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 The purpose of a Social Media Policy is to communicate standard and consistent 

guidelines relating to the use of the Kaw Nation’s Social Media accounts by employees 

of the Kaw Nation. 

 
Definitions 

 
 Social Media- For the purposes of this policy, social media should be understood 

to include any website or forum that allows for the open communication on the internet, 

but not limited to: 

 o Social Networking Sites (e.g., LinkedIn, Face book); 

 o Micro-blogging Sites (e.g., Twitter); 

 o Blogs (including company and personal blogs); 

 o Online Encyclopedias (e.g., Wikipedia); and 

 o Video and photo-sharing websites (e.g., YouTube; Flicker). 

Guidelines 

 In general, employees should think carefully before posting online, because most 

online social platforms are open for all to see. Despite privacy policies, employees cannot 

always be sure who will view, share or archive the information that is posted. Before 

posting anything, employees should remember they are responsible for what is posted 

online. Employees should carefully consider the risks and rewards with respect to each 

posting. Employees should remember any conduct, online or otherwise, that negatively or 
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adversely impacts the Kaw Nation, the employee’s job performance or conduct, the job 

performance or conduct of other co-workers or adversely affects clients, customers, 

colleagues or associates of The Kaw Nation’s legitimate business interests, may result in 

disciplinary action. 

 If employees have any doubt about what to post online, it is probably better 

not to post,  because once something is posted, it is often difficult to retract the 

information. Employees should exercise personal responsibility when posting to any 

social media websites. 

 Employees are prohibited from using social media during working hours or on 

equipment provided by Kaw Nation unless such use is work-related or authorized, in 

writing, by a supervisor. Employees shall avoid using Kaw Nation provided email 

addresses to register on social networks, blogs or other websites for personal use. 

 The Kaw Nation reserves the right to monitor the employee use of any social 

media, and will take appropriate action with respect to inappropriate or unlawful 

postings. 

 Employees should express only personal opinions online and an employee should 

never represent himself or herself as a spokesperson for Kaw Nation or other co-workers, 

clients, customers, colleagues or other individuals who work on behalf of or who are 

associated with Kaw Nation. 

 Employees should make it clear that he or she is not speaking on behalf of Kaw 

Nation. Any online activity relating to or impacting the employer should be accompanied 

by a disclaimer stating that “the posting on this website are my own and do not 
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necessarily reflect the views of Kaw Nation.” This disclaimer should be visible and easy 

to understand. 

 Employees should act appropriately when posting online. Any online behavior 

should be consistent with the employer’s policies and practices with respect to ethics, 

confidential information, discrimination and harassment. Because online tone can be 

interpreted in different ways by readers, employees should not engage in any online 

conduct that would not be acceptable or appropriate in the workplace, including 

derogatory or discriminatory remarks, threats, intimidation, harassment, insults, slander, 

defamation or pornography. 

 When posting anything online, employees should always be fair and respectful to 

co-workers, clients, customers, colleagues and other individuals who may work with or 

on behalf of the Kaw Nation. Employees should demonstrate proper respect for the 

privacy of others. In the event an employee decides to post a complaint or criticisms, the 

employee should avoid using any statements, photographs, video, or audio that may be 

viewed as malicious, obscene, threatening, harassing or abusive of co-workers, clients, 

customers, colleagues or other individuals that work on behalf of or are associated with 

the Kaw Nation. Employees should refrain from engaging in offensive postings that may 

create a hostile or abusive work environment based on race, sex, religion or any other 

protected class. 

 Employees should always be accurate and honest in posting any news or 

information to social media and should quickly correct any mistakes or errors. Employees 

should never post any information which is known to be false about the Kaw Nation or 
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any co-workers, clients, customers, colleagues or other individuals that work with or on 

behalf of or are associated with Kaw Nation. 

 All business-related social media accounts and related postings maintained by 

employees for marketing and/or networking purposes remain the property of the Kaw 

Nation. All information including the account, the login and password shall be returned 

to the Kaw Nation at the end of the employee’s employment. No employee has the right 

to use the account after termination of employment and only the Kaw Nation is permitted 

to change account names and settings. 

 Employees can be held liable for what is written or posted online. The Kaw 

Nation reserves the right to discipline employees, up to and including termination, for 

any commentary, contest or images that are pornographic, harassing, or  libelous, as well 

as for anything that creates a hostile work environment based on race, sex, religion or any 

other protected class. 

If any employee or tribal member of the Kaw Nation would like to add, change, 

or delete content from the Kaw Nation Website, the request must be made in writing to 

the Kaw Nation’s IT Director via the “Request for IT Support” Form.  The IT Director 

will be responsible for following guidelines as set out by the Kaw Nation, and obtaining 

the appropriate approvals for making any deletions, additions or changes to the Website.   

After the appropriate approval,  the IT Director will provide the information to be added,  
 
changed or deleted to the Website and to the Webmaster for downloading. 


