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I. POLICY 

The City of Winthrop will determine, at its discretion, how social media and online community presence will be 

planned, executed and managed as part of its inclusive communications strategies and functions. 

 

II. PURPOSE 

This Social Media Policy is in place to implement guidelines for the City of Winthrop to follow and obey. The 

policy is in regards to the creation, use, and monitoring of social media technologies to convey public 

information to citizens of the community or of interest in the City. 

The social media will be used to help distribute important city-sponsored messages to its supporters in a cost 

efficient, appropriate, and timely manner. The goal is to reach a broader audience, while still using its current 

forms of communication such as the City website and newspaper.  

This policy is to protect the City and its employees from negative impacts that can result from using the social 

media.  

 

III.   SCOPE 

This policy applies to, but is not limited to, all individuals, departments, or committees that are employed or 

volunteer at the City and who use the social media for communication on behalf of the City.  

Any existing or future social media web sites sponsored, established, registered or authorized by the City of 

Winthrop, will be observed by this policy. The official website of the City is www.winthropminnesota.com and 

official newspaper of the City is The Winthrop News.  These sources will remain the primary medium of 

information from the City. Individuals should verify any information found on a City-sponsored social media 

webpages with one of the primary sources for communication.  

 

IV.   DEFINITIONS  

For purposes of this policy, the following definitions apply: 

Social Media:  Social media websites are a form of media used online by social communities for a distinct 

purpose and allow people to communicate and share information such as: audio, videos, hyperlinks, and 

pictures. They connect all parts of the City, and surrounding Counties together through online or cellular 

network platforms. 

Social Networking/microblogs: Using Internet or mobile sources such as: Facebook, Twitter, YouTube, 

Instagram, LinkedIn, Myspace and other similar online formats that allow users to communicate with other 

users.  
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Content Manager: An authorized city representative – typically the City Administrator, who is responsible for 

the up keep of social media sites. They will be responsible for updating, posting, and commenting when 

necessary.  

Internet: A computer network consisting of a worldwide network of computer networks that use the TCP/IT 

network protocols to facilitate data transmission and exchange. 

Blogs: A series of entries, written by either one person or a group of people, in an online Journal, usually posted 

in chronological order, like a diary. Blogs can allow comments on each entry. 

Post: An item inserted to a blog or an entry to any type of computerized bulletin board or forum. 

Forum: An online discussion site. 

Comments: Responses to a blog post, news article, social media entry or other social networking post. 

Username: The name provided by the participant during the registration process associated with a website that 

will be displayed publicly on the site. 

 

V. GOALS  

The goals of the City of Winthrop – sponsored social networking sites are: 

a) To provide and disseminate publicly posted information in a positive, fast, and appropriate 

manner. 

b) To allow the public including online users and the media to gain insightful knowledge of events, 

information, and news that is occurring in the City of Winthrop. 

c) To attract people to the City of Winthrop by providing information regarding services. 

d) To encourage significance and reputation of the City of Winthrop among officials, leaders and 

the public. 

e) To facilitate the process of getting information from the City of Winthrop in a timely manner. 

 

VI.   MANAGEMENT OF THE SOCIAL MEDIA WEB/CONTENT MANAGER 

The City of Winthrop’s Administration Department is responsible for authorizing and managing any social 

media website the City chooses to endorse. They will be in charge of creating the username and password for 

each social media presence. Passwords shall not be of public knowledge and it is the sole responsibility of the 

City Administrator and Council. 

Any other department within the City of Winthrop that wishes to have a social media presence must submit a 

request to the Administration Department.  

Social media websites are to be disclosed in order that clearly and concisely communicates association with the 

City, and must contain a standard disclaimer, which is emphasized in this policy. 

The Administration Department will regularly monitor and update the City of Winthrop’s official forms of 

social media.  

