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The Vaughan Community Health Centre (the “VCHC”) will develop and maintain positive relationships with the community and the media in order to promote and reinforce its mission and goals. The Executive Director, or Chair of the Board, will act as the designated contact person for all media inquiries and are the only authorized spokepersons for the VCHC.  Printed reports, newsletters, public addresses, website, displays and building tours shall require the approval of the Executive Director or their designate.

Unauthorized statements may adversely affect the interests of the VCHC. Therefore, every Director, Officer, Employee, and Volunteer of the VCHC (and every member of a committee of the Board), shall respect the confidentiality of matters brought to their attention in the course of their duties. 

No statements regarding such matters shall be made to the public or the press by any Director, Officer, Employee, volunteer or a member of a Committee of the Board of Directors except as indicated in this policy. 
All external communications about VCHC directed to the public (whether written, visual or verbal) must be clear in language and design, be non-partisan,  professional, non-religious in nature, and reflect VCHC’s philosophy, mission, vision, values  and policies.  
Types of communications and approval processes
	Types of Communications
	Roles and Responsibilities for Creating/updating Information
	Roles and Responsibilities for Distribution of  Information 
	Approval



	1. OFFICIAL STATEMENTS TO PUBLIC: Communications that link VCHC either to a specific policy / public position or  directed to the media (such as videos, media interviews, press releases, briefs, letters stating official positions, speeches and petitions). Other announcements such as internal and external crisis or emergency

	Board Chair and/or Executive Director will produce the content for this type of communication 
	Executive Director will inform the Health Promoter (HP) to update and post the communication on the VCHC’s website, send to appropriate media contacts, and stakeholders
	Board Chair and/or   Executive Director 

	2. COMMUNICATIONS USED FOR LONGER THAN 6 MONTHS: Communications presented to the public in an official capacity and intended to be used for over 6 months (for example, annual reports, newsletters, brochures, business cards, videos, direct mail communications, and  building signage.) 

	Health Promoter will create this type of communication
	Health Promoter will update
	Executive Director 

	3. PROMOTIONAL COMMUNICATIONS: 
· Communications that represent VCHC programs and services (for example, flyers, health education material, posters)
· Mass email communication via mailchimp, electronic medical record (Practice Solution Suite) or Ocean secure email for promotion of programs and services 

	Health Promoter to receive information from staff and create promotional communications to clients 
Supervisors to draft email communication
	Health Promoter distribute flyers/posters/surveys etc.
Supervisors to distribute via electronic medical record or Ocean communication
	Supervisors
Supervisors

	4. Social Media platforms 

Website for community use (www.vaughanchc.com) 

Facebook page (www.facebook.com/vaughan.vchc) 

X (formerly Twitter)(@vaughan_chc)

Instagram page

(vaughancommunityhealthcentre) 

LinkedIn page

(VCHC Vaughan)

YouTube page (www.youtube.com/vaughanchc)


	Content for these avenues may be created by supervisors or their direct reports. 
Existing literature must be cited with appropriate sources.


	Supervisors 

	Supervisors to follow
Guidelines of Social Media Protocol below.


Social Media Protocol (SMP)
The purpose of the social media protocol is to provide guidelines for the appropriate

use of social media by employees and to educate and empower their use of social media as a legitimate community engagement tool.
For the purposes of this protocol, social media means any facility for online publication and commentary, including without limitation blogs, wiki's, social networking sites such as Facebook, LinkedIn, Twitter, Flickr, YouTube, etc. This protocol is in addition to and

complements any existing or future protocols regarding the use of technology, computers, e‐mail and the internet.
Application of the Social Media protocol 
Participation in online communities can promote better communication with our colleagues, partners, funders, clients, the general public, traditional and non‐traditional media and other community stakeholders. As more people will encounter VCHC online than in person, our websites and social media presence play an increasingly strong role in influencing perceptions of our brand. Therefore, staff are encouraged to use social media in ways that complement their work at VCHC.

VCHC employees are free to publish or comment via social media in accordance with this protocol. VCHC employees are subject to this protocol to the extent they identify themselves as VCHC employees and speak on VCHC‐related matters.

All uses of social media must align with VCHC’s Privacy and Confidentiality Protocols and must follow the ethical standards for VCHC employees. Employees who

violate the policy requirements may be subject to disciplinary action. 

