
 

Social Media Policy  

Penfield Public Library encourages staff to share information with the Board of Trustees, co-workers, 
vendors, and patrons for the purpose of gathering information, generating new ideas, and increasing 
employee and community engagement.  The use of the internet and specifically the use of social media 
has afforded inexpensive, informal, and timely ways to participate in those exchanges of information 
and ideas.   
 
The Library believes that information posted on the internet remains available to the public indefinitely 
and therefore must prioritize protecting employee and Library interests. The Library, therefore, expects 
to maintain the ability to determine and decide what is expressed on its behalf on social media sites.  As 
such, the Library has established the following guidelines for employees’ personal and professional use 
of social media. 
 
Official Library Social Media Use: 
 
The Library maintains official Penfield Public Library social media sites and authorizes certain employees 
to manage and post to those sites on behalf of the Library.  Only those authorized to post on behalf of 
the Library may do so.  The content of those posts must comply with this and all other Library policies as 
well as all applicable Federal, State, and local laws, regulations, rules, and policies. 
 
Those employees authorized to manage and post to official Penfield Public Library social media sites 
must follow these guidelines: 
 

• Employees must ensure that items posted are accurate, factual, and neutral in viewpoint. 

• Posts may not include confidential information, including, but not limited to, confidential 
information about the Library and any employee, Trustee, vendor, or patron. 

• Employees may not publish posts that engage in demeaning, threatening, or harassing behavior. 

• Library procedures regarding record retention must be followed. 
 
Positive interaction with community members will be promoted on our social media to foster an 
atmosphere of education and learning.  Contributors have the responsibility to protect their own privacy 
and should not post personally identifying information, such as last name, school, age, phone number, 
or address. The library does not act in place of, or in the absence of, a parent or legal guardian.  
Comments and posts from the public are allowed, but will be reviewed by library staff for content 
appropriateness. Library staff reserves the right to review all comments and postings and delete 
comments that are inconsistent with the content created by the library staff, and/or impinge on 
another’s privacy, violate the law, the rights of any third party, or library policies.  



 
The Penfield Public Library will periodically evaluate the role and utility of its online platforms and such 
platforms may be terminated at any time.  
 
The Library will promptly investigate reports of violations of this policy.  Employees who are found to 
have violated this policy will be subject to discipline, up to and including termination of employment.  
The Library also reserves the right to take legal action when necessary against employees or others who 
engage in prohibited or unlawful conduct. 
 
Nothing in this policy is intended to restrict conduct or speech that is protected by Federal or State laws 
or regulations. 
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