 

VII. RULES AND REGULATIONS 

 Social Media Etiquette:  
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a) Account Names: The City will only use account names that are clearly understandable to all 

citizens, employees, or followers. Any social networking/microblog website that the City uses 

will register their name as “The City of Winthrop”. It is also expected that those that post on 

behalf of the City will clearly state their title on their profile or post. 

b) Transparency: Employees are reminded that their opinions should not and will not be applied to 

any City social media presence, unless called upon by the City Administrator to do so. If asked 

to do so, the person must state that the opinion is of the person, not the City. As a reminder, once 

you post something it is for the public. It is advised to not share information that can embarrass 

or damage your reputation. Employees cannot post information that violates any existing law or 

ordinance.  

c) Honesty: Individuals who post on behalf of the City must remain honest and respectful to the 

public. Posts that can be considered fraudulent, false, or damaging are not allowed. Individuals 

should not disclose private, confidential information or they may have disciplinary action or 

termination from their position. Always consult your supervisor, attorney, or the League of 

Minnesota Cities if there are any questions about types of data to disseminate.  

d) Mistakes:  In the event of a mistake, employees are urged to correct the error in a timely fashion. 

If an employee must edit a social media post, they can state that their work has been revised. 

Staff should always verify facts, present unbiased statements, correct errors with grammar and 

spelling, and cite sources when appropriate.  

Posting Guidelines 

The City should only post the following types of information: 

a) Relevant:  Information that pertains and is in the interest of community members, officials, or 

online users. 

b) Timely:  Information regarding deadlines, approaching events, news or material related to 

current events of or related to the City. 

c) Actionable:  Information to register, attend, go or do city sponsored events, meetings, or 

programs. 

Information never to be posted: 

a) Information about items in litigation or information about claims that could be brought against 

the City. 

b) Nonpublic information of any kind; always verify with the City Administrator, Council, or 

Minnesota Data Practices if there is any information of question. 

c) Personal, personnel, sensitive or confidential information of any kind 

d) Medical or private information that violates a person's Health Insurance Portability and 

Accountability Act (HIPAA) protections. 

Records Retention Schedule 

a) The City of Winthrop social media sites are subject to State Of Minnesota public records laws. 

Any content maintained in a social media format that is related to City business, including a list 

of subscribers and posted communication, is a public record. 

Removal of Posted Information and Public Comment: 
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a) The City reserves the right to delete any information including posts and comments within its 

sole discretion including, but not limited to, comments that: 

• Contain vulgar language 

• Attack/Harass a particular age, race, group, or sex 

• Advertise for sales or promotion of goods/services 

• Are off-topic comments 

• Contain sexual content or links to sexual content 

• Advocate illegal activity 

• Disclose private information 

• Are considered spam 

• Is considered information that may tend to compromise the safety or security of the 

public or public systems 

• Appear to be mistakes 

Personal Social Media Use: 

The City of Winthrop respects the rights of employees’ to use social media sources at their own risk. Those that 

post non-public information regarding the City will be subject to disciplinary action or termination. Employees’ 

that reflect the City in a negative manner are subject to disciplinary actions. Employees’ may not use the City 

logo or other City identifications on their personal sites. The use of personal social media websites during 

regular working hours is not permitted. 

 

VIII. ENFORCEMENT 

Violation of this policy may include, but is not limited to, disciplinary action, which may result in termination. 

In addition, the City Council retains the authority to remove any and all social media sites due to violations in 

this policy, underuse or misuse of the site, or inability to respond to inquiries.  

 

IX.  DISCLAIMER 

Any comment on the City’s social media pages, does not reflect the opinions of the City, any of its employees, 

or elected officials.  

The following statement will be posted on every social media site:  

“The City of Winthrop (insert social media type) site is operated by the City. We reserve the right, at our sole 

discretion to change, modify, add or delete comments or posts, photos and videos at any time.” 

 

X.  APPROVAL  

The recognition policy shall be formally approved and adopted by the City Council.  

 

 


