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GUIDELINES FOR SOCIAL MEDIA USE BY THE LIBRARY:

Peoria Public Library uses social media tools such as Facebook and X (formerly known as
Twitter) to communicate library news, events, and information to library patrons.

“Social Media” refers to community-created content sites like YouTube, Facebook, X and other
content sharing sites. It includes:

e Material created by the library and maintained by library employees
e Material created by library employees on sites hosted and created by the library
e Material created on other social media sites when acting as a library employee

Social media accounts for Peoria Public Library may only be created by the Manager of Public
Relations or an employee directed to create such accounts by the Manager of Public Relations
or Executive Director. Decisions regarding Peoria Public Library’s use of new social media
outlets are made by the Library Director and the Manager of Public Relations. Library branches,
departments, or employees may not create accounts on behalf of the Library on social media
sites.

Peoria Public Library welcomes posts and comments from others interested in engaging with
the Library. However, please be aware that our social media sites will be moderated by
designated library staff for compliance with this policy and are also subject to the third-party
host’s terms of use (i.e., Facebook, X, etc.). The posts and comments from others expressed on
these social media sites do not necessarily reflect the opinions of the Library.

Peoria Public Library reserves the right to remove any comments, photographs, links, or posts
that violate any of the following provisions of this policy:

e Posts containing obscenity, or sexual or pornographic content;



e Threats to any person;

e Posts that promote discrimination against specific individuals or groups on the basis of
race, age, religion, national origin, gender, or any other protected class;

e Spam or links to malware/viruses

e Promotion of any commercial activities not related to Library business;

e Content that violates a legal ownership interest (copyright or trademark)

e Conduct that violates any federal, state, or local law or encourages illegal activity;

¢ Comments that are not relevant to the original topic, and

e Content in support of or opposition to political campaigns or ballot measures.

The Peoria Public Library Executive Director or designated staff reserves the right to deny
access to any/all of our social media sites for any individual who repeatedly violates this policy
or applicable laws, at any time and without prior notice. Further, the Library reserves the right
to amend this policy at any time, without notice.

Users who enter private or personal information on the Library’s social media sites do so at
their own risk, and the Library is not responsible for any damages resulting from the public
display of, or failure to remove, private or personal information. Please be advised that content
or posts on Library social media sites that relate to Library business may be a public record
subject to disclosure under the Freedom of Information Act and retention under state records
retention laws.

GUIDELINES FOR SOCIAL MEDIA USE BY EMPLOYEES:

The Manager of Public Relations may designate authorized contributors to Library social media
sites based on individual employees’ job duties and abilities. The Executive Director and
Manager of Public Relations reserve the right to change the designation of authorized
contributors and to remove, edit or otherwise modify any posting to the Library’s social media
accounts in order to ensure a consistent and professional image.

When employees use Library social media, their behavior and content are not only a reflection
of the employee, but also of the Library. This policy complements the Peoria Public Library
Employee Policy Manual and, consistent with it, establishes that employees are responsible for
acting professionally, respectfully and honestly in their use of library social media.

Employees who are authorized to post on Library social media sites on behalf of Peoria Public
Library must follow the below guidelines:

e All existing library policies and employee behavior guidelines found in the Employee
Handbook extend to the online arena.



e Employees must always attempt to be honest and accurate when posting information or
news, and if they make a mistake, they should correct it upon discovery. Employees are
responsible for checking the accuracy of the information they post online. Employees
must be diligent in their research to ensure that their posts are factually correct and, if
appropriate, provide supporting sources.

When posting about library-related matters and subjects on social media on personal time,
library staff should keep in mind that if they identify themselves as employees of the Library to
make it clear that the views expressed are theirs alone and do not represent the views of the
Library.

Whether posting on their personal time or on behalf of the Library, employees must maintain
the confidentiality of private or confidential Peoria Public Library information. Disclosing
private information about individual library patrons, co-workers, or any other person affiliated
with the library is a violation of this policy.

Peoria Public Library email addresses may not be used to register on social media other online
tools utilized for non-library or personal use.

The Social Media Policy is regularly reviewed and revised by the Board of Trustees of Peoria
Public Library.



