First Parish of Watertown Policies for a Safe Congregation

Electronic Media (E-Media) Policy and Guidelines
Amended and Approved by Parish Committee: October 4, 2014

Purpose

This e-media policy has been developed and adopted to guide decisions and actions
involving information communicated or made available electronically on behalf of First
Parish of Watertown, where the target audience is the general public. With appreciation
of freedom of speech, the goal of this policy is to protect member confidentiality and to
ensure oversight so that all electronic communications are written and managed with
respect, guided by the 7 UU Principles.

Why this policy is needed

Electronic media currently include websites, social networking tools, and other media yet
to be developed in this dynamic communications field. These e-media resources
represent important tools for attracting visitors to First Parish, a source of public
relations.

Navigating the world of social media can be confusing with constant changes in
platforms, technologies, and communities. In addition, they are capable of generating
permanent digital footprints that can be unintentionally accessible beyond the intended
viewers. This policy is intended to provide guidance in using e-media tools and
resources, and will be a living document to reflect current needs and adjust to future
changes in e-media technology.

Usage Guidelines

The following guidelines are intended to protect the identity and privacy of the FPW
community, and particularly apply to the use of e-media tools and resources. They relate
only to information and communications for the FPW community, and are not in any way
intended to guide or limit private individual Internet usage unrelated to FPW.

1. FPW electronic communications must reflect our values and should be consistent
with the 7 UU Principles. They should be be respectful, inclusive, and relevant as well
as to comply with and support all our other FPW policies, including, but not
exclusively the Child Protection Policy, the Safe Congregation Policy, and the Sexual
Harassment policy.



More specifically, they must avoid slander or libel, violations of copyright, profanity,
off-color humor, and advocacy of political candidates. Above all, do no harm; always
think about this before you post.

. FPW e-media resources shall include websites and social media resources (e.g.,
Facebook, Twitter) that serve the specific interests and needs of the FPW community.
They shall be accessible to and used by members of the FPW community as well as the
general public, although all postings and photos shall be subject to review and editing
by one or more designated administrators to assure compliance with the FPW e-media
policy and guidelines. All FPW e-media shall display a FPW identifiable logo or
naming convention with links back to the official FPW website
(http://fpwatertown.org) and / or the official FPW email address
(fpwatertown(@comecast.net).

. FPW e-media forums or resources belong to the FPW community, not any
individual member or employee of FPW. None of these media sources is intended for
private or individual use (e.g., advertising commercial business). The FPW
Directory, in particular, is available for connecting within our community but is not to
be used for personal gain or promotions outside of church business.

. Personal identifying information of children under 18 years may not be used
without prior written approval from parent(s) or guardian(s). Authorized personal
identifying information for children shall be limited only to their first names and
images in photos or videos. Further, children’s last names shall not be used in any
FPW communication that might be viewed by the general public, regardless of
format (hard copy or electronic), without prior written approval from parent(s) or
guardian(s).

. Limited personal identifying information of adults may be used without prior
authorization in public FPW communications and e-media resources unless the
individual has specifically requested otherwise. Such personal identifying information
shall be limited to first and last names and photographs. All other personal identifying
information shall not be publicized or shared. This restricted personal identifying
information includes, but is not limited to, SSN, telephone number, street address, E-
mail address, vehicle registration plate number, Driver's license number, credit card
numbers, or any other digital identifying data.

. E-media tools must be used flexibly. Not all church members have access to —
media communications and we should take any steps available to make
communications flexible for various reading limitations (e.g. PDF v HTML).
Formats that require special programs, a laptop, or a high speed modem to access are
not good options.



Administrative Guidelines

1. Written authorizations for children’s identifying information. The FPW shall
administer and maintain written authorizations, signed and dated by parent(s)
and/or guardian(s), for the limited use of children’s identifying information (i.e.,
first name and picture) in FPW publications and communications in any format (e-
media included).

2. Communicating policy to FPW members. Parish Committee, or others
authorized by Parish Committee, shall provide an annual reminder of the policy, and
relevant guidelines, to the entire congregation especially as concerns posting of
pictures and videos, as well as separate review with committee chairs.

3. Authorized e-media administrators. The Parish Committee, or its designated
body, shall appoint and oversee one or more administrators for e-media resources
and communications. Such administrators shall include FPW staff, members, or
other approved volunteers, to oversee and post to e-media resources as members
of the FPW community and not as their individual identities.

Policy violations. When this policy or its guidelines is violated, FPW e-media
administrators (or its representatives) shall remove or edit the material posted on
FPW’s behalf. Review shall be conducted by relevant parties as determined by Parish
Committee. Disputes regarding the implementation of this policy shall be raised to,
and resolved by, Parish Committee or its designates.

4. FaceBook disclaimer. The following disclaimer shall be included and prominently
displayed on the FPW FaceBook page:

“ FPW welcomes all people to contribute to conversation on this page and to share
content directly related to First Parish of Watertown. Wall posts, comments, photos
and other content posted on this page are expected to be relevant and respectful.

FPW has the right to delete any inappropriate content from this page, including but
not limited to: irrelevant content, redundant content, hateful content, malicious
content, uncivil or disrespectful content, attacks or complaints against an individual,
financial solicitations, endorsements of a political candidate or party, and content
that violates Facebook’s terms of use, code of conduct, or other policies. *

5. Periodic review and modification of policy. This policy is maintained and updated
by the Parish Committee and should be reviewed periodically or at the point of
persuasive new e-media that First Parish may be interested in joining or using.



Questions / Follow-up Items

1. Does the FPW Child Protection Policy explicitly address use of children’s names?
* Does authorization form exist?
* Does it explicitly mention use of children’s first names, photos and videos?

2. Assure required written authorizations exist for using children’s first names and pics
* Determine which ones are missing
* Complete outstanding authorizations

3. Share new e-media policy with Committees, general congregation
* Emphasize e-media limitations for children
* Determine whether any adults do not want their names and pictures used

4. Consider how to address related communications issues / activities
* Broaden or extend this policy to a more general FPW communications policy
* Appoint, train, and oversee e-media administrators

* Assess existing forms of communications, recommend changes as needed
- FPW website
- FP Facebook page
- Monthly Arbella newsletter (email and print)
- Friday News (email and print)
- Periodic ad hoc email mailings to entire congregation

* Coordinate communications messages and information



