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1. Purpose

Capital School District recognizes social media as a useful tool for sharing timely information,
celebrating students and staff, and strengthening family and community engagement. This policy
establishes expectations for official Capital School District social media accounts, protects
student privacy, promotes accessibility and security, maintains professional boundaries, supports
compliance with public records requirements, and strengthens public trust.

Social media supports the District’s broader communication efforts, including its websites,
mass-notification systems, student information systems, and other official communication
channels. It is not intended to be the primary method for addressing questions or concerns
involving a specific student or situation. Families who need assistance with an individual
question or concern are encouraged to contact their school or the appropriate District department
directly.

2. Scope

This policy applies to all accounts used to communicate on behalf of Capital School District and
to all individuals authorized to create, manage, or publish through those accounts. The provisions
addressing employee interactions with students also apply to personal social media accounts.
This policy is not intended to regulate lawful personal expression. Personal account activity
remains subject to applicable law and District policies governing confidentiality, professional
boundaries, employee and student conduct, use of District resources, and the improper
representation of District authority.

3. Definitions

Official Account — A social media account authorized by Capital School District to
communicate District or school-related information.

Designee — An employee or other individual authorized to manage or publish through an
Official Account.

Social Media — An online platform primarily designed for users to create or share content and
interact with others through public or group-based accounts, profiles, pages, or communities.

4. Authorization, Ownership, and Access



4.1 Prior approval

All Official Accounts must be reviewed and approved by the Public Relations Specialist, Office of Technology,
and Superintendent or designee before they are created or used. Administrative access to Official Accounts
shall be maintained by the Office of Technology.

4.2 District ownership

Official Accounts and content created on behalf of Capital School District are District assets. The
District retains the right to access, manage, modify, preserve, transfer, or remove those accounts
and content. Official Accounts shall be established and maintained so that the District retains
administrative access when personnel or assignments change.

Content published without authorization or outside the scope of an individual’s assigned
responsibilities does not represent the position of Capital School District and may be corrected or
removed. Employees may be subject to corrective or disciplinary action in accordance with
applicable District policies, laws, and employment agreements.

4.3 Individually assigned access

Access shall be limited to authorized designees using District-approved account-management
methods. Personal credentials shall not be shared. Principals, supervisors, or their designees shall
promptly notify the Office of Technology when an individual is no longer authorized to manage
or publish through an Official Account so that access can be removed.

4.4 Official-account identification

Capital School District shall maintain a directory of Official Accounts. No employee may create
or operate an account that represents or reasonably appears to represent Capital School District
without prior approval and inclusion in the directory. Capital School District may require an
unapproved account to remove District names, logos, or other official branding or to be
discontinued.

5. Account Administration

5.1 Responsibility

The principal or District administrator responsible for an Official Account shall identify
appropriate Designee(s) and ensure they understand applicable requirements for privacy,
accessibility, security, records retention, content management, and incident reporting.

5.2 Useful communication

Official District Accounts shall be maintained in a manner that supports timely, accurate, and
useful communication and encourages appropriate engagement with students, families, staff, and
the community.

5.3 Security and continuity

Official Accounts shall use District-approved security and recovery controls. Suspected
compromise, unauthorized access, impersonation, or loss of account control shall be reported
promptly in accordance with District procedures.

6. Official Content Standards



6.1 Public purpose and authority

Content published through an Official Account shall support the work and mission of the Capital
School District and shall be published only by an authorized Designee acting within the scope of
their responsibilities.

6.2 Accuracy and corrections

Designees shall make reasonable efforts to ensure published information is accurate and may
correct routine errors within the scope of their responsibilities. Significant errors or sensitive
matters shall be referred to the appropriate District administrator in accordance with District

procedures.

6.3 Accessibility

Content published through an Official Account shall be accessible to individuals with disabilities
in accordance with applicable law and District standards. Capital School District shall use
available accessibility features and provide equivalent access to essential information.

6.4 Intellectual property

Content published through an Official Account shall comply with applicable intellectual property
requirements. Third-party materials may be used only when Capital School District has
permission or other legal authority to use them.

6.5 Artificial intelligence and altered media

Artificial intelligence and other editing tools may be used to assist with general informational
content when their use is consistent with District standards. These tools shall not be used to
create or alter District logos, mascots, or other official brand elements. Approved branding must
be added separately using District-provided files and established design standards. All materials
remain subject to review for accuracy, privacy, accessibility, intellectual property, design quality,
brand consistency, and professional conduct. Content that misrepresents an actual person, event,
statement, or endorsement is prohibited.

