply to other 
social media communications that such individuals may use personally so long as such 
communications do not indicate that the individual is speaking on behalf of Yavapai College. 

All official College-owned social media channels/accounts must grant administrator access to the 
YC Marketing Department. 

Privacy 

• Do not post anything to an official social media channel that should not be shared
publicly.

• Do not post any confidential information (reference Confidentiality Operational
Policy 2.47).

Responsibility 
Use of social media on an official Yavapai College channel must be managed responsibly 
because it reflects on the college and its constituents. 

• In the event of an emergency or crisis situation, administrators of official college-owned
accounts will share only official information provided by the main YC social media accounts
and that is shared in official college messages.

• Before posting or sharing content, such content must be accurate and reflect the College’s
position.



• If you unintentionally post something online that is incorrect, correct it visibly and publicly
as quickly as possible.

• Employees must never create fake social media accounts or share false or misleading
information through an official college-owned account.

• Social media should not be used for any private business or financial transactions including
revenue from advertising, nor should any employee realize any personal monetary profit
from college-owned social media.

Transparency 
Content shared via official YC social media channels, as well as pages or accounts that these 
channels ‘like’ or ‘follow’, should reflect the mission and values of Yavapai College. Collegeowned 
accounts should refrain from posting content and liking or following users or pages that 
reflect personal interests or that may be in conflict with the College’s mission and values. 

College-owned social media account administrators should encourage engagement and 
interaction with and among followers; however, they should remove content that is spam, 
commercial, obscene, harassing or potentially libelous. 

If possible, college-owned accounts should post this disclaimer: “Third-party posts to this 
account do not imply endorsement of that content by Yavapai College. We reserve the right to 
remove content that is spam, commercial, obscene, harassing, and/or derogatory. 

Operational Policy Enforcement
Engaging in any activity that violates this operational policy can result in the loss of access
privileges or other discipline. 
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