Social Media Guidelines for USC Dana and David Dornsife College of Letters, Arts and Sciences 
Overview

Social networking Web sites such as Facebook and Twitter are great channels for sharing news, events, information and multimedia with an online community of peers and colleagues. 

The USC Dornsife Office of Communication has assembled a set of guidelines from respected online and industry sources for you to effectively and appropriately use these forums on behalf of the USC Dana and David Dornsife College of Letters, Arts and Sciences. 
Social media accounts that purport to represent official USC Dornsife business (including departments, divisions, offices, centers, institutes, programs, series, etc.) must be coordinated and approved by USC Dornsife. 
If you have questions, contact Michelle Salzman, msalzman@dornsife.usc.edu or (213) 821-9311.

Facebook

Facebook is a social networking Web site that allows users to connect and interact with each other online. The site offers a variety of messaging tools, and members can share links, photos, and videos with each other.
When creating an official Facebook presence for your department, institution, etc., we recommend that you create a Facebook “page” versus a group or profile. 
Pages represent a real organization (or business, celebrity or band) and may only be created by an official representative of that entity. Facebook pages do not display the identities of administrators to page users.
Groups are generally intended for smaller numbers of people you know personally, and have limited functions in place when the group members exceed a certain number. Profiles represent individuals and must be held under an individual name.
To create a page, visit http://www.facebook.com/pages/create.php. For more information on Facebook Pages, visit http://www.facebook.com/FacebookPages.
Twitter

Twitter is a microblogging site that allows users to post short updates of up to 140 characters. 

When creating a profile, the more identifying information you include, the easier it will be for your audience to find you. Be sure to include an image (see “Branding” section), a description of your department/institute/function, and the URL to your Web site.
For additional information on Twitter, visit http://support.twitter.com.
Management

As with all electronic communication, an Internet presence only has impact and effectiveness when information posted on it is up-to-date and accurate, and comments and requests are managed and responded to in a timely manner. Outdated information or a poorly managed presence does not reflect well on the originator and the institution.

Assign an administrator who can regularly monitor postings and content on a daily basis. Aim for standard times for postings and updates. The recommended minimum update frequency for Facebook is once to twice a week; because of the quick, conversational nature of Twitter, updates can be two to three times per day. Keep your posts on-topic. Followers will stop paying attention if you overload them with information, especially if your posts are not relevant.

Branding

The name of a Facebook page should always include "USC Dornsife (name of department/institute/function/etc.)" For example: “USC Dornsife English Department.” 
When creating a Twitter username, please include “USC” in the handle (e.g. @uschistory). The profile description should include “USC Dornsife,” for example: “USC Dornsife History Department’s official Twitter page.” 
If you create a social media site on behalf of USC Dornsife, use the USC Dornsife logo in the profile image design. USC Dornsife Communication (msalzman@dornsife.usc.edu) can provide guidance with graphics and design. The identity guidelines Web site (http://dornsife.usc.edu/identity) provides information on logo permissions and standards.

Posts

Items to post can include news, events, videos, photos and comments on happenings in your department/unit. Be sure to respond to questions/concerns your users post. Facebook and Twitter are interactive platforms — not broadcast systems. Invite conversation and cordially respond to comments and interact with your fans. Encourage discussions and postings throughout your page to encourage people to return to your page as much as possible.
General Guidelines
As the administrator of a USC Dornsife social media page, you are communicating on behalf of USC Dana and David Dornsife College of Letters, Arts and Sciences and the university. Here are a few guidelines to consider to ensure a positive interaction for everyone who participates in your online community.
Know the rules. Become familiar with Facebook and Twitter’s terms of service and policies and pay attention to updates. 

Keep your personal views separate. Uphold the university's mission and values in your activities. Don't include political comments or comments on social issues except in support of positions USC has already taken. This includes changes to your photo or avatar in relation to political or social issues.

Maintain confidentiality. Do not post confidential or proprietary information about USC, USC Dornsife, its students, faculty, alumni or staff. Use good ethical judgment and follow university policies and federal requirements. 

Maintain privacy. Do not discuss a situation involving named or pictured individuals on a social media site without their permission. As a guideline, do not post anything that you would not present in any public forum. 

Think before you post. There’s no such thing as a “private” social media site. Search engines can turn up posts and pictures years after the publication date. Post only information and pictures that you would be comfortable sharing with the general public (current and future peers, employers, etc.).

Do no harm. Let your Internet social networking do no harm to USC Dornsife or to yourself whether you’re navigating those networks on the job or off. 

Understand your personal responsibility. USC Dornsife staff and faculty are personally responsible for the content they publish on blogs, wikis or any other form of user-generated content. Be mindful that what you publish will be public for a long time — protect your privacy and the privacy of others. 

Respect your audience. Don’t use ethnic slurs, personal insults, obscenity, or engage in any conduct that would not be acceptable in USC Dornsife’s community. You should also show proper consideration for others’ privacy and for topics that may be considered sensitive — such as politics and religion. 

Monitor comments. Most people who maintain social media sites welcome comments — they build credibility and community. Monitoring comments allows you to respond in a timely way and for you to delete spam comments and to block any individuals who repeatedly post offensive, threatening or frivolous comments.
It’s a conversation. Consider content that’s open-ended and invites response. Encourage comments.

Be accurate. Make sure you have all the facts before you post. It’s better to verify information with a source first then to have to post a correction or retraction later. Cite and link to your sources whenever possible; after all, that’s how you build a community.
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