7. Privacy, Confidentiality, and Media Use

7.1 Privacy compliance
Content published through an Official Account shall comply with applicable privacy and
confidentiality laws and District requirements.

7.2 Protected and sensitive information

Official Accounts shall not disclose confidential student or personnel information or other
information protected by law or District policy. Information that could create a safety or privacy
concern shall not be published.

7.3 Student Images, names, and work

Student names, photographs, recordings, and student-created work may be shared when
permitted by District procedures and when no applicable parent, guardian, or eligible-student
restriction is in effect.



7.4 District and school responsibility

Capital School District shall maintain a process for recording and communicating media-use
restrictions. Principals shall ensure that Designees have the information necessary to honor those
restrictions.

8. Emergency Communications and Livestreaming

8.1 Emergency communications

Emergency, crisis, closure, and other urgent operational communications shall be coordinated
through the District Office and distributed through authorized emergency-communication
processes. Official school accounts may share or repost approved District communications but
shall not independently originate emergency communications unless authorized to do so.

8.2 Livestreaming

The Office of Technology or the Superintendent’s designee shall approve and coordinate
livestreaming through Official Accounts. Schools shall not independently initiate livestreams
unless authorized to do so.

9. Community, Commercial, and Civic Content

9.1 Governing requirements

Community, commercial, fundraising, political, and other third-party content shared through an
Official Account shall comply with the District’s Distribution, Advertising, and Solicitation of
Materials Policy #200-30 and applicable procedures.

9.2 Third-party information
The sharing of approved third-party information through an Official Account does not constitute
endorsement by Capital School District.

9.3 Paid promotion
District funds shall not be used to purchase social media advertising or other paid promotional
placement unless authorized by the Superintendent or designee.

9.4 Political and civic content

Official Accounts shall not support or oppose a political party or candidate or advance an
individual’s personal political views. Capital School District may share authorized, nonpartisan
information about proposed or enacted governmental actions and their potential effect on District
operations, students, staff, or the community.

10. Public Participation and Moderation

10.1 Participation features
The District may enable, limit, or disable comments and other public-participation features as
permitted by law and consistent with the purpose of an Official Account.



10.2 Published standards

Capital School District shall maintain clear standards governing public participation through
Official Accounts, including the circumstances under which content may be hidden, removed, or
otherwise restricted and users may be limited or blocked. When public participation is permitted,
those standards shall be made reasonably available to users and applied consistently with
applicable law and the purpose of the Official Account.

10.3 Viewpoint neutrality

Comments shall not be removed, hidden, or restricted, and users shall not be blocked, simply
because they criticize or disagree with Capital School District, its schools, programs, or
decisions. Published standards shall be applied consistently, and moderation actions shall be
documented and retained in accordance with applicable records requirements.

11. Professional Boundaries and Personal Accounts

11.1 District-related student communication

Employees shall not use personal social-media accounts to establish personal connections or
exchange private communications with current students when the contact arises from the
employee’s role within the District. District-related communication with students shall occur
through authorized, transparent channels.

11.2 Independent relationships

This provision does not prohibit connections arising from family or from personal, religious,
civic, athletic, or community relationships that exist separately from the employee's role within
the District. Employees remain responsible for maintaining appropriate professional boundaries
and complying with all confidentiality and conduct requirements.

11.3 Personal-account credentials

Capital School District shall not require an employee to provide access to a personal
social-media account or personal device except as permitted by law and coordinated through
Human Resources. The District may manage an employee’s assigned access to an Official
Account or District-provided account or device without obtaining credentials to the employee’s
personal accounts.

11.4 Personal expression

Employees using personal social-media accounts shall not represent that they are speaking on
behalf of Capital School District. Personal accounts remain subject to applicable confidentiality,
professional-conduct, and intellectual-property requirements.




12. Records, Reporting, and Accountability

12.1 Public records

Records associated with Official Accounts shall be managed in accordance with applicable
public records laws, approved records retention schedules, legal holds, and District procedures.

12.2 Significant incidents

Suspected compromise or misuse of an Official Account, unauthorized disclosure of protected
information, and other significant social-media incidents shall be reported promptly in
accordance with District procedures. Urgent incidents shall be reported through the fastest
reasonable method, with documentation completed as part of the response process.

12.3 Accountability

Violations of this policy shall be addressed through appropriate corrective or disciplinary action
in accordance with applicable law, collective bargaining agreements, due process requirements,
and District policies.

13. Administration

13.1 Administrative procedures

The Superintendent or designee shall issue and maintain administrative procedures necessary to
implement this policy.

13.2 Policy Acknowledgment

Designees shall be provided with this policy and applicable administrative procedures when
access to an Official Account is granted.
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