Guidelines of the Social Media Protocol
· VCHC’s social media presence should reflect its core values and further its mission and vision.

· Appropriate staff use of social media may include, but is not limited to:

· Promoting VCHC’s programs and services (e.g.,date, time, location, etc.) and position statements

· Sharing resources and/or directing colleagues and stakeholders to available online resources

· Providing commentary on online articles/stories/news on subject matter about which you are a “subject matter expert”

· Promoting the work of community partners that will likely be of benefit to the communities served by VCHC.
· Broaden an online conversation by citing others who are blogging or writing online about the same topic (make connections among stakeholders)

· Correcting inaccuracies in online news stories related to VCHC using neutral language and factual information.

· Putting forward the local perspective when online authors write about national or provincial issues
· If comments are enabled, monitor to ensure unacceptable comments or behaviour is dealt with independently and privately. Offer education, resources and other information as needed. 

· When receive spam-related information through social media, ensure the user is blocked immediately. 

*Please check with your supervisor if you are unsure about a specific post or

comment.

· Staff may not, however:

· Post any content that includes personal health information or medical advice or commentary

· Post any content that is unlawful, harassing, embarrassing or libellous

· Post any content that promotes a specific commercial product or fee‐for‐service  agency

· Post any content that supports a political party or candidate.

· When you are writing about VCHC‐related matters, you must obtain authorization from your supervisor to speak on behalf of VCHC.

If you are using your personal account--  and you are commenting on a VCHC related matter -- you are expected to use a disclaimer saying that while you work for  VCHC, anything you publish is your personal opinion, and not necessarily the opinions of VCHC. Transparency is important. Disclose your relationships and affiliations.
· Staff  may not use VCHC’s name as part of their social media

identities, logon ID's and user names without prior approval from their supervisor.

· In order to avoid exposing your personal details to professional networks, do not use your personal social media accounts for work‐related matters. It is advised to create a separate account for these purposes.

· Health Promoter will assist staff in opening social media accounts. The HP will have a copy of login information for all social media accounts across VCHC. HP will also serve as a resource to help VCHC  staff with the use of social media in their work.

· By including clients, volunteers, VCHC staff and other stakeholders into your social media networks, you will gain access to their personal profiles. Please be mindful of their privacy. However, if you find out about specific circumstances that put our clients, volunteers and/or staff in danger, make sure to notify your supervisor. Each situation will be dealt with on a case‐by‐case basis, depending on the individual’s needs.

· It is critical that you show proper respect for the laws governing copyright and fair

use or fair dealing of copyrighted material owned by others, including VCHC’s own copyrights and brands. You should never quote more than short excerpts of

someone else's work, and always attribute such work to the original author/source. It is good general practice to link to others' work rather than reproduce it.

· By using social media, staff are acting as online ambassadors of VCHC. If you wouldn’t say it in a meeting, don’t say it online.

·  If posting a photo or video in which community members can be clearly identified, make sure you have obtained  written permission from the person(s) in the photo or video or their parent/guardian for anyone under 18.

· The use of social media during work hours should be limited to work‐related purposes only. Personal use of social media should be restricted to breaks and after‐hours. In addition, employees are asked to be mindful that they may not make “extensive” use of social media tools during work time. Your blogging and social networking activity should not interfere with your work commitments. If deemed necessary, VCHC leadership team will conduct audits of social media use across the VCHC. Your supervisor has the right and responsibility to determine what extensive use is and revoke access privileges.

Social Media Tips:

The following tips are not mandatory, but will help contribute to a more successful use of social media:
· The best way to be interesting is to write and publish content on topics that you are knowledgeable about.

· Quality matters. Use a spell‐checker. Ask someone who has experience in design to review your blog and consider their advice on how to improve it.

· The speed of being able to publish your thoughts is both a great feature and a

great downfall of social media. The time to edit or reflect must be self‐imposed.

If in doubt over a post, or if something does not feel right, either let it sit and

look at it again before publishing it, or ask someone else to look at it first.

I have reviewed this policy on  (date): __________________

Name of Staff: ______________________________

Signature of Staff: ___________________________

Position: ___________________________________

Date: _____________________________________
____________________________________________________________________________________
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