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CITY OF SARCOXIE 

SOCIAL MEDIA POLICIES & PROCEDURES 
The City of Sarcoxie’s goal for social media is to provide a premier source of information for our residents and a window for 

the world to see in to our community.  With the approval of the Board of Aldermen, the Mayor has chartered a committee to 

oversee all forms of social media from all government entities.  This committee meets as needed to discuss terms, policies, and 

issues concerning the city’s use of social media.  Elected officials recognize there is no single right way to run social media.  

Instead, departments are encouraged to be creative and share their successes and failures to improve the city’s overall social 

media efforts.  Short of specific requirements, elected leaders provide as much latitude as possible and rely on the committee 

to set operating parameters. 

STRUCTURE 

The Social Media Committee consists of the primary social media representative for Community Outreach, Fire, IT, Library 

and Police.  Each department representative will have one vote with respect to making committee decisions.  Proposed 

polices must be reviewed and voted on by a quorum of the committee before being forwarded to the Mayor and Board of 

Aldermen for formal approval.  Policies must not be written to inhibit departments.  Once approved, policies must be 

followed for all of the City’s social media sites. 

SOCIAL MEDIA POLICIES 

UNIFORMITY 

• All pages must use an official logo as the profile picture 

• Cover photos must be original pictures taken/created by the department 

• The following is to be published on each page under General Information on the About Tab. To ensure it is visible from 

cell phones, it should be the first item noted under “More Info”. 

“This is the official Facebook page of the City of Sarcoxie (insert department of entity). See our Social Media Policy 

here [link to website].” 

TERMS OF USE 

The following is to be published on each page under Impressum on the About Tab.  

“This is the official Facebook page of the City of Sarcoxie (insert department of entity). The purpose of this site is to 

present matters of public interest in Sarcoxie, MO, including its many residents, businesses and visitors. We encourage 

you to submit your questions, comments, and concerns, but please note this is a moderated online discussion site and 

not a public forum. Once posted, the City of Sarcoxie and affiliates reserves the right to review and delete submissions 

that contain: (i) vulgar language or offensive image; (ii) personal attacks of any kind; (iii) offensive comments that target 

or disparage any ethnic, racial, or religious group. Further, the City also reserves the right to delete comments that are: 

(i) spam or include links to other sites; (ii) clearly off topic; (iii) advocate illegal activity; (iv) promote particular services, 

products, or political organizations; (v) infringe on copyrights or trademarks; (vi) use personally identifiable medical 

information; We recommend you not share any of your medical information on our Facebook Pages. Continuous 

violations of these terms may result in banishment from the page. Ban periods may range anywhere between 90 days to 

indefinitely depending on the severity of the violation. Please note that the comments expressed on this site do not 

necessarily reflect the opinions and position of the City of Sarcoxie government or its officers and employees. If you have 

any questions concerning the operation of this online moderated discussion site, please contact the page administrator 

via Private Message or for more serious matters, contact the Mayor at mayor@sarcoxiemo.com.” 

mailto:mayor@sarcoxiemo.com
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ANALYTICS 

• Analytics are to be available upon request by the committee or the mayor. This will include posts, comments, shares, and 

site data pertaining to each department. 

POSTING  

• Posts should be well written with no spelling or grammatical errors. 

• Posts must be written using plural proper pronouns when coming from a department. (Ex. we, our, and us). 

• Posts containing quotes or statements must be written inside quotation marks and include the person’s name following 

the statement.  

• No post should include personal opinions unless quoted. 

• Posts that contain images/video should be royalty free (no licensing). 

• The use of a Meme or GIF must be consistent with the tone of the post.  If the post is serious, the Meme or GIF should be 

as well. 

COMMENTS 

• All comments are to be appropriate and presentable. No comments should be made to entice the public or demean a 

user.  

• Comments should follow the same guidelines as posting in regard to the use of plural pronouns.  If comments are 

personal, they need to be followed with the name of the person writing the comment. Keep these to a minimum as this 

is a department page. 

• Comments that contain images/video should be royalty free (no licensing). 

• There is no expectation of the page administrator to respond to every comment. 

• If the administrator responds to a comment, it should be limited and not part of a lengthy debate. 

• To avoid lengthy debates on-line, administrators are limited to one comment per posted comment.  The comment can 

include contact information for a more detailed conversation. 

• A meme or GIF should not be used as part of a comment. 

SHARING 

• Posts made by other departments may be shared to advertise the post to more followers.  

• Sharing posts should be done as courtesy but is not mandatory. 

• Shares should not include verbiage to ensure that the original post is viewed.  

• Shared posts by other departments must report analytics (likes, comments, views) back to the original poster.  

HIDING POSTS/CONTENT 

• All comments are to stay public unless it violates the Terms of Use. 

• Comments violating the terms of use should be screen shot and saved for future reference, then hidden and replaced 

with the following explanation: 

“Your recent post is in violation of this page’s Terms of Use and has been removed. Refrain from posting inappropriate 

content in the future. If you do not refrain from posting such content, we will regretfully have to block you from further 

posts.” 

• If the visitor goes into a PM (private message) and asks why it was removed, they are to be notified of the reason within 

48 hours. 
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BANNING PROCEDURE 

Banning a user is warranted for multiple violations of the terms of use or the original violation is serious enough to warrant 

this action. 

1. Send the previously collected screenshots to the social media group explaining why a ban is warranted.  Banning requires 

agreement from at least 2 additional members of the social media group. 

2. Note and report banned users to the Social Media Committee and the Mayor. 

3. Send the following message to the banned user: 

 

“Your recent post is in violation of this page’s terms of use. As this is a repeat or serious violation, we have to block you 

from further posts.” 

 

4. Banned users can appeal their status to the department head, the mayor, and finally the Board of Aldermen. 

CORRECTIONS/CHANGES TO POSTS 

• Social Media Committee members are encouraged to help other members out if an error has occurred. This includes, but 

not limited to, spelling, grammatical, wording, or information. 

• Members must be notified in a non-demeaning manner that their content contains errors.  Nobody gets everything right 

every time. 

• Members should not remove, edit, or change another member’s comment or post without first allowing the member to 

fix the error(s). 

• Editing or suggesting edits should be done in a timely manner to avoid public criticism or confusion. 

• If a post/comment cannot be edited and must be deleted, publish a new post with the prefix:  

“The previous (post or comment) contained information that was not correct and has been updated.” 

ACCOUNTABILITY AND CHAIN OF COMMAND  

• Department Heads select and assign who is responsible for defining the types of social media used, maintaining their 

sites, and appointing a representative for the committee.  They are also responsible for ensuring their designated 

administrators are familiar with the City’s social media policies, agree to abide by them and agree to participate in 

occasional social media meetings as requested by the committee or Mayor. 

• If a social media administrator violates a policy, their department head is expected to immediately resolve it and ensure 

violations are not repeated.  In the event of a serious violation or if repeat violations occur, the Mayor reserves the right 

to intervene. 

• Elected officials will not interfere with administrators unless there is a catastrophic failure in the department (such as a 

collapse of command or rogue administrator).  Even then the chain of command will be followed as much as possible. 

• Only department designated persons can contribute to a department site.  For example, we do not want a non-

department person posting on the police site as the police department. 


